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GENERAL
The Payroll Balance Sheet reflects the wage, tax and deduction amounts paid each pay period through out the calendar year.  Quarter-to-date and year-to-date totals are also detailed.  The Payroll Balance Sheet is the single, primary collection document which details the on-going wage, tax and deduction balances within the PeopleSoft system.  As such, the Balance sheet can be used as a source for balancing to, reconciling and preparing various quarterly and annual tax reports such as the quarterly UC reports, the Form 941 and the yearend annual reports.
INPUT SOURCES

PY4150018H, US Payroll Summary Report, Confirmed, Company Total section.


This report is produced each pay period from both the pre-confirm and the confirmed cycles.  The confirmed report is the one used to prepare the Balance Sheet.
TX4150010, Monthly Tax Summary Report


The report produced after the final payroll for the year has been confirmed.

TX4150910A, YE Data Audit Report
TX4150910E, W-2 Error Report

TX4150916, State W-2 Tax Total Report

This series of reports is produced during the W-2 processing at the end of the year.  The yearend process is an iterative process, so the reports used to complete the Balance Sheet are those produced from the final processing in which the Forms W-2 are actually produced.

THE BALANCE SHEET FORMAT
The master Payroll Balance Sheet is located at H:\Payroll Process & Procedures\Taxes\Balance sheet\Master.xls.
At the beginning of a new year, this master version is saved into a separate file and it is into this saved version that the data is entered during the year.  Data is NOT entered into the master version.

Certain items are pre-formatted:

· Column headings identifying the data to be entered (e.g., Federal Tax)

· The cells into which the amounts are entered are pre-formatted as $0.00.  An amount entered into these cells will automatically be formatted with the dollar sign ($), separating commas (,) and a decimal point (.).
· Formulae have been established within the cells of certain columns and lines so that a total will automatically calculate.  This eliminates the need for manual calculations.  These cells are locked so that the formula cannot be disturbed.  Data cannot be entered into locked cells. The affected columns and lines are: 
Columns
· Total Federal Tax Deposit

· Total State Wages

· Total State Tax

· Total 401K Deferred Compensation
· Total GSEPS Deferred Compensation

· Total GSEPS Employer Match

· Total 457B Deferred Comp

· Total Deferred Compensation
Lines
· 1st Qtr

· 2nd Qtr

· 3rd Qtr

· 4th Qtr

· YTD

· Difference (Yrly – Tx010)
· Final YTD Balance on File
· Total W-2s
· Manual Total
· Final

The Balance Sheet is divided into 4 quarters and a year end reconciliation section.  Each of the quarters has 6 pay period lines.  Each pay period is designated as a line across the page.  These 6 lines are grouped into 2 lines each – 1 group of 2 for each of month within the quarter.  The months are separated by a blank line.  The quarter is designated as a bold total line with the quarter identified in the Payrolls column.  Year-to-date total lines follow the 2nd and 3rd quarter-to-date lines and the final annual total follows the 4th quarter total.
The reconciliation of the annual totals to the yearend processing is accomplished on the final lines following the yearly difference.  

PREPARING THE BALANCE SHEET

At the beginning of a new year

	Step
	Activity

	1
	OPEN the master

Location: H:\Payroll Process & Procedures\Taxes\Balance sheet\Master.xls

	2
	SAVE AS using the year as the file name

Location: H:\Payroll Process & Procedures\Taxes\Balance sheet\[yyyy]

	3
	ENTER the year in the column next to Year on line 2 

	4
	IDENTIFY all of the pay period end dates within the year

	5
	ENTER a pay period end date as mm/dd/yy in the PAYROLLS column on each pay period line within a quarter.  (mm=month, dd= 15 or last day of the month, yy= the last 2 digits of the year)

· The first entry should be 1/15/yy 

· The last entry (in the 4th qtr) should be 12/31/yy
· DO NOT make an entry on a line that is a total line

	6
	SAVE AS – same location/file name as in Step 2


Each pay period after Payroll is confirmed
	Step
	Activity

	1
	GO TO Document Direct.  Select and Print the PY4150018H, US Payroll Summary Report   

	2
	Separate the COMPANY TOTAL pages from the rest of the report.  These are the pages that are used to complete the pay period line on the Balance Sheet

	3
	OPEN the Balance Sheet

Location: H:\Payroll Process & Procedures\Taxes\Balance sheet\[yyyy]

	4
	Complete the line for the current pay period as follows:
      From  Company Total                                                        to   Balance Sheet Column  

· Pay Check Summary

                        Gross……………………………………………..Total Income (Wages) 
· Employee Tax Summary  - USA
                         Withholding - Current Taxable Gross.………. GTW Federal

                         Withholding - Current Tax…..………………… Federal Tax

                         OASDI/EE-Current Taxable Gross………….. OASDI Wages

                         OASDI/EE-Current Tax……………………….. OASDI Tax

                         Med/EE-Current Taxable Gross..……………. Medicare Wages

                         Med/EE-Current Tax………..………………… Medicare Tax
· Employee Tax Summary – GA Withholding
                         Blank Resident-Current Taxable Gross…..… Non-Resid GTW State 

                                Resident=Y-Current Taxable Gross…………. Resident GTW State  
                         Blank Resident-Current Tax………………….. Non Resid State Tax  
                         Resident=Y-Current Tax……………..……….. Resident State Tax 
· Employee Deduction Summary

                         XDCSA………………………………………….. Depend. Care

                         40150+……………………………………………401K +50 Def Comp

                         401DEF………………………………………….. 401K Def Comp

                         GS401K (B)………………………………………401K GSEPS Def  Comp

                         GS401+ (B)………………………………………401+ GSEPS Def Comp

                         45750+……………………………………………457 +50 Def  Comp

                         457DEF………………………………………….. 457 Def  Comp

                         A403V1………………………………………….. Valic Annuity                     
                         TRSR…………………………………………….. T.R.S.

                         GHESP………………………………………….. GHESP
· Employer Contribution Summary 

                         IMP1FL………………………………………..… Imputed Income (end of month only)
                         GS401K (P)………………………………………GS401K Employer Match

                         GS401+ (P)………………………………………GS401+ Employer Match

Note:The figures in all other columns will calculate automatically.



	5
	SAVE AS H:\Payroll Process & Procedures\Taxes\Balance sheet\[yyyy]


After the year’s final payroll confirm 
	Step
	Activity

	1
	After the last Payroll Confirm, COMPLETE the December TX4150010 line as follows 
From  December’s TX4150010                                        to   Balance Sheet Column  
· YTD Federal Taxable Gross………………….……….... GTW Federal

· YTD Federal  Tax………………………………………… Federal Tax

· YTD Other Employee OASDI Taxable Gross…………. OASDI Wages

· YTD Other Employee OASDI Tax………………………. OASDI Tax

· YTD Other Employee Medicare Taxable Gross………. Medicare Wages

· YTD Other Employee Medicare Tax………………….... Medicare Tax

· YTD  GA Taxable Gross……………………………….... Total GTW State
· YTD GA Tax………………………………………………. Total State Tax

	2
	The Difference (Yrly – TX010) line will calculate automatically.  If the difference in any column is NOT $0.00, determine why there is a difference. Do NOT proceed until the difference has been resolved.

· Make sure all figures in the column have been entered correctly
· Manually add the pay period amounts to ensure the YTD total is correct as calculated by the embedded formula.


DURING YEAREND PROCESSING
The Payroll Balance Sheet is used to reconcile the wage and tax information reported on the Forms W-2 to those maintained in the system. 
The final wage and tax balances for the year is based on the formula: 


Yrly Total (after last Payroll for the year) 

+ Pay/Balance Adjustments applied between the final Payroll and the printing of the Forms W-2

The total of the wage and tax amounts printed on the Forms W-2 should equal the Final YTD Balance on File totals.  However, the W-2 process will VOID an employee’s W-2 if certain errors are detected.  For example:

· The FICA and/or Medicare tax as calculated by the system does not equal the associated balance for the employee

· The FICA wage exceeds the maximum

· There is a negative balance in a field

When an error is detected, the Form W-2 is marked VOID and the amounts included on that form are NOT included in the various W-2 report totals.  This causes a difference between the YTD balance totals and the Form W-2 report totals.  The W-2 errors are detailed on the TX4150910E, W-2 Error Report.  The errors must be corrected before the Forms W-2 are printed.
The Balance Sheet is set-up to allow the Form W-2 reconciliation to be performed during the yearend processing and prior to the printing of the forms.
	Step
	Activity

	1
	OPEN the Balance Sheet

Location: H:\Payroll Process & Procedures\Taxes\Balance sheet\[yyyy]

	2
	Between each yearend cycle, ENTER each wage and/or tax balance adjustment input to the system during the previous yearend processing cycle on a separate line of the Balance Sheet to the appropriate columns. Enter the employee’s name in column A. Enter negative amounts with a minus sign in front of the amount (e.g., -50.00)




	3
	After each W-2 processing cycle, GO TO Document Direct and Select  the

· TX4150910A, W-2 Audit Report - PRINT only the last page. This will be the page with the totals
· TX4150910E, W-2 Error Report – PRINT the entire report 
· TX4150916, State W-2 Tax Total Report - PRINT only the last page. This will be the page with the totals
· TX4150900, Annual Reporting Error Listing– PRINT the entire report

	4
	ENTER   TX4150910A in column A and the amounts in the other columns as follows 

From  the TX41509010A                               to   Balance Sheet Column  
· Taxable Gross………………….………... GTW Federal

· Tax………………………………………… Federal Tax

· OASDI Gross…………………….………. OASDI Wages

· OASDI Tax…………….…………………. OASDI Tax

· Medicare Gross……………………….…. Medicare Wages

· Medicare Tax………………..………….... Medicare Tax

· Dep Care………………………………….. Depend Care

· Box 12 C................................................. Imputed Income

· Box 12 D………………………………….. Total 401K Deferred Comp

· Box 12 E………………………………….. Total 403B Plan

· Box 12 G………………………………….. Total 457B Deferred Comp

	5
	ENTER  TX4150916 in column A and amounts in the other columns as follows 

From  the TX41509016                               to   Balance Sheet Column  
· Total State Wages…………….……….... Total GTW State

· Total State Income Tax..…………………Total State Tax

	6
	ENTER TX4150910E and TX4150900 amounts for each person listed on the reports:

· Enter the employee’s name in column A

· Enter the amounts in the appropriate Balance Sheet column for the wage or tax in error.  Enter negative amounts with a minus sign in front of the amount (e.g. -$50.00).

	7
	RETAIN the W-2 reports in a file

	8
	CREATE A DIFFERENCE line.  Use the SUM formula to add the dd/mm YTD Total, the TX4150910A, TX4150916, TX4150900 and TX4150916 amounts together.  Enter W-2 DIFFERENCE in column A.

	9 
	If the W-2 DIFFERENCE  is NOT $0.00, investigate.  Possible causes are:

· One or more of the adjustment or report amounts was not entered correctly

· A SUM formula is not picking up the right cells (too many or too few)

· A W-2 Error amount(s) was not entered with a minus sign.

	10
	Correct the problem.  The TOTAL and DIFFERENCE lines should recalculate automatically.

	11
	SAVE AS H:\Payroll Process & Procedures\Taxes\Balance sheet\[yyyy]

	12
	Repeat Steps 3 through 11 after each W-2 processing cycle

	13
	The final DIFFERENCE should be $0.00, which means the Forms W-2 are reconciled to the PeopleSoft balances.  If not, manual Forms W-2 and or Forms W-2c, Wage and Tax Correction will be necessary.

	14
	For each Manual W-2 or W-2c created, enter

·  the employee’s name in column A

·  the amounts in the appropriate Balance Sheet column for the wage or tax on the form.  Enter negative amounts with a minus sign in front of the amount (e.g. -$50.00).

	15
	The Manual Total and Final total will calculate automatically

	16
	AFTER the Final total is determined 

· PRINT the Payroll Balance Sheet WorkBook
· ATTACH all of the W-2 reports used in the reconciliation
· FILE in the W-2 Manual for the year





Note: This step should be done each time an entry is made into PeopleSoft to correct balances.  The Balance Sheet can be closed (SAVE AS) after each entry.  The following steps are performed when a W-2 processing cycle is run.
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