TeamWorks HCM Data Entry Process:
W2 Reissuance

Effective immediately agencies will no longer send requests for W2 reissues to SAO for
processing. The agency Payroll Department will have the security to perform data entry and

process any requests directly.
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ORACLE’

Personalize Content | Lavout
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Search:
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[ My Favorites

> Self Service

[- Manager Self Senvice

[ Agency Security

[> Waorkforce Administration
[» Benefits
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L Tirrearrd-tatror
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[> Waorkforce Monitoring
[> Set Up HRMS
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I» Reporting Tools
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— Chanage My Password
— Lly Personalizations
— My Systemn Profile
— Lly Dictionary
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Log into PeopleSoft HCM and select Payroll for North America.

Sign out
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Step 2: Select US Annual Processing.

ORACLE
Menu &

: ®

[ My Favorites

[ Self Senvice

> Manager Self Service

[- Agency Security

[ Warlkforce Administration

[ Benefits

[- Compensation

[> Time and Labor

[gdP avroll for North America
[ Employee Pay Data USA
[> Payroll Processing USA
[- Retroactive Payroll
[> Payroll Distribution
[» Pay Period Tax Reports USA|

I U.S. Annual Processin —1

[ Global Payrall & Absence
Mamt

- Workforce Development

[> Organizational Development

[- Enterprise Learning

- Workforce Monitoring

[- Set Up HRMS

[ Warklist

[- Tree Manager

[> Reporting Tools

[- PeopleTools

— Chanae Wy Password

— My Personalizations

— My Systemn Profile

[~ My Dictionary

N

Payroll for North America

Maintain employee payroll information, process payrolls, collect taxes and process year-end reguirements.

ﬁ] Employee Pay Data USA ﬁ
Maintain employee payroll information.
= Create Additional Pay
=] Contract Payment Details
= Request Dirsct Deposit
7 More...

ﬁ] Payroll Processing USF
Manage paysheets, calculate and confirm
payrolis, and create checks and advices.
= ReverselAdiust Pavchecks
[ Create and Load Pavsheets
[ Update Paysheets
7 More...

&

Pay Period Tax Reports USA

Create reports to support payment of taxes
after each pay period.

= Tax Summary-Federal

= Tax Summary-State

=) Federal Liabilitv by State

5 More...

ﬁ] U.S. Quarterly Processi
Create Quarterly Tax Reports.
(2 Define Quarterly Tax Reporting
[= Create Georgia Wage Diskette
[ State Quarterly Wage Reporting
[ Quarterly Reports

&

Employee Pay Data USF
Maintain employee payroll infermation.
=l Update Leave Accrual Elections
=] Create Additional Pay
ERegquest Direct Deposit

4 More..

Retroactive Payroll

Calculate, review and adjust retroactive
payroll.

CIRetro Pay

[ Retro Benefits/Deductions

Pay Period Tax Reports USF
Create reports to support payment of taxes
after each pay period
=] Federal Liabilitv bv State
=] Reconciliation-Ohio Local
= Local Tax Deposit
3 More..

U.S. Annual Processi
Define and create Annual Tax Reports.
=] OpeniClose Pav Calendar
FEIFUTA Wage Reconcilistion Rpt
E1¥TD Bal Rpt Parms

10 More....

Workist | Add o Favorites |

Sign out

Edit "Payroll for North America™ Folder

Payroll Processing USA
Manage paysheets, calculate and confirm
payrolls, and create checks and advices.
(3 Controls
= AdiustiReverse Paychecks
[CCreate and Load Pavsheets

5 More...

Payroll Distribution
Distribute payrell amounts to General Ledger,
Accounts Payable, and others.
3 Commitment Accounting CAN
(1 Commitment Accounting US4
[ Commitment Accounting USE
& Wore...

Periodic Payroll Events USF

Review, update, and process periodic payroll
functions.

Elidentify Emp TSP Adiustments

= Update Emp Fiscal Year History
CiBalance Reviews

Step 3: Select W2 Reissue

ORACLE’

[ Retroactive Payroll

[> Payroll Distribution

[: Pay Period Tax Reports LS
[» U.S. Quarterly Processing

[» Define Annual Tax
Reporting

[> Create W-2 Data

[» Audit and Error Reports
W-2 Reporting
W-2 Adjustments

[» W-2c Reporting

I 1099-R Reporting

[> 1042 Reporting

— Open/Close Pay Calenda

— EUTA Wage
Eeconciliation Rpt

— W2 Reissue

oriforce Development
(Organizational Development
Enterprise Learning
oriforce Monitoring

SetUp HRMS

orklist

ree Manager

Reporting Tools
FeopleTools

I = Payroll for North Ame:
ﬁ U.S. Annual Processing

Define and create Annual Tax Reports.

Eﬁ" Open/Close Pay Calendar
Initiate & process to open and reclose a
clozed pay calendar

Eﬁ" W2 Reissue
W2 Reissue

Audit and Error Reports
Create various audit and error reports.
=l Error Listing
=l year End Record Error
=l Year End Data Audit
10 More...

ﬁ] W-2¢ Reporting
Create W-2c and W-ZcPR files for submission
of W-2c information and tax reports.
=] Print W-2¢ USiTerritories
=] Print VW-Zc Puerto Rico
[=| Create Federal W-2c File US
=l Create W-Zc PDF Forms

ﬁ Year-End/New Year Preparation
Prepare for payroll year-end and new year
processing.
=l FUTA Taxable Wages by Ul State

=] Reviews W-2/W-2¢ Consent Staty

FUTA Wage Reconciliation R

Create a report of FUTA-exempt payments to
complete Form 940 recencilation

Define Annual Tax Reporti

Define print, electronic, and other parameters.

for annual tax reporting.

F=] Tax Form Defintions

I=] Tax Form Print Parameters

= Tax Reporting Parameters
S More..

W-2 Reporting

Create various W-2 tax reportg, print,
electronic or magnetic media files.

=] Print Year End Forms

F=] Print Forms Prior 2001

[=] Create Federal W-2 File
8 More..

K] 1099-R Reporting

Create 1099-R audit report, print or electronic

file.

=] Form 1098-R Audit Report
=] Create 1093-R

F=] Form 1096 Report

Worklist |  Add to Favorites |

E -S. Annual Processing” Folder

YTD Bal Rpt Parms

Create W-2 Data

Create employee W-2 data.
ElUpdate ear End Reporting Info
=l Load Year End Data

EReview/Update Year End Forms
3 More...

W-2 Adjustments
Correct employee W-2 data
El Create W-2c USTerritories

K] 1042 Reporting
Create 1042 tax liability data, summary, print
or electronic file.
ElDefine 1042-5 Parameters
ElCreate 1042-5
ElForm 1042 Data Summary

Sign out
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Step 4:

Enter the complete Employee ID and click Search.

ORACLE

(tgency Security
[Werkdorce Administration
Benefits
[Compensation
Time and Laber
Payroll for Marth America
[ Employee Pay Data USA
(> Payroll Processing USA
(- Retroactive Payroll
(> Payrall Distribution
[+ Pay Period Tax Reports LIS/
[ .S, Quarterly Processing
= .5, Annual Processing

[» Define Annual Tax

Reporing

[» Create W-2 Data

[ Audit and Error Reports

[ W-2 Reporting

[+ W-2 Adjustments

I W-2¢ Reporting

I> 1099-R Reporting

1> 1042 Reporting

— Open/Close Pay Calenda

— FEUTA Wage

Reconciliation Rpt

— ¥TD Bal Rpt PFarms

— W2 Reissue
(Glokbal Payroll & Absence
Igmt
[Werkdorce Development
(@rganizational Development
Enterprise Learning
’Worldorce Menitoring
£

|

Manager Self Senice A

v

Home | Workist | AddtoFavories | Sign out

New Windaw | B
W2 Reissue

Enter any infarmation you have and click Search. Leave fields blankfor a list of all values.

an Existing Value Add a Mew Value
Maximum nurmber of rows to return (up to 300%

Search by: begins

Include History ] Correct History

Search |Ad'¢anced Search

Find an Existing Value | Add a Mew Value

Step 5:

The User ID and the National ID (Social Security Number) will be populated. Enter the year for
the W2 you are requesting in W2 Request for Year.

ORACLE’

[~ Payrall for North America
[» S0G Reports
[ Employee Pay Data LISA
[ Payroll Processing USA
[ Retroactive Payroll
[» Payroll Distribution
[» Pay Period Tax Reports U
[ Periodic Payroll Events LI!
[+ LS. Quarterly Processing
+ U.5. Annual Processing
[» Define Annual Tax
Reporting
[» Create W-2 Data
[» Audit and Error Reports
W-2 Reporting
[» W-2 Adjustments
[ W-2c Reporting
[ 1099-R Reporting
I» 1042 Reporting
— Open/Close Pay Calen
— FUTA Waqge
Reconciliation Rpt
— YTD Bal Rpt Parms
[+ Glabal Payroll & Absence
IMgmt
[> Workforce Development
[» Organizational Developmen
[» Enterprise Learning
[= Werkforce Monitaring
[» SetUp HRMS
[» Enterprise Components
< |

A

b

Hol | workist | AddtoFavorites | Sion out
New Window | Help | Customize Page | B
Charles Heery Person ID: 00196019

First 4 10f1 >} Last

=

User Dt 01234567 Date/Time: 02/16/12 11:12:00.00000041
National ID: 999999999
W2 Request for Year: 2006

W-2 Mailing Address: W

Save I [GFReturn to Search i [=] Notify I
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Step 6:| Click Save. When the record is saved the white Saved button appears.

ORACLE’
Home Worklist | Add to Favorites

[ Payrolifor North America & New Window | Help | Cyétomize Pa
[ 30G Repors
[ Employee Pay Data USA

[+ Payroll Processing USA %
b Retroactive Payroll Charles Heery Person ID: 00195018
[ Payroll Distribution

[- Pay Period Tax Reports U
[> Periodic Payroll Events Lt #HE

[ LS. Quarterly Processing :
< .S, Annual Processing User ID: 01234567 Date/Time: 02/16/12 141:19:00.00000041

[» Define Annual Tax
Reporting National ID: [o99999998

[ Create W-2 Data

[» Audit and Error Reports

[ W-2 Reporing

[ W-2 Adjustments V-2 Mailing Address: W

[» W-2c Reporting

[» 1098-R Reparting

[- 1042 Reporting

— Open/Close Pay Calem

— EUTA Wage
Reconciliation Rpt

— YTD Bal Rpt Farms

[ Global Payroll & Absence
Mamt

[> Waorlforce Development T . —
I> Organizational Developmen [F save ] [&hReturn to Search ] [=] Matify ]
[> Enterprise Leaming
[» Waorlforce Monitoring
[ Set Up HRMS
[ Enterprise Components &
< |

>

Find | View Al First | 1 of 1 ) | Last

W2 Request for Year: | 2008

Step 7: Reissue requests are processed in batch on Tuesday and Friday nights.

HCM Data i Data ] W2 Delivered to W2 Delivered to
Input Processed Agency Employee
e ddh
Step 8: W2 delivered by Print Facility to Agency the following business day.
W2 Reissue HCM Data DEE] _ . WZ_ W2 Delivered to
Request Input Processed Delivered Employee
Loy
Step 9: W2 delivered to Employee by Agency.

HCM Data Data W2 Delivered
Input Processed to Agency
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W2 Reissue
Request

W2 Reissue W2 Delivered
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IMPORTANT:

e W?2’s are printed on Tuesday or Friday night depending on when the request was received.

e Delivery arrangements with the Print Facility are made with each agency.

e W2’s are directed to the Agency Payroll Office of Record for the employee in the requested W2
year.

e Itis the responsibility of the Agency of Record for the requested W2 year to distribute the W2
directly to the employee.
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