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2020 Year-End 
Newsletter  


Overview
[bookmark: _Hlk519497675]We understand that Year-End is a critical time for you. Balancing open enrollment activities, submitting payroll entries that affect your W-2s and/or 1099s, and staying abreast of statutory changes for the new year can be time consuming and overwhelming. HR Works, Inc. is here to help! Below you will find helpful resources, tips and timesavers to assist you in preparing for a successful Year-End.
Preview W-2s
· New preview W-2s have been made available with balances as of November 29, 2020. Reports  Additional Reporting  PR & Qtrly Tax Reports  Preview Quarter Processing.  Look for the report named PRV Employee W-2 Copies.
· As you are reviewing your preview W-2s, select https://thebridge.adp.com/docs/DOC-7234 on The Bridge for a brief explanation of the W-2 boxes.
· There is a Checklist from The Bridge of items that should be verified on the Wage & Tax Register. When logged onto The Bridge, search for Wage and Tax Register Overview. It is from the Blog Post created by Stephanie Vosmus.
W-2 Print Holds
· ADP automatically closes each quarter after your last scheduled payroll processing for that quarter, in preparation for producing quarter- and year-end reports. You may need time to verify your entries and/or time for additional adjustments after the end of the year. For example, if your Third Party Sick Pay vendor makes payments to your employees who are on disability and they do not file W-2s, you are required to enter these amounts. You may not receive verification of these payment amounts from your vendor in time for the last payroll of the year. 
· You can request a print hold, which will delay the printing of your reports and W-2s to allow for these adjustments. You must then release the hold when you have completed your final changes and ADP will produce the reports at that time. Use the following job aid (https://thebridge.adp.com/docs/DOC-3537) if you are within the timeframe to schedule a Previous Quarter Adjustment Payroll. Any adjustments made after 1/14/2021 will require an amendment authorization and additional processing fees. If you do not complete the Annual Tax Report & W-2/1099 – Print Release form prior to 1/20/2021, ADP will automatically release all W-2s and reports at that time. 
· To Request a Print Hold
· From the Support Center page, select Annual Tax Report (W-2/1099) Print Hold Form from the Top Forms list on the left side of the page.
· To Request a Print Release
· From the Support Center page, select the Annual Tax Report (W-2/1099) Print Release from the Top Forms list on the left side of the page. When the hold is released you will have the opportunity to select to either have the W-2s/1099s mailed directly to employees or have them delivered to your office.
· NOTE: Requesting a print hold will delay the printing of reports (including W-2s) but does not impact the tax deposit due dates for any adjustments. Tax Penalties may result from an adjustment processing. Therefore, you should make every attempt to input adjustments prior to, or with, your last payroll of 2020.

Total Cost of Health Care
· Under the Patient Protection and Affordable Care Act, employers that file 250 more W-2’s are required to report the total cost of their group health benefit plan coverage on W-2s in box 12 (code DD). This includes both the portion of the cost paid by the employer and the portion paid by the employee. If you utilize the Benefits module, you can create a Group Health Insurance Costs on Form W2 paydata batch. We recommend that you run this import with your last payroll of 2020. If you do not utilize the Benefits module, and your employees contribute to the cost, you can generate a report containing the employee contribution information from payroll. You will also need to provide the annual employer contribution, to correctly populate box 12. 
· For a job aid with more details on how to process Total Cost of Health Care, please visit this page. 
· For more information, you can visit this link: http://www.irs.gov/uac/Form-W-2-Reporting-of-Employer-Sponsored-Health-Coverage
HSA Plans
· The IRS requires that you report HSA contributions on W-2s in box 12 (code W). If you have an HSA plan, and do not utilize your payroll system to track contributions throughout the year, then you will need to request a file from your HSA vendor.  If your HSA is part of your Cafeteria 125 plan, then you must report both the employer and employee contributions on the W-2. You can upload this file as a paydata batch using the assigned ADP memo code. We recommend that you upload this information with your last payroll of the year.
· If you allow your employees to frontload their HSA’s, you should set up a goal for each employee in Payroll. Review the Managing HSAs in Benefits and Payroll job aid for more information or contact your HR Works HRMS Consultant. 
Deduction Rules
· If you need to set up deduction rules and you would like some guidance, provide your HRMS Consultant the date that you will be transmitting your last payroll of 2020 with current plan deductions as well as the date of your first 2021 payroll which will include new plan rates and/or elections.
· Deductions are effective with the pay period end date. Special deduction rules can be applied to include the deductions earlier than normal upon request. To ensure that the new deductions are correct you can run the Benefit Deductions report using 1/1/2021 as the report date, or you can run the Employee Payroll Changes report once you have started the new cycle for your first payroll in 2021. For assistance setting up deduction rules, please refer to the Creating Benefit Deduction Rules job aid.
Year End Reporting
· Run any Year End Reports before you load your first Cumulative Data File of the new year. 
· At the beginning of the new year, your YTD Cumulative Data Files will not automatically load. This provides you with the opportunity to process year-end reports for the previous year before the accumulators are reset.
· When you are ready to load the Cumulative Data File navigate to Process  Utilities  Load Files from ADP. Select the Employee Cumulative Data Load file and select Start. After you load the first file, normal auto load functionality will resume.
· At the beginning of the new year, your YTD Cumulative Data Files will not automatically load. This provides you with the opportunity to process year-end reports for the previous year before the accumulators are reset.


ADP Quarter & Year-End Resources
· For 2020 ADP has created a band new Year-End Dashboard that can be found in ADP Workforce Now under Process  Payroll  Payroll Cycle. This dashboard allows you to easily complete year end tasks, complete any additional forms you may need and has additional information/reports for year end.  ADP provides a quick walkthrough of the tool that you can access by selecting this link to The Bridge https://thebridge.adp.com/workforce-now/solutions-now/m/videos/2321. Some of the important items on the dashboard includes:
· W2 Tax Holds
· Affordable Care Act (ACA) Checklist
· Quarterly Payroll Checklist
· Year-End Payroll Checklist
· Year End Training
· Also on the dashboard.
· Top Quarter & Year-End Solutions
· Entering Third Party Sick Pay
· Quarter End Adjustment Calendar
· Scheduling an Additional Payroll
· Scheduling a Previous Quarter Adjustment Payroll
· Year End Planning Information
· Essential ACA Resources
· Fast Wage & Tax Facts
· Order 2021 Calendar Cards
· Verify Qualified Pension Indicator (Box 13 on Form W-2)
 https://thebridge.adp.com/docs/DOC-8598
Other Reminders
· Review your 2021 Payroll Calendar to ensure the pay dates align with your pay schedule and holiday closings. Navigate to Process  Payroll  Payroll Schedule to update the calendar. (NOTE: You may also want to confirm the number of pay weeks in the coming year (ex: 52 vs. 53 or 26 vs. 27).
· If you use the Time Off feature, it is important that you approve or reject all 2020 Time Off requests prior to year-end. This will eliminate the need for you to make manual adjustments to your January 1 balances.
· If you use Essential Time & Attendance, update your holiday programs for 2021 by navigating to Setup  Time & Attendance  Holiday Programs.
· New 2021 W-4 Forms are now available.  Following are links that provide more information.
· From The Bridge – information on the new form and an employer toolkit  https://thebridge.adp.com/docs/DOC-11707
· From ADP – an on-demand webinar called Workplace Spotlight: Revisions to IRS Form W-4: What’s the Impact to Employers?  
https://www.youtube.com/watch?v=oUeXZIHeBzs
· From the IRS – FAQs regarding the new form  
https://www.irs.gov/newsroom/faqs-on-the-draft-2021-form-w-4
· Please check with legal counsel, the U.S. Department of Labor or your applicable State Department of Labor websites to determine if minimum wage changes will necessitate updating employee pay rates.  Reach out to your HRMS Consultant if you need an import template to make any pay rate adjustments.
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