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Agenda 

 Welcome and Introductions

 Purpose of Tax Reconciliation

 Recommended schedule for reconciliation

 HRS reports available for use in reconciliation

 Tax forms and resources

 Later period adjustments

 Questions

 Evaluation and close of session
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Payroll Tax Reconciliation
Los Angeles County Office of Education
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Why Reconcile?
Employer Mandatory Reporting

 IRS Form 941 – payroll tax remittance
 EDD - DE-9 and DE-9423 (SUI, SDI, PIT)
 Accurate W2s – Social Security and IRS
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Tax Reconciliation Flow
Payroll Transactions
HRS Reports Generated
District creates/maintains spreadsheets
District balances the quarter
District prepares and submits required forms
District remits required payments
LACOE submits DE-9C to EDD

Annual Reconciliation Process
W2 Listing and Summary 

District analyzes and fixes W2 exceptions and errors
District ensures that 941’s and W2s are balanced

LACOE generates W2s 
LACOE submits W2 file to SSA
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Where to begin?

Develop and maintain a spreadsheet
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Tools Used for 
Tax Reconciliation
 HRS Reports
◦ PAYR130 – Payroll Deposit Recap

◦ PAYR077 – Control and Reconciliation Exception Report

 HRS Function 17 “Tax Deposit Recap”

◦ Current and cancellation screens

◦ Not a report, on-line only

 Bank of America (BofA) Tax Payment
Receipts
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Reconciliation Reports

Accumulator Reports
◦ Calendar YTD Accumulators
 Produced monthly for any payroll activity

◦Quarterly Totals/Accumulators
 PPCNVCHK – Produced quarterly

◦ DE9C state reporting series
 Produced quarterly
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Reconciliation Reports

 PAYR172 – W2 Exception Listing
◦ Produced monthly

◦ Analyze to identify potential year-end issues

 PAYR172F – W2s Not Issued – Fatal Errors
◦ Produced near end of calendar year
◦ Fatal errors will prevent W2 from issuing

 PAYR172N – W2s Issued With Errors
◦ Produced near end of calendar year
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HRS Function 17
Tax Deposit Recap Screens

 Shows liability for tax deposits
 Corresponds with each payroll
 Used to enter tax detail on spreadsheet
 Used in conjunction with PAYR130 (Payroll

Deposit Recap report)
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HRS Function 17
Tax Deposit Recap Screens
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HRS Function 17
Tax Deposit Recap Screens
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HRS Function 17
Tax Deposit Recap Screens

https://www.lacoe.edu/hrs_training Page 15



TT  ––  IINNTTRROODDUUCCTTIIOONN  TTOO  PPAAYYRROOLLLL  TTAAXX  RREECCOONNCCIILLIIAATTIIOONN  

HRS Function 17
Tax Deposit Recap Screens
 Employer Fringe Benefits Screen
 Sorted by fund:
◦ OASDI, Medi, SUI, W/C
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Payroll Tax Deposit Recap
HRS Report PAYR130 
 Used in conjunction with Function 17
 Produced with each payroll
 Hard copy report generally retained by

district as back-up for reconciliation and
tax deposits

 Indefinite retention is suggested
 LACOE cannot provide duplicates
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Payroll Tax Deposit Recap
HRS Report PAYR130

• Manual
adjustments to
balances are
reflected only here.
These adjustments
should be posted to
your spreadsheet.
 Do not attempt to
balance these QTD
or YTD totals as
some activity may
not be reflected
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Control and Reconciliation Exception 
Report PAYR077
 Issued whenever a manual balance  adjustment

is entered
 Provides adjustment details to balances

reflected on PAYR130 Report
 Message at top identifies adjustment type
 Helps reconcile discrepancies, as manual balance

adjustments do not appear elsewhere
 Can help identify processing errors

See example in materials
See Reports tab
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Bank of America (BofA) 
Tax Payment Receipts

 Districts receive a confirmation receipt
from BofA whenever a tax payment is
received

 Indefinite retention suggested
 Proof of payment to IRS and EDD
 Districts often maintain a separate

spreadsheet of tax payments
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Accumulator Reports
Calendar YTD Accumulators

 Essential tool for reconciling monthly and
quarterly tax liabilities

 Totals will ultimately be used to produce W2s
 Produced at end of each month with

compounded balances
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Calendar YTD Accumulators
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Accumulator Reports
Quarterly Totals/Accumulators
PPCNVCHK

 Produced quarterly for any payroll activity
 Reflects district grosses and district

quarterly balances
 Not recommended to use for balancing
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Accumulator Reports
DE9C Series
 DE9C series reports are used by districts to

prepare the DE9 and DE9423 forms for
submission to EDD

 LACOE transmits DE9C series electronically to
EDD quarterly

 DE9C series includes:
 PAYR202U – Unemployment Insurance Wages

 PAYR202P – Personal Income Tax Withheld (State)
 PAYR202D - State Disability Insurance 
 Related exception reports
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IRS Form 941

 Information from spreadsheet is used to
complete Form 941

 Used to report tax liabilities and
payments quarterly to the IRS

 Form 941 totals should agree with W2
totals

 IRS and SSA share this information
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Employer Mandatory Reporting

IRS Form 941
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Employer Mandatory Reporting

IRS Schedule B

https://www.lacoe.edu/hrs_training Page 27



TT  ––  IINNTTRROODDUUCCTTIIOONN  TTOO  PPAAYYRROOLLLL  TTAAXX  RREECCOONNCCIILLIIAATTIIOONN  

Employer Mandatory Reporting
EDD Form DE9

https://www.lacoe.edu/hrs_training Page 28



TT  ––  IINNTTRROODDUUCCTTIIOONN  TTOO  PPAAYYRROOLLLL  TTAAXX  RREECCOONNCCIILLIIAATTIIOONN  

Employer Mandatory Reporting
EDD Form 9423
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Tax Reconciliation for Year   
End

https://www.lacoe.edu/hrs_training Page 30



TT  ––  IINNTTRROODDUUCCTTIIOONN  TTOO  PPAAYYRROOLLLL  TTAAXX  RREECCOONNCCIILLIIAATTIIOONN  

Tax Reconciliation for Year End

 Ensure the fourth quarter totals are balanced
 Calendar Year To Date (CYTD) Accumulator

Reports are produced at the end of
December

 All four quarters should then balance to Final
CYTD Accumulator Report
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Tax Reconciliation for Year End
 After the last payroll produces in December,

current year balances “roll” to prior year
 There is a window of approximately one week

after the balances roll when adjustments can be
made to prior year

 Adjustments made during this brief window will
reflect on W2s and should be accounted for on
district fourth quarter spreadsheet and Form
941
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Tax Reconciliation 
for Prior Year
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Tax Reconciliation for Prior Year
Actions that may produce a W2c

 Canceling a prior year warrant
 Prior year OASDI/MEDI adjustments
 Workers compensation for prior year
 Cash collection for prior year
 Some TSA refunds
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Tax Reconciliation for Prior Year 
Adjustments

 Prior year balance adjustments create W2c’s
 Districts send W2c’s to SSA and provides copy to

employee
 Prior year balance adjustments are maintained

separately from current year activity on district
spreadsheet

 Form 941X must be submitted to adjust appropriate
quarter
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Information Resources
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Information Resources
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Information Resources
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Information Resources
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Information Resources
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Thank you

Questions?
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Overview of Tax Reconciliation Process 

Payroll runs in HRS 

HRS Payroll Reports 
are generated and 

Tax Recap Screens 
are updated 

Current year activity Prior year activity 

Keep prior year activity in a 
separate spreadsheet form 

current year activity. 

W2c’s and Form 941X 
processing may be necessary.  

Enter data from reports 
and Tax Recap Screens 

into the spreadsheet. 

Prepare and make tax 
payment according to 

IRS rules.  

End of each month 
Compare the spreadsheet balances 

with the HRS Calendar YTD 
Accumulators Report  

Analyze and correct W2 
exceptions if any.  

Quarter end 
Compare HRS Calendar YTD 

Accumulators Report with 
quarter totals on spreadsheet.

Analyze and correct 
any discrepancies.  

Prepare these forms and send 
them to the IRS and EDD.  
 IRS: 941
 EDD: DE9 and DE9423

Analyze and correct any 
discrepancies between the 
accumulators report and 

the spreadsheet.  
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Current Year Transactions 

 Payroll
 Cancellations
 Balance Adjustments
 Refunds and One-Time Deductions
 Cash Collections

Current year spreadsheets 

Balance the quarter 

Prepare Forms 941, DE9, and DE9423 

W2 Listing and Summary 

Four 941 Quarter and W2 Summary 

 HRS Reports
 Function 17 Tax Recap Screens

Annual Reconciliation  

W2 Fatal Error W2 Exception 

Analyze and fix. Analyze and fix. 
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Prior Year Transactions 

 Cancellations
 Balance Adjustments
 TSA Refunds
 Cash Collections

Prior year spreadsheets 

W2c 
 W2c to Employee
 W2c and W3c to SSA
 Complete Form 941X

 HRS Reports
 Function 17 Tax Recap Screens
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Payroll Audit Register (PAYR095) 
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Control and Reconciliation (PAYR077) 
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Payroll Deposit Recap (PAYR130) 
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Prior Year Payroll Deposit Recap (PAYR131) 
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Calendar Year-To-Date Accumulators (PERCYTD) 
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W-2 Exception Listing (PAYR172)
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W-2 Exception Listing (PAYR172)
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Quarterly Totals/Accumulators (PPCNVCHK) 
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Quarterly Totals/SWT (PPCNVCHK) 
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Quarterly Report of Unemployment Insurance Wages (PAYR202U) 
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Quarterly Unemployment Insurance Negative Wages Exception Report (PAYR203UE) 
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Quarterly Report of Personal Income Tax Withheld (PAYR202P) 
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Quarterly Personal Income Tax Withheld Exception Report (PAYR203PE) 
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Quarterly Contribution Return and Report of State Disability Insurance Wages (PAYR202D) 

https://www.lacoe.edu/hrs_training Page 64



TT  ––  IINNTTRROODDUUCCTTIIOONN  TTOO  PPAAYYRROOLLLL  TTAAXX  RREECCOONNCCIILLIIAATTIIOONN  

Quarterly Disability Insurance Negative Wages Exception Report (PAYR204DE) 
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W-2 Confirmation Listing (PAYR172)
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W-2 Confirmation Listing (PAYR172)
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Reports Available (1710) – Deposit Recap 
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Tax Deposit Recap (1712) - Current 
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Tax Deposit Recap (1712) - Cancellations 
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Tax Deposit Recap (1712) – Prior Year 
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Payroll Recap Spreadsheet 
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Completed Payroll Recap Spreadsheet 
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TT  ––  IINNTTRROODDUUCCTTIIOONN  TTOO  PPAAYYRROOLLLL  TTAAXX  RREECCOONNCCIILLIIAATTIIOONN  

Calendar Year-To-Date Accumulator Worksheet 
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TT  ––  IINNTTRROODDUUCCTTIIOONN  TTOO  PPAAYYRROOLLLL  TTAAXX  RREECCOONNCCIILLIIAATTIIOONN  

Completed Calendar Year-To-Date Accumulator Worksheet 
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TT  ––  IINNTTRROODDUUCCTTIIOONN  TTOO  PPAAYYRROOLLLL  TTAAXX  RREECCOONNCCIILLIIAATTIIOONN  

Completed Tax Activity Receipts Worksheet 
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