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PLEASE NOTE: A HSA fully paid for by the church or conference (no employee voluntary
contributions) can be handled this way. If both the church and the employees are contrib-
uting to the HSA, a different procedure will be required.

Run the W2 for the Pastor before you start this process.

Create an Allowance for Health Savings Account and make it non-taxable and appear on the W-2
in Box 12 with Code W.

Go to Payroll>Data Setup>Allowance>click Add. Input a start date for the year of the W-2 you are
printing. Fill in the Description, and Abbreviation. Select 12 in the W2 box and W in the W2 Code
box. Uncheck Federal, Social Security, Medicare, State, and Local.

l Allowances EI
Click OK (et
Date Range Apply Dates Details || Totals || Employees
01/01/20 to | 12/31/20 Starts 01/01/20 @ Ends @ (optional)
Health Savings Account @
— Delete “ + add Description Health Savings Account
N Description Abbreviation |HSA *Uzed when a full description may not fit
Housing
Rector's Social Security Frequency Every Pay
Rector's Travel
retroactive pay W2 Box 12 W2 Code |W
Health Insura.nce Employer Indude in W2 Wages: [ Federal [J social Security [ Medicare [ 5tate [ Local
Group Term Life Allowance
Health Savings Account ]

ILE'.J Print “J oK ‘

Add the HSA Allowance to the employee’s record. Go to Data Setup>Employees/Contractors>
choose Employee, click on the Allowance tab. Click under Allowance, choose the HSA and leave
the amount blank. Use the Start Date for the year you need the W2s.

8 Employees/Contactors (=[S [
-a Filter By 4 -
[ | Show Employees Contractors | [12 Departments Payee BRI, 4
[[] show Archived Payees <+ Add Employee/Contractor I [ -_— Archive J

l General ” Pay Rates &Hours]l Allowances " Deductions” Emploment” Direct Deposit]

|Allowar1ce - |Frec|uer1quI |Arnour|t |Accour|t |Paused |Er1d Date & | | ‘ ‘

Enter Date n
Health Savings Account @ Ewvery Pay 0.00
[=]
= On what date will this item start being used in calculations
for ?

Click Save.
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A Calculate Adjustment should be done in the needed tax year to add the HSA to the W2.

This wizard will guide you through a series of pages to help you enter data for an Adjustment.

In Payroll, go to up to Payroll>Calculate Adjustment. Enter the Adiustment Date And click Next.

1. Calculate Adjustment Wizard — choose the

Adjustment Date (perhaps 12/31/2023). Click Next. “f;‘:;“&”}f’a@

2. Filter Payees — choose Specific and Uncheck All, then check the Payee. Click Next.

 Calculate Adjustment Wizard 23|

Review Pay and Rate
This page allows you to review and modify pay, rate, deductions and allowances

3. Review Pay and Rate - Click on
Allowances/Other Tab. Click under
Description to add a new row, then fill in E" Dotz [Pay rours Rates | Deductions | Alowances/Other
the amount of the HSA. neaaiien | Amourt

(| 1 | Health Savings Account

< Back “ Mext > | I Cancel
4. Posting Selections — Click Browse to review payments.
~ Calculate Adjustment Wizard =
Under Post to Payroll? Posting Sclcctions
Choose YeS Select the actions for completing the wizard

Uncheck Transfer to Accounting.
Click Next.

Pay or Setlement Date  12/31/2022

Post to Payrall? () ves CiNo Browse Payment(s)

Print Reports

Print reports if you choose.

[fransfer to Accounting

Click Next — Click Finish.

[[] save as Default

‘ < Back “ Mext > |l Cancel

Please run the W2 again. The HSA will appear in Box 12W.
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