Entering Year to Date Adjustments (YTD Adjustments) For Stipends

From the Main Menu screen go to Hours & Dollars
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From the Hours & Dollars screen select Year-To-Date Adjustments
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on your account for each tax type. If there are
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notificstion that we will move funds either into or out of your account.

Reminder: To ensurs accurate tax calculstions, please forward all state and
federal notices, unemployment rates, and deposit frequency changes to JOI's
Tax Department. When starting 3 business in a new state, remember to
register for withholding and unemployment sccounts. Once you receive the
account mumber from the tax azency please fax it to JOI's Tax Deparunent
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03/02/2015 IRS Alerts to Phishing Scheme involving W2s

The Internal Revenue Service today issued an slert to payroll and human
resources professionals to beware of an emerging phishing email scheme
that purports to be from company exscutives and requests personal
information on emplovess.
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From in the Year-To-Date Adjustment screen

1. Select the Employee who needs the year to date adjustment.
2. Open up the Year to Date Adj by clicking the small square box with the bent top right
corner.
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Go to Category - Line number 01
1. Under Category, select Earnings from drop down menu.
2. Under Code, select STIP for stipend from the drop down menu.
3. Under Gross Amount, enter the amount of the stipend.
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Go to the ACH & Balancing tab
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Enter the amount from the Balance box (in red) in the Net Check Amount box then hit Save.
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