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Introduction 
 

Employer Sponsored Health Care amounts are now required for W2-Reporting. It is essential 

that the Health Care amounts reported be correct and verified for all applicable employees. The 

intent of this help file is to assist you in this reporting process. 

 

After you have selected “Employee W2’s” off the Payroll Reports screen in Trends, then the 

Health Care Payees screen will now appear: 

 

 
Figure 1 

 

Please notice on the screen shown above that the Flex Fringe Vendors are automatically 

selected for you and will be part of the data summarized for your Health Care (these two 

Payees are locked in and cannot be removed).  If you reported Health Care on your previous 

Tax Year W2’s, all the Payees that you used the previous year to be part of the Health Care will  
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already be selected.  Please Review all Payees that are selected and verify that the selected 

Payees still need to be included as part of your Health Care reporting for your current year 

W2’s.  Be sure to add any additional Payees that you may have added during the past calendar 

year which may also need to be part of the Health Care amount for all applicable employees.   

 

You will need to use the worksheet (see last two pages of this help file) to help you 

determine any additional payees that need to be selected as part of the Health Care for your 

employees.   

 

To add additional payroll payees to your health care collection, select the proper row in the 

bottom grid then click the up arrow (located in the right middle of screen – green arrow) to 

move the payee to the top grid: 

 

 
Figure 2 
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After you have moved a Payroll Payee to the Health Care grid (top grid) you need to click on 

Confirm to verify that you really want this payee to be part of the summarized health care 

amounts for your W2’s.  If you accidentally confirm a payee that you do not want to be part of 

your health care then Unlock that payee by selecting the payee row in the top grid then click on 

unlock, then verify that you want to unlock that previously confirmed Health Payee.    

 

 
Figure 3 

If a previously assigned health care payee has been unlocked, it may be removed by 

highlighting the correct row then clicking the down arrow button (red button) to un-assign that 

payee.   Remember as stated above the 2 Flex Fringe Vendors cannot be unlocked or removed 

from the Health Care assigned payees. 
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Figure 4 

 

After you have assigned and confirmed all payees applicable to your school district’s W2 Health 

Care then click the “Exit” button on the bottom right hand of the screen.  If all your payees that 

were assigned have not been confirmed, you will be prompted to do so before you may exit the 

Health Care Payees screen.   When you exit the “W2 Health Payees” screen the next screen 

(Screen Shot 5) will load which will be a list with all employees with summarized health care 

amounts for the previously selected Payees.   You will notice the total in the left column; the 

name in the 2nd column; and the 3rd column is for adjusting the total health care amount for 

that employee. 
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Figure 5 

 

 

This screen is here to make any necessary adjustments to your employee’s health care.   Adjusted 

amounts will be part of that employee’s total health care and summarized with the payees that 

were selected for Health Care on the Payee screen.   For example, if you needed Dunston Brent’s 

(listed above) total Health Care to be 3985.84 then you would highlight his row in the grid, click 

Edit and then enter an adjustment for –59.48 which would reduce his total to the desired value.       

 

*Note for Med-Only Schools:  If your school district is a Medicare-Only school, then each 

employee’s name will be followed by “(Q)” if they are a Medicare-Only employee, or “(R)” if 

they are a FICA employee.  It is possible for a Medicare Only school to have an employee listed 

twice if they changed tax status during the Tax Year. 

 

Please make any necessary adjustments to your employees on this screen to reflect the proper 

amount of Health Care to be reported.  Keep in mind that these totals are based on the Health 

Payees that you selected on the initial Health Payees screen.  If you change any of the  
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previously selected payees, then the amounts will change based upon the payees that have 

been designated as Health Care Payees.   It is also essential to keep in mind that if you are 

looking at the employee screen, it will only reflect the amounts for the payrolls that have been 

processed so far in the Tax Year. So, if you are looking at this in November or early December 

the amounts will change as more payrolls are processed for the Tax Year being processed.   

 

 
Figure 6 

 

Under the options pull down on the “W2 Health Employees” screen you will see an option to 

“Print Health Care Report”.   When you select this option Trends will collect and print out each 

employee’s Health Care total amount and the totals of each selected Health Payee and 

adjustments for verification purposes. This report is a vital part of the W2 Health Care system.   

The report should be looked over very carefully to verify each employee’s health care amounts. 

The Health Care Report can also be used as a worksheet to help determine any possible 

necessary adjustments amounts that may need to be entered.     
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Once you have finalized your data you will need your Health Care Report total to be able to 

Print W2’s. 

 

 

 
(Example of print W2-Health Care Report) 

 

 

The total amount from the Health Care Report will be needed to print your W2’s with the 

Health Care amounts.    When you click Exit on the W2 Health Employees screen the screen will 

return to the normal W2 Print screen.   

 
Figure 7 
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If you are printing Health Care on your W2’s when you click on the “Print W2’s” button on the 

main W2-Print screen you will be prompted with the screen below: 

 

 

 

 
Figure 8 

 

If you have verified all your Health Care amounts to be correct and you know the exact grand 

total of all employees Health Care, then click “Yes” to this prompt.  If you do not have the total 

amount value, then click “No” and Print the Health Care Report to get the total value from the 

Report.   After you have selected “Yes” on this prompt type in the Health Care Total when 

prompted as follows: 
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Figure 9 

 

Enter the correct value in the text box then click “OK”.  If the amount is correct, then the W2 

information will be collected and the W2’s will appear in Print Preview (the same as in past 

year’s W2 processing).  If the amount entered is not correct you will be prompted again for the 

correct value.  The W2’s will not process until the total amount entered matches the data that 

has been collected for Health Care.    If you have already printed your W2’s then you should not 

be prompted for this amount unless something has changed.  If you are prompted for an 

amount, then the amount has changed since you previously verified and printed W2’s.   This 

means something has changed and it should be questioned to why you are being prompted for 

a different value than what was previously verified.  This could mean that either an additional 

Payroll was processed; a selected Health Care Payees has changed; or Health Care adjustment 

amounts have been edited since the last W2-Print process. 

 

The Health Care Amounts will show up in Box 12 of your W2’s with the Label of DD. 

 



 W-2 HEALTH CARE 
 

 
pg. 11 

 
Figure 10 

 
 
 

 
Key Points on Health Care Reporting: 
 
Make sure you have the correct Payroll Payees designated as Health Care Payees 

 

Print the Health Care Report after designating the Payees (use as a worksheet to verify 

information) 

 

Adjust if necessary to correct the summarized payee amounts for employees. 

 

After you have verified the information to be correct print the Health Care Report and have the 

grand total available to type-in as verification of the correct Health Care Total Amount for all 

W2’s 

 

If you have questions about reporting Health Care on your W2’s – Call ADPC: (800) 747-2372 

 

Please use the Health Care Payee Worksheet at the end of this document (next 2 pages) to 

assist you in properly designating the correct Payroll Payees for your W2 Health Care Reporting. 
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Form W-2 Informational Reporting of the Cost of Employer-

Sponsored Group Health Plan Coverage  (Health Care Payee Work 

Sheet) 

This chart was created at the suggestion of and in collaboration with the IRS’ Information Reporting Program 

Advisory Committee (IRPAC). IRPAC’s members are representatives of industries responsible for providing 

information returns, such as Form W-2, to the IRS. IRPAC works with IRS to improve the information reporting 

process. 

Coverage Type 
Report on form 

W-2 

Do Not 

Report on 

Form W-2 

Optional 

Reporting 

Major medical X     

Dental or vision plan not integrated into another 

medical or health plan 
    X 

Dental or vision plan which gives the choice of 

declining or electing and paying an additional 

premium 

    X 

Health Flexible Spending Arrangement (FSA) 

funded solely by salary-reduction amounts 
  X   

Health FSA value for the plan year in excess 

of employee’s cafeteria plan salary reductions 

for all qualified benefits 

X     

Health Reimbursement Arrangement (HRA) 

contributions 
    X 

Health Savings Arrangement (HSA) 

contributions (employer or employee) 
  X   

Archer Medical Savings Account (Archer 

MSA) contributions (employer or employee) 
  X   

Hospital indemnity or specified illness (insured 

or self-funded), paid on after-tax basis 
  X   

Hospital indemnity or specified illness (insured 

or self-funded), paid through salary reduction 

(pre-tax) or by employer 

X     

Employee Assistance Plan (EAP) providing 

applicable employer-sponsored healthcare 

coverage 

Required if 

employer 

charges a 

COBRA 

premium 

  Optional if 

employer does not 

charge a COBRA 

premium 

On-site medical clinics providing applicable 

employer-sponsored healthcare coverage 

Required if 

employer 

charges a 

COBRA 

premium 

  Optional if 

employer does not 

charge a COBRA 

premium 
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Wellness programs providing applicable 

employer-sponsored healthcare coverage 

Required if 

employer 

charges a 

COBRA 

premium 

  Optional if 

employer does not 

charge a COBRA 

premium 

Multi-employer plans     X 

Domestic partner coverage included in gross 

income 
X     

Military plan provided by a governmental entity   X   

Federally recognized Indian tribal government 

plans and plans of tribally charted corporations 

wholly owned by a federally recognized Indian 

tribal government 

  X   

Self-funded plans not subject to Federal 

COBRA 
    X 

Accident or disability income   X   

Long-term care   X   

Liability insurance   X   

Supplemental liability insurance   X   

Workers' compensation   X   

Automobile medical payment insurance   X   

Credit-only insurance   X   

Excess reimbursement to highly compensated 

individual, included in gross income 
  X   

Payment/reimbursement of health insurance 

premiums for 2% shareholder-employee, 

included in gross income 

  X   

Other Situations Report 
Do Not 

Report 
Optional 

Employers required to file fewer than 250 

Forms W-2 for the preceding calendar year 
    X 

Forms W-2 furnished to employees who 

terminate before the end of a calendar year and 

request, in writing, a Form W-2 before the end 

of that year 

    X 

Forms W-2 provided by third-party sick-pay 

provider to employees of other employers 
    X 
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