
Helping people live happier, healthier lives by 

maximizing the benefits of their benefits

2025 Year-End Webinar
P r e s e n t e d  b y  M a r i e l l e  F i e l d s
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T O D AY ’ S  A G E N D A

Year-End Key Dates

PlanSource Office Closures

Company Level Review

Employee Level Review

Preview and Review of W-2 Data

Secure 2.0 Act

ACA Fulfillment Services

Year-End Tips
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Y e a r - E n d  S u r v e y

Complete By:  10/24

R e v i e w  2 0 2 6  P a y r o l l  
C a l e n d a r

Complete By:  11/4

Y e a r - E n d  
G e n e r a t i o n

11/07, 11/21 and Weekly in 

December

F i n a l  E m p l o y e e  
C h a n g e s

Complete By:  12/26

A d j u s t m e n t  D e a d l i n e

Submit By:  12/15

Ye a r - E n d  K ey  D a t e s

A l l  2 0 2 5  P a y r o l l s  M U S T  
b e  C l o s e d

Close By:  12/29 @ 3pm EST



Confidential and proprietary 4

PlanSource Office Closures

K e e p  a n  e y e  o u t  f o r  U P S  c l o s u r e s .  T h e y  w i l l  b e  p o s t e d  o n  t h e  w e b s i t e .

January 1st

New Year’s Day

November 27th

Thanksgiving Day

November 28th

Day After Thanksgiving
December 25th

Christmas Day
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Com pany  Leve l  Rev iew

Has your organization experienced any 
of the following this year?:

• Name Change

• Address Change

• Sale

• Merger

• Restructure

B u s i n e s s  S t r u c t u r e

Confirm the following:

• Company Name

• FEIN(s)

• Business Address for Tax Filings

• SIT IDs

• Tax Codes & Contribution Rates*

F E I N

Do you require any of the following for 
2026?

• Payroll  Schedule / Frequency 
Changes

• PTO Plans / Rules Changes

• Adding New Benefits

• 401(k) match updates

• New Component Company or Pay 
Group

P a y r o l l  o r  B e n e f i t  
C h a n g e s

*Standard Reports>Available>Company Tax Verification
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Path: Team Content > zzzCompany Folders > YOUR COMPANY NAME > UltiPro > PlanSource 
HCM Delivered Reports > Quarter and Year-End Balancing Reports

Employee Data
Confirm: Employee Names, 

Addresses, and SSNs 

Run “EE Improper Naming 
Conventions” and “Invalid SSN” 

reports.

Employees who moved
Did employees have tax location 

changes, moved from one state to 
another?

Run “Year End – W2 Testing” 
report. 

Block or Exempt Tax Status 
Do you have employees with blocked 

taxes or exempt status? 
Run “Employees with Exempt or 

Blocked Taxes”.  

Deceased Employee 
Depending on circumstances, 

different reporting rules may apply.

Run “Deceased Employees” 
report.

(Year End Reports folder)

Employee Level Review
Recommended Action
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Does your organization need payroll updates for the Year-End 
reporting period?

Common items include:

• Third Party Sick Pay

• Group Term Life Insurance

• Imputed Income

• Voids

• Taxable Fringe Benefits

• Moving Expenses

Employee Level Review
Year-End Adjustments

Deadline for adjustments is December 15th
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Preview and Review W-2 Data
Recommended Action

Reporting Path: Standard Reports > Available > Report Name is “W-2 Detail”

Tax Rate Notices or Missing 
Tax IDs 

State Issued SUTA Rates for the New Year; 
If missing tax account ID please expedite 

procurement! 

Send copies to HCM ASAP! Don’t 
want “Applied For” printing on W-
2s! Run the “Company Tax Setup” 

report.

Box 12 Codes / Box 14 Labels
Review your W-2 details and look for 

special reporting such as Box 12, Code D 
and Code DD or Box 14 Labels

Contact the Service Team if you 
identify any errors or missing codes

Retirement Box/Statutory 
Reporting

Review W-2 data to ensure proper 
reporting in Box 13 of the W-2 form. 

If you find records missing the 
proper indicator, contact the Service 

Team to update. 

Negative Wages 

Negative wages can occur throughout the 
year if there are adjustments to an 

employee’s payroll impacting taxable 
wages vs. taxes withheld. 

The Technical Team will reach out if 
there are negative wage issues for 
your data. We will need to fix this 

for W-2 forms to generate properly. 
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• Catch-up contributions for high-income 
employees age 50 and over, must be made as 
after-tax Roth contributions.

• Quarterly paper benefits statements must be 
provided at least once a year for qualified 
retirement plans, or once every three years 
for defined benefit plans.

PlanSource will continue to monitor developments and 
share them as we receive relevant information impacting 
the specifics of your plan.

If you are a member of the PlanSource MEP 
plan, our 401k team will provide additional 
support and details as this requirement 
continues to develop. If you maintain an 
individual 401k plan, we recommend you 
work directly with your plan advisors and 
third-party record keepers for the most 
up-to-date and relevant information 
impacting the specifics of your plan.

Secure Act 2.0 - Payroll Provisions in 2026
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ACA Fulfillment – Employee Form 1095-C

ACA Fulfillment Services

If ACA is not enabled:
If you're interested in adding the ACA Fulfillment subscription to our services, click here to 
complete the online interest form.

If ACA is enabled:
ACA Fulfillment is the printing and mailing of your employee 
Form 1095-C (Employer-Provided Health Insurance Offer and 
Coverage). Fulfillment is available to PlanSource customers 
who use the ACA Compliance module.
To check to see if your organization has an active subscription 
for ACA Fulfillment Services, log into PlanSource, and click on 
Data & Tools in the left-hand menu.

ACA Fulfillment Deadlines & Pricing:
Forms approved by 11:59pm EST January 21st receive a 
discounted rate per form.
Forms approved on or after January 21st will include an 
additional expedite rate per form.

https://plansource.com/product/services/aca-compliance-add-ons/
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Ye a r - E n d  T i p s

• Bookmark the HCM Client website and check it for updates

• Confirm all holidays have been added and are correct in both HCM 

and Time and Labor, if you utilize that product

• Use the Document Acknowledgement or Community Broadcast 

feature to remind employees to review their name, address, SSN 

and W-2 Electronic Consent

• Apply Minimum Wage hourly rate changes before 1st payroll of 

New Year if applicable

• Ensure all special adjustments are requested before 12/15

• Friendly Reminder:  All payrolls must be closed by 12pm EST/PST 2 

days prior to pay date.  Late payroll submission may result in 

penalty fees and/or delayed banking files.



Helping people live happier, healthier lives by 

maximizing the benefits of their benefits

hcmclient.plansource.com
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GE T  I N  TOU C H

Y e a r - E n d  R e s o u r c e

hcmclient.plansource.com

L E T ’ S  T A L K

407-447-3837
E m a i l  U s

HCMService@PlanSource.com
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