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USPS Roundtable Agenda 
October 22, 2026  9am – 12pm
888 Dayton Street, Yellow Springs, Ohio 45387
MVECA Commons Suite 101
1. EMIS CR Vacancy 
2. Staff EMIS Separation Scenarios
3. Overtime
a. Position - Exempt/Non-Exempt
b. FLSA qualified overtime does not include leave or holidays
c. Loading OT Spreadsheet for Adjustments to W2 Box 12TT
d. How to manually enter OT for W2 in Core/Adjustments
4. Balancing – Payroll Balancing.  If you cannot find an amount that is off your base pay in Payroll Report, create a balancing spreadsheet see below.
Go to Core/Compensation/Contract Compensation Filter by current contracts. Ex  Description: 26-27 
Include Headers:
1. Name
2. Contract Amount
3. Pay Per Period
4. Number of pays
5. Pays paid. 
6. Run Excel Spreadsheet
7. Remove anyone who has been paid in full (equal pays) 
8. Auto sum the column Pay Per Period.  This should equal your Payroll Report Base Pay (Current)  
9. If Pay Per Period total is different than your balancing sheet’s base pay amount
a. Verify if anyone has had a contract change since the previous pay. 
b. Typically, the errors are in your spreadsheet.
c. If the Payroll Report is higher than your spreadsheet you may be paying someone that should not be paid. 
d. Check to see if you have not added a new employee to your spreadsheet.

5. Reports – 
a. Leave Activity Report helpful with auditor balancing
b. AUDIT REPORTS on each grid
c. How To Write A Report from payroll item grid. 
d. How to save a report from grid to Report Manager
6. Mass Change 
a. Changing Premiums
b. Archiving Compensations
c. Changing a payroll item stop date that you added for a large group of employees with the intention of removing in Sept.  

7. DIGITAL W2’S
a. Configure in USPS
b. Configure in ESS
c. Timestamp on USPS Employee screen
d. ESS Login or Profile - Consent to Receive Digital Only W2 or Revoke Consent to Receive Digital Only W2 
e. Remember to turn off W2 configuration in ESS when balancing W2’s
i. Once they are printed turn Configuration back on in ESS
f. ESS – view District W2 Acknowledgements to see who acknowledged to receive digital W2’s
g. View/Print W2’s – employee can Download the IRS Employee Notice that is on the back of paper W2s.
h. Once you have scheduled W2 Archive Individual Forms in USPS, then you can notify those employees receiving a digital W2 by doing the following:
i. In ESS go to System/W2 Mass Email (last menu item in system)


ii. Create a message something like this:
Dear Staff,
We are pleased to inform you that your digital W2 form is now available for viewing and printing through Employee Self Service (ESS).
To access your W2:
1. Log in to Employee Self Service (ESS).
2. Navigate to View/Print W2 section.
3. Select the tax year.
4. View or print your W2 as needed.
If you experience any issues accessing your W2 or have questions, please contact the Payroll Department for assistance.
Thank you.
Payroll Department

iii. Click Save Email Template
iv. Click Send Emails

8. Open Forum - share information and ask questions.
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