
 

 

The test 941 should be run after each payroll to be 
sure the agency is in balance. Out of balance 
example: If you have an amount in line 7E, due to a 
separation, transfer, or retro, this is the amount an 
employee still owes the agency for OASI and/or 
Medicare deductions not taken. 



 

 

Production 941 should be run after the second payroll in the 
month following the end of the quarter. This will give all 
agencies ample opportunity to input any manual adjustments that 
are needed. 
Example: First quarter 2008 1/1/08-3/31/08, production should be 
run on or around 4/22/2008. 
To view a previously stored 941 click on the Print Copies button 
then the On Line button. This will pull the stored form from the 
tables for viewing. Please remember to never over write an 
already stored production run. 



 

 

If this information is not 
present you did not run the 
production 941 for your tax 
area. 

Generation date should be set upon filing with the IRS. This is 
completed by clicking on the pencil and selecting the date on 
the calendar in which you mailed the form. 
If this date is not established the system will not recognize 
adjustments or reversals for the quarter and will not trigger a 
correction form, i.e. W-2C, 941C. 

Another way to verify if you ran a 
production run and to look at a 
production or test run is to go to the 
log manager 



 

By clicking on the plus sign in front of the Production or 
Test titles you can view forms that you have previously ran, 
Cross-quarter Retro Calculations, Errors and Warnings, and 
all manual adjustments either to an employee or a deposit. 
 



 

 

What is 
them? 

You can view a previous Production or 
Test form 941 by clicking on the 
Selection criteria / Output, then click 
on the spool number. These forms will 
stay on the spool file for 16 days. 



 

You can view the W-2 and W-3 by running the W-2- Wage and Tax Statement in test. This will also assist in balancing the reconciliation of the 941. 

 



 

 
 

All of these forms can be opened by double clicking 
on the title or printed by clicking on the printer icon. 


