
Quick Tips 
   

 Update taxable earnings 

for all employees via 

Paycor – every pay 

period if you want.  

 

 Download the Express 

Scripts App on your 

mobile phone so that 

you have your member 

ID with you always.  

 

 Remember that the most 

updated new hire forms, 

including the I-9 and W-

4 tax forms are on my 

part of the website.  

 

 

 

As I type this I find it difficult to believe that we are already into February 2017!  I feel like the year is 

already getting away from me!   I want to thank all of you for your partnership and patience as we got 

through our second year of ACA reporting.  While it wasn’t as bumpy as last year, we had our share of 

new processes to learn and corrections to make.  Who knows if we will 

ever have to do this again, but if we do next year, we’ll be even better 

prepared!     

Group Life Insurance and Paycor 
Entering the taxable amount with each pay.  

At the end of the calendar year last year a number of units 

inquired about the best way to enter the taxable earnings for 

the Group Term Life insurance so that the process could be 

automated and not require so much work at the end of the 

year when so many of us are already busy taking care of other 

things.  You are able to add this as an earning code to appear 

on your employee’s paychecks each pay period.  In Paycor 

you may add the earning code called GL50 and the taxable 

benefit is calculated based on each employee’s age, annual 

earning, and whether you provide a benefit  Factor Amount of 

1x, 1.5x, or 2x salary.   
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Once you have added the earning code, then you may add it to each employee who works 20 or more 

hours per week. The premium amount will show as the taxable earning for the employee.  This is NOT the 

amount that MCC charges you for the benefit, but is the taxable amount that is reported on the employee’s 

check stub and will also show on their W-2s.   If you have any questions about how to set this up, please 

feel free to call me and I will help you get this set up.  Ideally it should have been set up with your first 

pay period, but I’m sure we can work with Paycor to make adjustments so that the employee’s taxable 

amount of imputed income will be comparable to the MCC report you receive quarterly.  

 

Prescription Coverage Change 
Express Scripts 

I have received several phone calls since cold and flu season started from employees who were at the 

pharmacy attempting to get a prescription filled and didn’t have their Express Scripts card with them.  I’m 

not sure when it happened, but the MCC changed prescription coverage providers from Medco to Express 

Scripts.  If you would like to request a card, you may contact the MCC at 1-800-395-5565 or you may set up 

an account and request a card by going to www.express-scripts.com.   You may also want to download 

their mobile App on your phone which is a very handy way to keep your member information.   

Tuition Reduction for Employees 
A nontaxable benefit for school employees  

The IRS allows for school employees to receive reduction in (or free) tuition from the schools.  This non-

taxable benefit should be reported on the employee’s pay stub and reported on the W-2.  Since it is non-

taxable, it will not cause the employee to pay higher taxes, however it will provide an opportunity for the 

employee to see the added benefit the school is providing to them as an employee with children enrolled 

http://www.express-scripts.com/


in the school.  This helps to boost morale and loyalty of staff.   This also provides a reporting mechanism 

to track the cost of this benefit annually.  (See the attached paystub sample below.)   

  

New Hire Documentation 
Remember to use the website. 

When you hire new employees, please remember to download and 

print the most current forms from the Diocese of Lansing website.   

Each year the federal W-4 is updated and periodically the I-9 is 

overhauled too.  I do my very best to keep the links updated, 

however if you ever notice that a link on my website is broken or is 

linking to old information, please call or email me to let me know.  

I’ll get it fixed right away.  

 

I wish all of you a Happy St. Valentine’s Day.  Remember, the 

greatest gift God has given us is to be able to unite our hearts with 

the very beating heart of Jesus through His Holy Eucharist.   
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