FINANCE OFFICE UPDATE - February 20, 2026

Employee News...Please share with your staff!

NOTICE FOR ALL ANTHEM COVERED EMPLOYEES
When you log into your Anthem portal you will see this message...

IMPORTANT: You may receive letter from Conduent!

Conduent, an external service pravider for Anthem, recently experienced a cybersecurity incident. If impacted, you'll
receive a letter from Conduent. THIS IS NOT SPAM. Information concerning the breach will be outlined in the letter.

Please be sure to check your mail and follow instructions to get signed up for credit monitoring.

FEBRUARY IS HEART HEALTH MONTH
This month the wellness newsletter is packed with tips and resources to help you boost your heart

health and feel your best.

Here
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is a sneak peek of what is inside:

Health Spotlight: How diet and exercise can strengthen your heart.

Recipe of the Month: Start your day right with healthy breakfast egg muffins.

Benefit Perks: Save big with Anthem gym discount program (for employees enrolled in our
medical plan).

Reward Opportunity: Learn how you can earn $25 in My Rewards (for employees enrolled in
our medical plan).

Don’t miss out on these heart-healthy tips and rewards! Check out the attached newsletter to view

the full newsletter and take the first step toward a healthier you!

THE CHRIST HOSPITAL - Heart Education, Tips & Prevention
Click the link below for articles and education related to American Heart Month.

February Is American Heart Month


https://www.thechristhospital.com/healthspirations/greater-cincinnatis-heart-hospital-goes-red-for-heart-month

Business Manager News...Resources, Information, Updates and
Training Opportunities to help you!

EMPOWER 401(R) TRAINING

Join Alysia Sachau from Empower and Mary Jones for a brief session on the AOC 401k Plan.
This basic 401k training session is for New Business Managers, but established Business
Managers are always welcome.

We will go over the basics of the Archdiocese of Cincinnati 401k Plan.

Topics include:
e Auto Enrollment Process
o Beneficiaries
e Full Withdrawal
¢ 90-day Permissible Withdrawal Form
e Taxable Loan Distribution

Tuesday, March 3, 2026, 1PM

https://events.teams.microsoft.com/event/ef9el1acd-6b5a-4a5¢c-9a25-
866708e1ab27@29455338-a594-4195-a677-bf1582df0ff9

-OR-
Wednesday, March 4, 2025, 10AM

https://events.teams.microsoft.com/event/99c8ec20-a855-49d3-a652-
8d65d128cec1@®29455338-a594-4195-a677-bf1582df0ff9

**Recording will be available online for reference**

Questions: contact mjones@catholicaoc.org

REQUESTING NEW BUSINESS ADMINISTRATOR ACCESS IN PAYLOCITY
Please include all of the following information with advance notice:

e Name of New Business Administrator

o Title, example Business Manager, Bookkeeper

¢ Work Email address (Please ensure this is correct)

e Work Phone number with extension

e Effective Date

« Paylocity ID# and names for all of the location access needed
¢ Family Name, example SE-7 Family, NE-1 Family, etc.
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¢ Ifthe new Business Administrator is to be the MAIN CONTACT in Paylocity
e Should they receive any deliveries?

e Aretheyreplacing someone that needs to be removed? Effective date?

Are they also the new Stock Contact?

e Aretheyreplacing someone that needs to be removed?

Make the request to mjones@catholicaoc.org

VERIFY TAX TOOL IN PAYLOCITY

Location: HR & Payroll/employee record/Pay Tab/Tax Setup/Verify Tax Setup
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e setting up a New Hire (Ref New Hire Lay Employee Guide page 23)
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¢ employee home address change
e once ayear/Year End Review

Purpose: Paylocity’s geolocation recommends tax codes based on the employee home
address and work location.

Note: Verify Tax Setup indicates school district tax; you can also utilize Ohio School District
requirements by using The Finder - Lookup By Address Results - School District Income Tax

The
Finder

e Finder > School District Income Tax

School District Income Tax
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[ School District ]
| Mumicipal Tax | Lookup Tax Rate
m » Addrass
ax LASIricl Summary % Zip Code (5-digit or 5-digit)
[ Coritact Us ] =% Latitude/Longitude
I Download Tax Rates and Geographic Information Systemns (GIS) Boundary Data
[ cgin ] & Ohio Public School District Income Tax Rates by County and School Dustrict, or SO Rate Database Table

& Dewnloadable Address Files and Instructions
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The Finder | Contact Us | Exit | Privacy Policy

W-2 QUESTIONS ANSWERS

Your employees' W-2s are available in Paylocity. Navigate to HR & Payroll >
Reports & Analytics > Year-End Dashboard to access your company’s Year-
End reports, including your employees’ W-2s.

To help you manage tax reporting season with confidence, we’ve outlined key
steps and resources below.
Share answers to the most common W-2 questions so your employees can

quickly access their forms and file with ease.

e Employee Support: \W-2s and Other Tax Forms

e Administrator Support: Employee Supervisor FAQs

If you’re missing any tax forms, determine whether the employee is active or
terminated.

o For active employees: Confirm if the employee had taxable
wages, is a W-2 or 1099 employee, and if they opted in for
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paperless. Review the PEAK article W-2 Forms to locate a digital
copy of their tax forms.

o Forterminated employees: Review your company’s print
options by following the steps in the PEAK article Print Year-End
Forms for Inactive Employees.

o Ifthe Always Print Terminated setting is disabled, update it, and
navigate to Reports & Analytics > Year End Dashboard to
request a reprint.

e Ifyou discover errors on your employees’ tax forms, review the PEAK
article Amendment Fees for information on amendment fees after the
Year-End deadline, including fees for:

o Quarter and Year-End Amendments
o SSN Corrections

o Year-End Tax Forms (W-2s, W-2Cs, 1099s, 1095-Cs, 1094-Cs)

AOC INSURANCE NEWSLETTER FEBRUARY 2026

Attached, please find the February 2026 Archdiocese of Cincinnati Insurance Newsletter. It
includes articles on Defensive Driving Basics, Creating a Clean and Healthy School Environment,
Reaction Time and Safety.

Have a great weekend!


https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Flink.paylocity.com%2Fe3t%2FCtc%2F2Q%2B113%2Fd5HtXZ04%2FVVJvcS3jBXgJW10s5578XJqM-W52hptB5KHJx0N6L2Zqz5nR3bW50kH_H6lZ3k-W4R2y8S1x4RRgW5t0JrG7X3Yp1W7YFnsw3mxfg7W3W9_Ll7hSZztW5gZ2xH7dQJB9VzNylY3TxQpvV-kT6G6Lzyb-W2cccRf2BlMHTN1GLl_zjGjW0VtG-V58tmW4fV57R3y5Lbd75W32mNzT179SfsW5kQ9LT1DZN9WW99W8ML89nX9jN7mtxdJwFG07W5bDSkF7jVfbwN1p4sk03GD5_W4Kq1bF6vr5WBW2sRcRV1WG9R5W2w6f8x71S8FLW8qr6pF5HL9l2W5ZNFPJ4Q0Sh8W5qLq0R13fpnXW1_hTJR7trnKBW2cpwys6K9Kl3W3R_Hvb3L63tdW4shMnd36RMkzW1T5bt62fPgMCW6C889B3C3tKRW7zbJcR50sh9cW6SRcFY6nvFkmW4P3v0T2PDg49f60cg1b04&data=05%7C02%7Ccengel%40catholicaoc.org%7C7ffc7259231d4b34422408de6f1c9e24%7C29455338a5944195a677bf1582df0ff9%7C0%7C0%7C639070365940876238%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=EJLJJZ9TG9gP00bSzJy52nXC1fmnHDGwh7eH5bISDWE%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Flink.paylocity.com%2Fe3t%2FCtc%2F2Q%2B113%2Fd5HtXZ04%2FVVJvcS3jBXgJW10s5578XJqM-W52hptB5KHJx0N6L2ZqT5nR3bW5BWr2F6lZ3pfW4nvt-07LDm7vW96LcPN3h4Vc5W2qM7WT4FBg--W925Rbk8-7L_RW7WK8Gr381qv0N2xf_zM5JH66W4zwjM51D7k2wVMhkc07QW2B3W3Vmt2J3T0xzJW8GNX9g6Y75pHW4wXp3p5PkT5XW1y3HZK3Zp65sW3PW5Y08tWY6jW6ZMss12ns433W1W0lCr6zKdv9V4x8J423XjNsW6dgzLv8-zn68W8v7P_s7nH5KcW8-PnSb75tyHYW72pM4T36Db4dW7QdWxT2s9DjhW7PVHdG1m1N2yV2l9Sk8W7gXPW1X9FvM3r_w58W2qTf6K63JRlZW7ltPVy8lQqFwVW2llw95T6j8W1mK_p883lMWqN5yxbpn5vc_sVF1Fn67ghWyfVh8h6Y5Qc7-gW4TJ8M55NPmNcW92W6P75j46xDW4ZNyMw89clNGf2Mb4sW04&data=05%7C02%7Ccengel%40catholicaoc.org%7C7ffc7259231d4b34422408de6f1c9e24%7C29455338a5944195a677bf1582df0ff9%7C0%7C0%7C639070365940897543%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=ADzMWy1YcPa7bMG42mwBG30yeQ1bjW7lO%2F35Maoh0oQ%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Flink.paylocity.com%2Fe3t%2FCtc%2F2Q%2B113%2Fd5HtXZ04%2FVVJvcS3jBXgJW10s5578XJqM-W52hptB5KHJx0N6L2ZqT5nR3bW5BWr2F6lZ3pfW4nvt-07LDm7vW96LcPN3h4Vc5W2qM7WT4FBg--W925Rbk8-7L_RW7WK8Gr381qv0N2xf_zM5JH66W4zwjM51D7k2wVMhkc07QW2B3W3Vmt2J3T0xzJW8GNX9g6Y75pHW4wXp3p5PkT5XW1y3HZK3Zp65sW3PW5Y08tWY6jW6ZMss12ns433W1W0lCr6zKdv9V4x8J423XjNsW6dgzLv8-zn68W8v7P_s7nH5KcW8-PnSb75tyHYW72pM4T36Db4dW7QdWxT2s9DjhW7PVHdG1m1N2yV2l9Sk8W7gXPW1X9FvM3r_w58W2qTf6K63JRlZW7ltPVy8lQqFwVW2llw95T6j8W1mK_p883lMWqN5yxbpn5vc_sVF1Fn67ghWyfVh8h6Y5Qc7-gW4TJ8M55NPmNcW92W6P75j46xDW4ZNyMw89clNGf2Mb4sW04&data=05%7C02%7Ccengel%40catholicaoc.org%7C7ffc7259231d4b34422408de6f1c9e24%7C29455338a5944195a677bf1582df0ff9%7C0%7C0%7C639070365940897543%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=ADzMWy1YcPa7bMG42mwBG30yeQ1bjW7lO%2F35Maoh0oQ%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Flink.paylocity.com%2Fe3t%2FCtc%2F2Q%2B113%2Fd5HtXZ04%2FVVJvcS3jBXgJW10s5578XJqM-W52hptB5KHJx0N6L2Zqz5nR3bW50kH_H6lZ3nQW4fJxjn3w1ftWW6-qCYq6Xn9bZW8pgmd78t8PZzW8kqdt_2Z4cVvW2QblcD5DKnV-MC3fYF4SDG3W4_yWyx3NDXjPVKT2qQ47CSCqW4mxNwm99v7v5W7s2D0y5Xh2tnW750d5w2qKWQgW44Bb895xH02_N7rnN_47z78rW8Hs3645Zsd9XW8PCQG98fv69hW2FXvjZ34MNQcW5WN-6n8pFtr_W4twTVt82XHGkW7MjlWS8f79SHW3B8cF_3WqB__W6rHj8T8k30VyW8SJ-rC5JgfhJW8glVdW4Fk_nYVT2yWN5G-3nLW19Tghv5y0-XDW7D6mQT6FRjRrW66_bN54w8c3FW5PD1zZ3FwXSsW3kxTSh5CTyf8W58M_564F6VGJW8Vx7jW8Pm1NdW81YKZ83cGqLyf3nmCFR04&data=05%7C02%7Ccengel%40catholicaoc.org%7C7ffc7259231d4b34422408de6f1c9e24%7C29455338a5944195a677bf1582df0ff9%7C0%7C0%7C639070365940921234%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=U67vxyUGVqLrn3V2jtYRp5Ge5jvyYZBapxOHPlCPB0Q%3D&reserved=0

