
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… 

 
 

 

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 is a sneak peek of what is inside: 

o Health Spotlight: How diet and exercise can strengthen your heart. 
o Recipe of the Month: Start your day right with healthy breakfast egg muffins. 
o Benefit Perks: Save big with Anthem gym discount program (for employees enrolled in our 

medical plan). 
o 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(k) 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: 
• Auto Enrollment Process 
• Beneficiaries 
• Full Withdrawal  
• 90-day Permissible Withdrawal Form 
• Taxable Loan Distribution 

 
Tuesday, March 3, 2026, 1PM 

https://events.teams.microsoft.com/event/ef9e1acd-6b5a-4a5c-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: 

• Name of New Business Administrator 
• Title, example Business Manager, Bookkeeper 
• Work Email address (Please ensure this is correct) 
• Work Phone number with extension 
• Effective Date 
• Paylocity ID# and names for all of the location access needed 
• Family Name, example SE-7 Family, NE-1 Family, etc. 

https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fevents.teams.microsoft.com%2Fevent%2Fef9e1acd-6b5a-4a5c-9a25-866708e1ab27%4029455338-a594-4195-a677-bf1582df0ff9&data=05%7C02%7Ccengel%40catholicaoc.org%7C87ddfbc152584f50f44708de68c21b68%7C29455338a5944195a677bf1582df0ff9%7C0%7C0%7C639063380048610791%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=cCmSdI1ZE9G5kuk9aqYOQBHaUcIToOTm%2FdPCNM95Bi0%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fevents.teams.microsoft.com%2Fevent%2Fef9e1acd-6b5a-4a5c-9a25-866708e1ab27%4029455338-a594-4195-a677-bf1582df0ff9&data=05%7C02%7Ccengel%40catholicaoc.org%7C87ddfbc152584f50f44708de68c21b68%7C29455338a5944195a677bf1582df0ff9%7C0%7C0%7C639063380048610791%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=cCmSdI1ZE9G5kuk9aqYOQBHaUcIToOTm%2FdPCNM95Bi0%3D&reserved=0
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• If the new Business Administrator is to be the MAIN CONTACT in Paylocity 
• Should they receive any deliveries? 
• Are they replacing someone that needs to be removed? Effective date? 

 
Are they also the new Stock Contact? 

•  Are they replacing 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 

  

 

When to Use: 

• setting up a New Hire (Ref New Hire Lay Employee Guide page 23) 

mailto:mjones@catholicaoc.org


• employee home address change 

• once a year/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 

 

  

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.  

• Employee Support: W-2s and Other Tax Forms  

• 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 

https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fthefinder.tax.ohio.gov%2FStreamlineSalesTaxWeb%2FAddressLookup%2FLookupByAddressResults_SchoolDistrict.aspx%3Ffrom%3Dlookup%26rn%3D0226-220940%26buff%3DFalse%26lat%3D39.12773%26long%3D-84.43538&data=05%7C02%7Ccengel%40catholicaoc.org%7C54c40cca43dd47b542f108de68a6ca17%7C29455338a5944195a677bf1582df0ff9%7C0%7C0%7C639063262754453964%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=eT55qzVr6fD0UVkK8jpH7h3JeN4kg1kSAsjntttnIcM%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Flink.paylocity.com%2Fe3t%2FCtc%2F2Q%2B113%2Fd5HtXZ04%2FVVJvcS3jBXgJW10s5578XJqM-W52hptB5KHJx0N6L2ZsF3qgz0W95jsWP6lZ3n3W4d8Fw75KBVg5W2YWVfh7Xy4q5W2ZV88t4fJCTvW17Qfqg3j7-F4N2QHJ58WkNwZW1P2NQr8NVmWBW1mtgbk2L0ByqW2px01H7fp1ftVk0Lq24N0TTYW4xKSgS8cgBYSW882QHF8-QQ7nW4XT6XJ5QCVX9W7xVPKz676zfdW5b9S3C58HrTPW8dcg4h52mhlvW1ykVZF2qQ8fpW6P07th8_n501W7JgW0r5Jy5CsN8qKhtSdWF9DW3Y72_N5LzYgMW6-LplJ48jGXCW2Hj2m15_41kPW8lwYrl7R6vgCW3_YrbH1rh7w-W5dhvYN7BdzbwW1fCPfs3-Nm4gW2z75nb1PnG6xW3DfdHN4XgMgDW8DF-pr9dnLcMW1gnpy11wBhvqf3Gmty604&data=05%7C02%7Ccengel%40catholicaoc.org%7C7ffc7259231d4b34422408de6f1c9e24%7C29455338a5944195a677bf1582df0ff9%7C0%7C0%7C639070365940832732%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=vuz4ka7YBIMY089dLvk4pgAOyKZ%2FPmAOKsIXreSCXmk%3D&reserved=0
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paperless. Review the PEAK article W-2 Forms to locate a digital 
copy of their tax forms. 

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

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

  

• If you 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! 
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