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How to Manage Shareholder Health Benefits in
Gusto
How to record 2% Shareholder Health and other benefits on your W2.

1 Click the Benefits option in the left sidebar. This opens the benefits management
page.
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2 Click the Manage button next to the Shareholder Health active benefit. This allows
you to update the details for this specific benefit.

3 Click the Carrier input field to enter the insurance provider.
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4 Type Manual in the Carrier field if you can't find yours. This field allows you to
specify your insurance carrier or enter a custom one.

5 Select December from the Renewal month dropdown. Choose the month that
corresponds to your insurance policy renewal.
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6 Click the Edit benefit link under the employee's name. This opens the modal to
edit the medical insurance details for that person.

7 Click the Company contribution per pay period input field.
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8 Type annual amount in the Company contribution per pay period field. This
represents the annual contribution amount being applied.

9 Select the 'Yes, continue to make deductions and contributions' option under
Currently Active?. This reactivates the medical insurance benefit for the employee.
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10 Click Benefits in the left sidebar menu. This returns you to the benefits overview
page to add another benefit if needed such as HSA, Long term care/Disability.

11 If you need to record Shareholder Disability Insurance, click the Set up button next
to Medical, Dental & Vision. This starts the process of adding a new disability
benefit under the medical category.
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12 Click the Manually enter deductions button. This allows you to manually configure
payroll deductions and company contributions.

13 Select the post-tax S-corp owner-only plan radio button. This ensures the benefit
is correctly classified for tax purposes.
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14 Click the How do you want this benefit displayed on employee paystubs? text field.
This field defines the label that you will see on your paystub.

15 Type 2% Shareholder Disability (or LTC).
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16 Type Manual into the carrier field if you do not find yours.

17 Click the Coverage status toggle for the shareholder in order to record this
amount.
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18 Type the annual amount in the Company contribution field. This sets the annual
company contribution amount for the Shareholder. Click Save and Continue.

19 Click the Pay tab in the left sidebar. This navigates to the payroll dashboard where
you can manage different types of payroll runs.



Made with Scribe - https://scribe.com 11

20 Click Run an off-cycle payroll. This starts the process of running an unscheduled
payroll.

21 Select the shareholder(s) from the team members list. This adds them to the
off-cycle payroll.
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22 Click the Payment date input field. This opens the calendar to select the date this
is effective for. Also update the work period if needed (must be a period before
the check date).

23 Click the 'Make all the regular deductions and contributions' radio button. Keeping
regular deductions active prevents blocking important benefits like health
insurance.
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24 Scroll down to the Hours and additional earnings section. Click the More Actions
three-dot menu next to the shareholder's name. This menu provides options to
view benefits or override tax withholding.

25 Click the Continue button on the Set up tax withholding overrides. This proceeds
to the next step where you can specify the override method.
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26 Type 0.00 in the 'Enter a dollar amount' input field. Setting this to zero overrides
the federal income tax withholding for this payroll. Click Continue.

27 Click the Done button. This saves the tax override settings and applies them to the
current payroll run.
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28 Click the Cancel button on the 'Enter a Net Amount' box.

29 Click the Cancel button on the 'Other Earnings' screen. This closes it and returns
you to the main payroll screen.
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30 Click the Save & continue button. This saves the hours and additional earnings
and moves to the next step. Click Save & continue again to proceed past the time
off section.

31 Review the withdrawal and submit payroll page. Note that the cash requirements
are zero dollars and we recommend downloading a full summary to verify the
details.
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32 Click the download a full summary link to view a full payroll journal report of the
payroll run.

Review the Payroll Journal Report to verify the earnings, deductions, and employer
costs. The report breaks out the S-Corp Owner's Medical Insurance and Disability
separately to ensure accurate tracking.

33 Click the Submit payroll button. This finalizes and submits the off-cycle payroll.
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34 After submitting the payroll, you need to disable the active benefits for the
shareholder. Click Benefits in the left navigation menu.

35 Click the Manage button next to the 2% SEHI benefit. This allows you to edit or
stop the benefit so it doesn't accidentally recur again on the next payroll.
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36 Select the 'No, stop making deductions and contributions for now' option. This
deactivates the benefit for the employee.

37 Click the Edit benefit link again to remove the benefit at the employee-level.
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38 Click the Keep benefit button on the confirmation dialog. This removes the
employee from the benefit while keeping the benefit in Gusto for future use for
the following year.

39 Repeat the same steps for deactivating HSA or LTC/Disability items if you created
those.
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40 Review the Active benefits section on the Benefits page. Confirming that there are
0 employees enrolled in the 2% Shareholder Insurance items ensures they will not
be processed in the upcoming auto payroll run.

41 You CANNOT report these types of insurances using items that are reported in
Box 12 of the W2 like normal employee payroll benefits. If you have questions or
run into issues, you can email Gusto directly at support@gusto.com


