W-2 Printing
Before processing W2’s, make sure you have completed the following:
* Make sure VMS program files have been updated.

* Make sure ALL Payroll transactions for all companieuse have been posted for the year.

» Make a backup of Payroll data for all companiesgse on your system AFTER all Payroll
transactions have been posted and PRIOR to yeartesidg.

» Close the Year in Payroll.

NOTE: Refer to instructions for Payroll Year End Closng, if necessary.
Continue only after the above steps have been coreptd!

Step 1
PROCESSING W2 DATA FOR CURRENT YEAR

From the Payroll menu select Reports > Tax Forra&S3W2 forms This will display the
Extended W-2 Informatioscreen. Enter the information and click OK to et to thé=dit FICA
limits screen.



[E Payroll / W2 TEST COMPANY - 2005 I =]

General

Extended W-2 Information

Contact name ILINDA KEENNEDY
Contact ID # (3625147

Contact phone [850-476-0094
Contact ext |115

Contact email Ilindak@vertical—market.com

Contact fax |5504735103

Contact method |Email 'I

Preparer Code |Belf prepared j

Employer ID # I 9AEZ3654
Estaklishment # I

Employment code IRegular j

[T Terminating business

[T Third party =zick pay

6k cancel |

| Yarsion: V7. 4w 11/18/2005 Wi's: 1

Contact name— Enter the contact name for the company.

Contact ID # - The personal ID number of the employee attestooyiracy of the return
(responsible person)

Contact phone— Enter the phone number. Dashes (-) may be used.

Contact ext— Enter the extension for the contact person.

Contact email— Enter the email address for the contact person.

Contact fax — Enter the fax number, no dashes (-).

Contact method— Enter the preferred method of contact: Emai, éraPostal.

Preparer Code— Select from the available options: Self prepafextting firm, Service bureau,
Parent company, or Other.

Employer ID # - Enter the employer or agent ID number. Alsemefd to as the pin number.
Establishment number— Enter the establishment number, if necessary.

Employment code— Select from the available options: Regular, égture, Household, Military,
Medicare Govt Emplr, or Railroad.

Terminating business— Enter a checkmark if business is terminating.

Third party sick pay — Enter a checkmark if a third party is used fck pay.



Edit FICA limits screen requires entries as inddat

x

FICA-HI iz unlimited

FICA-0ASDI limit |106800.00
Tax wear |2009

M Print by division

pivi [ ] company name |

pive [ . Address 1|

pivy [ Address 2 |

pivd [ . Address 3 |

pivs [ .| Federal 10 2]
OK | Cancel |

FICA — OASDI limit: 106800.00
Tax Year: 2009

NOTE: The ability to Print by division has been addedhis particular instance,
divisions actually represent different companied tlave been setup, not the
divisions within a company. When this is selectadn the particular company
name, address and Federal ID number that reprdbantdivision has to be entered.

NOTE: If the employee names have not been set updiogaio IRS W2 reporting
requirements (Last_name suffix, first_ name middi#ial), a message will appear
on the screen:

Payrall £ Laura's W2 Test Company |

@ Errars detected in W2 name formst - Print report?

The printed report will list names from the Empleyie that are not in the correct format (i.e.
Smith Jr, John J). The report lists the Employssecname, and tax code. Print the report.

Another message appears stating “Incorrectly fowdatames will be skipped.” Click OK.



Fayrall / Laura's W2 Test Company |

@ Incarrectly formatted names will be skipped!

To correct employee names, on Brant W2 formsscreen, clickedit and select the employee.
Edit the name and clickK.

# Payroll / SUE'S TEST =101 x|

General

5 Edit W2 data x|

Employese 0123

Nane [TAGSTAEF, SUE

Address 1 |2Dl PENSACOLA BEACH ROAD
FICA-HI liAddres=s 2 |APAETHENT +D2

FICA-QASDI 11 City IGUI.F EREEZE
Tax v State Iﬁ

Frint by div Zip code IW
Divwl Company namne SSHO m
Div2 Address 1 Division |
Diw3 Addre=ss 2 W Statutory
Divd Addre=ss 3 [T Pension
Dive Federal ID # [T Deceased

[ Third party sick pav
Uimit | wist | 0 Edit | 70K cancel |  Federal |

Furmsl Fedmedl Stamedl State | City | Deletel

| Wersion: W7 dw 120372002 Wis:

Note: Division was added for those printing by division.

Step 2
Print a Proof List.

To print a proof list, click.ist.



x

FICA-HI = unlimited

FICA-0ASDI 1imit |106800.00

Tax wear 2009

M Frint by division

Diwl
Diwe
Diw3
D wd
Diws

| Company name |
Address 1|
Address 2 |
Address 3 |

| Federal ID #|

LI

OK I Cancell

The only error that you may encounter is a diffeechetween the federal wages, and the total of
all state wages. If this error occurs, the follogvimessage will displayCheck for Errors on
Proof List.” Click “OK” to continue.

Step 3
CORRECTING W -2’s

Because of changes in tax reporting, it is possitaecertain employees will have different wage
totals for federal gross wages, FICA wages, arté stages. The differences in these totals
represent the 401K, Cafeteria Plan, and any otheitaixable or partially taxable deductions. The
city and local wages may NOT add up to the totdéfal taxable wages.

If on the proof list, you see the mess&j&EDERAL GROSS DOES NOT EQUAL TOTAL
OF ALL STATE WAGES*** , and the federal and state wage totals ARE etjualneans that
the total of all city/local wages does not equaltibtal of the federal wages. This may happen
when employees have worked in multiple states#titieals for the tax yeaNo correction is
required - you may continue to process W2 data

To change the FEDERAL wage/tax amounts, selecbiofdti After entering an employee number,
the Employee Name and Address will display. Sdtederal, State and City wage information to
edit by selecting the appropriate button and édiinformation as necessary.



W Payroll / SUE'S TEST =101.x]

GEneral
x
Employee 0123

Addres= 1 |2I:Il PEHSACOLA BEACH ROAD
FICA-HI ljiAddress 2 |APARTHENT #D2
FICA-0OASDI 13 City |GU1F BREEFE
Tax = State EET

Frint by div Zip code |32561
Diwl Compahy hame S5HO |3684E|11E|8

Diws Addre=ss 1 Diwvi=ion I
Divw3 Address 2 ¥ Statutory
Divd Addre=ss 3 [T Pensicon
DivEg Federal ID # [ Decsased
[T Third party =ick pav
Gimit | wist | 0 Edit | §706K T  cancel | Federal |
Forms | Fed medl Sta med | State | City | Delete |

“ersion: 7 dw 124132002 Wifs: 1




W, Edit W2 federal data
Deduction 1 JIIZIIE'E:.I lm Lross w-:ga:ﬁlm
Deducstian 2 Ii_: m FIT wages Im
Deduction 3 [ . | o0.00 FICA wages [L4&000. 00
Deduction 4 [ . | o0.00 FIT| 3261B.19
Deduction § [ . [ o0.00 Froa-ur [ 2117 00
Deductian & | | e [ o.00 FICA-OASDI [ 5840, B0
Deduction 7 I—: | o.o0 erc[ o0.o0
Deduction 8 I__ IW Fringe Slﬁ
Dep care & W
401K Deduction code |_ Box 12 Info Anount Code
Amountl & 1600 [E
pmountd & I_III ]_
Ancuntd S Iil:l ]_
_ 0K | _Cancel

For employees requiring fringe benefit totals or2\Wbrms, enter the correct fringe benefit amount
in the Fringe $ field on the Federal W2 Data Scregmis value will print in Box 14 on the 2009
W2 form labeled "Other."

NOTE: You are responsible for verifying the amountsameect for the various
wages.

Box 14 will hold up to four (4) entries. Possiblatries include:

FRG — Fringe Benefit amount [from Fringe $ box]

SUI — State Unemployment Insurance amount [fiafit W2 State datacreen]
SDI — State Disability Income [CA, NY and NJ] [frofdit W2 State datacreen]
WFD — Work Force Development [New Jersey] [fr&uit W2 State datacreen]

Box 12 will hold up to four (4) entries. 401K infoation automatically prints in Box 12a
(Deduction Code/Amount 1). When there is a 401kamt, only three other Box 12 fields are
available to print.

NOTE: You are responsible for assigning the correctdB&e to these Benefits.
The amount and Code will printin Box 12 b - d.



A9 Edit W2 state data

State code 15000

SIT wages Im
TNEMPLOYMENT wages | 40000.00)
SIT | 2714 .33

su1 [ 0.o00

sp1 | 000

wED [ 0.00

[[ Exenpt

_, .......... (jK.I ........... :| Cancﬂl

SIT — State Income Tax

SUI — State Unemployment Income
SDI — State Disability Income

WFD — Work Force Development

s Edit W2 city data
State code 18320

WITHHOLDING wages I 1200.00

SIT 11.22
[ Exemnpt

Cancel |

SIT — State Income Tax

Step 4
PRINTING W2'’s

SelectFORMS from the W2 Options menu.

NOTE: Print Plain Paper forms before printing on aci¥&l forms.

The following screen appears:



Starting employee I ¥ a1l
[ Print W2 forms | S ]
Ending employee I -
F Restart  Hot a restart
" Federal restart
. . " Dther restart
Print by diw
Divi Company n -
Separate W2 / cit
Div2 Addres - P Y
One city 7 W2
Div3 addres ! .
] [T Ho federal on city
Diuh Addres . .
] [T Skip zero tax city forms
Diuvs Federal 1
himit | st Sort by @ Employee
Forms | Fedlnedl  Tax code

E print w2forms x|

0K | Cancﬂll

A new feature has been addedYou now have the ability to print a range of
W2’s rather, than all of them, should one or somedito be reprinted.

The following printing options are available:

NOT A RESTART: Prints ALL W2 forms, including all state/local Vi@ ms for all
employees

FEDERAL RESTART: Prints ALL federal W2 forms beginning with a sified
employee number, and all state/city/local W2 fortfisa restart is necessary due to a
printer malfunction, you can begin printing fronetlast correct W2.

OTHER RESTART: Prints ONLY W2 forms for employees who have wagg®rted in
more than two state/local codes (only two statellavage boxes are available on each W2
Form), beginning with a specified employee. lestart is necessary due to a printer
malfunction, you can begin printing from the lagtrect W2.

SEPARATE W2/ CITY:



(0]

(0]

No selection combines Federal, State and City mdbion.

Selecting (check mark in box) will provide additgmptions: 1) to NOT include
Federal information on City W2's, 2) to Skip zeax tity forms, and 3) to print
only one City/Local code per W2. If one City/Localde is selected, there is an
option to sort the City/Local W2 forms by tax camteemployee number. If this
option is not selected, the forms will sort in Eoys#e Number order.

NO FEDERAL ON CITY

(0]

Select if you do not want any federal informatitwown on a city or local W2 form.
To include Federal information with City/Local imfoation, leave blank.

SKIP ZERO TAX CITY FORMS
Select for W2 forms with zero withholding amourts ¢ity tax to be skipped. To print all
W2 forms, including zero city tax, leave blank.

ONE CITY / W2

(0]

Select to print one city/local code per W2 fornmo grint multiple city/local codes
on a W2 form, leave blank. If a separate W2 pgrisiselected, there is an option
to sort by employee or tax code.

Federal W2 forms are sorted_in employee numberr oi@T by employee name.

State W2 forms are sorted_in state tax code or8arce only two state codes are
printed on each W2 form, all state W2 forms AFTER first two state codes print
at the endf the Federal W2 run.

City/Local W2 forms will print after all Federal drState W2 forms.

The actual W2 totals should be verified with the ARROOF LIST BEFORE
mounting actual W2 forms. Also, verify the alignmhef W2 printing by
overlaying the blank W2 forms with the Plain Pay&'s produced with this step.
Make any corrections and Print Bfain Paper until error-free.

NOTE: DO NOT PROCEED without VERIFIED PLAIN PAPER W2'S in -

hand!

Step 5
Mount W2 FORMS on printer and sel@sint W2 Forms. Select' Yes”to print an alignment

form.



Payroll f SUE'S TEST

Printing to a dot matrix printer : Adjust your forms manually as needed to get tireect
alignment. You may print as many alignment formse@sded. Once aligned, proceed to actual
printing.

Printing to a laser/inkjet printer : Another question will appear after the first ahgent print
asking if the alignment is OK. Some laser/inkjebfars will print higher on the page than others
and an adjustment has been added to move thegptaxiedown the page slightly. If the printed
characters on the alignment form are too highttm fihe form boxes, answeN’ to the
alignment question otherwise, answ&es.

Payroll  SUE'S TEST |34

.\g) Is alignmerit OK 7

If you answeredNo’ to the alignment question, another box will appesking to move the
printer text down slightly. Answeryes to do this.

Payroll  SUE'S TEST 3]

Once this step is completed, laser/inkjet formsukhbe properly aligned and printing can begin.

NOTE: After printing Plain Paper W-2's, starting actéi2 forms printing is NOT
a restart!

Step 6
Repeat W-2 process for each COMPANY on your systenis using Payroll.



