W-2 Processing

IRS information

+ General Instructions for W-2

https://www.irs.gov/pub/irs-pdf/iw2w3.pdf

+ Accuwage

https://www.ssa.gov/employer/accuwage/index.html

+ Springbrook does not give legal advice. Refer to the resources above to obtain specific
code and reporting information.

Prepare for W2s - Balancing

@ Remember - IF the Payroll history is correct in the system W-2's will process without
any issues or modifications.

+ Complete 4th quarter reports.

+ Do any manual check adjustments to handle items like disability pay.Be certain the
check dates and batch years are for the W2 year being reported.

* Total the reported amounts for the year.

* Run a deduction register (Totals only) for the year.

+ Check against W-2 proof list

* Make sure the totals for FICA/FICAR and MEDI/MEDIR match.

« MEDI will not match if there were employees that earned over $200,000.

+ FICA will not match if there were employees with disability pay (depending on plan).

W2 Process

+ Generate Brings in employee information to the batch.

+ Exceptions Optional step but will identify some errors that need to be fixed.
Edit Optional step. This is where you would change items if needed.

+ Proof List Summary and Detail available. Used to balance.

W2 Prints the forms.
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« Export Exports data to be uploaded to Accuwage. Optional step.
« Commit Sends data to Employee Self Service.
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W2 Process - Generate

+ Select 2021 (proper year being reported).
*+ Use Check Date.
+ Select desired sort for the W2s.

+ Department Then Name

* Employee Number

+ Last Name

+ Social Security Number

+ Check the FICA maximum and change if necessary.
+ If California, check the SDI Max
+ Use Reporting Groups only if required.
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Setling 5

Year 2021 2]
Date to Use: (Check Date |-
Sort By: Department Then Name M
FICA Max: | 142.800.00|
SDI Max: [ 0.00
Federal ID: 1999-99-93999 ]

« Employer Name and Address come from System Setup.
« Employer Type Does not save in earlier versions.

« Federal Government

« Not Applicable

+ State or Local Government

+ State of Local Government tax exempt

« Tax Exempt

« NY: State wages = Federal wages on W-2 toggle Used in NY. Forces the State Wages to equal
the Federal wages regardless of history.

Employer: | Springbrock |
Employer Type |State or Local Govemment |~ |
Address Line 1. |123 Main Steet |
Addressline 2 | |
Cay. | Sorngbrook |
State: Ky -|
Zp Code: 1542204543 |

MNY: State wages = Federal wages on W-2

« Mark Retirement Plan
« Mark any deductions or benefits identifying employee is in a Retirement plan.
« Checks box 13 on the W2,

* Fill in Box Numbers and Codes
« 7.15+ will create second W2s if more information than will fit in boxes 12, 14 and 19
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@ Tip - The down arrow can make entry easier in this section of the window.

Generate Notes

+ Generate settings are not saved from year to year.

+ Local Taxes (boxes 18, 19, 20) on the W2 - Functionality has been added to print the
description keyed in the code box if filled in. If blank the description will come from the
deduction description (as room allows).

+ DONTT forget to toggle the Retirement Plan box for any deduction/benefit codes that should
mark this box.

* Reporting Groups - Used to report separate Employer tax ID numbers. Not often used
unless reporting multiple agencies separately. IF USED - MAKE SURE TO CHECK THE
EMPLOYEES IN THE REPORTING GROUP BEFORE GENERATING!

Exceptions

+ Exceptions were enhanced to include an exception if there are any negative totals brought
into the process. These will reject in Accuwage.

+ If a Name, SSN or other required information is missing the Exceptions step will warn.

« No exceptions will stop the process. Be sure to check for exceptions.
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Edit Step

« Do you need to edit anything?

« Hopefully not any primary information.

* Make sure the Retirement box checked before making any edits.
« Change address information on the employee if possible.

* To add a new W-2
+ Typically only necessary if an employee did not have regular wages but had disability pay

for the entire year.

+ Best Practice: Have W2 generated information match Payroll History.

Overflow W-2s

If an employee has more than 4 items in box 12 or more than 2 in box 19 a second page will be
created. This is being added for box 14. Not available in all versions.
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The Plus indicates the second W-2 record.

If one of the records is edited the second record must also be edited.
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Proof List

B w-2 Prood List / w-2s =] *
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Batch:00001.122017 .

9- Run Summary first. Then change from Summary to Detail to have the detail version
saved with the batch.
+ Detail can be run for a single box that doesn’t balance to other reports.
+ Tip: Send detail to Excel as well as the deduction register (summary) or General Wage
report. This can help you find errors on specific employees.
* In order to save the detail, go back and run the detail for all boxes.
* Only the last version run will be retained in the batch.

Payroll

W-2 Proof List
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Balance W2 data to Payroll

@- Run a deduction register (Totals only) for the year by check date.
+ Be sure to Exclude Void on the report.

+ Check against W-2 Summary proof list.

+ Make sure the totals for FICA and FICAR match each other and between the reports.
* If no employees exceed $200,000 , MEDI and MEDIR will match.

+ Balance wage totals (FED, STATE, FICA, MEDI) to the Quarterly Wage report for
4thquarter.

+ Use General Wage report or export (7.17+) to balance local wages.
+ Other has been added as a Subject Wages option to the General Wage report.

Print W2s

This step prints the W2 forms.

« Employee Copies (B, 2, C)
+ Extra Copies (2, C, 2)

+ State Copies (1)

« Employer Copies (D)

W2s print the entire form 3 to a page so no line-ups are needed.

B wasrwas - = x
File Window Help

%+ QL « @5
Print Options

Pirt:  Employes Copses Copy B Copy 2 Copy C) -

Extra Copes Copy £ Copy €. Copy 2
Sate Copes Copy 1)

Erpioyer Copees Copy D

Forms

+ Springbrook prints the entire front of the W-2
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3 W2s to a page

SprinrgEngJD

Approved vendors - Some print on plain paper.
Order Forms from approved vendor to insure line-up is correct.

+ Solv https://tinyurl.com/SpringbrookEnterprise
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Export

+ Springbrook does not create a printed W3.
 All reporting is done electronically.
« NOTE: No record layout changes to the Federal file for 2020 reporting.

B export w-2 Data s w-2s

File Window Help

@ ok i Favorite (@it @ telp £ Dockin MDI

Settings

PIN. 12345678 Contoctfax |
Cortat e (G| e
Cortoct ol Resubmesion
Contact Phone: | (595) 535359 || WFID: ]

W2Tpe: W2 [-]

. Batch: 00001122017 .
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SSNVS - Social Security Number Verification Service

+ Checks employee names to SSNs.

* Export available in Payroll > Utilities > SSNVS.
+ Exports a file that can be uploaded to BSO SSNVS for Social Security Number verification

prior to sending W2s.

a

File Window Help

v - - @
Export Options

Check Date From: 1/ 172020

Check Date To: 12/31/2020

S5MVS - Motepad

File Edit Format ‘“iew Help

?9999&345TPU214THEEL ADAM
999922674TPV214GROELLE DEAM
9999593963TPV214NEUSER DEBORAH
999997627 TPV214VOLT JOHN
999999021 TPV214KRACHT RALPH
S99997825TPV214MUELLER MIKE
999959744 8TPV214V0GT RICKY

999998952 TPV214LEMBERGER CHARLES

mi™ W= ™=@

aralisaem
831415974M
12621964F
a87241964M
81311973M
11131964M
82281961M
BEA919459M

BSO - Business Services Online

+ Check now to make sure you can log In to BSO.

Add additional services (SSN checking) if needed.

https://www.ssa.gov/bso/bsowelcome.htm

+ Accuwage - Used to upload the W2 file export.
+ Must log in to BSO to get to Accuwage Online.

https://www.ssa.gov/employer/accuwage/index.html

Instructions on the page linked below.
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Accuwage

€« @ Sodal Security Administrat hittps:/www.ssa.gov r o B

& | Social Security O SEARCH = MEMU 4N LANGUAGES (& SIGN IN / UP

Home Employer W-2 Filing Verify S5Ms Reconciliation Publications & Forms

AccuWage Online Information

| w o WD | Helphul Tig X1 I Quick Links
What is AccuWage Online? 9
Business Services Online Ho Pag
AccuWage Onling is a free application from Social Security Administration that enables EPWS - EFWIC Publication
you to check W-2 (Wage and Tax Statement) and W-2C (Corrected Wage and Tax
Statemnent) Wage reports for format correctness before uploading them to the AccuWage Online Help Guide
Electronic Wage Reporting (EWR) system. AccuWage is a part of Business Services

Online (BSCY) which allows organizations and individuals to exchange wage information

with 554 securely over the intemet \
' Fe BS0 Help and Information

FFCRA - Families First Coronavirus Response Act

IRS Notice 2020-54

+ Requirement to report FFACRA wages in box 14 of the W2.

*+ Springbrook has added functionality to import data into this and other boxes.

+ Added because we don't have any way of posting specific pay codes to boxes on the
W2s.

* https://www.irs.gov/newsroom/treasury-irs-issue-guidance-on-reporting-qualified-
sick-and-family-leave-wages-paid aid

New Menu option - Payroll > Utilities > Import W2 Updates

New utility has been added to import data into specific boxes on the generated W2.
Available in versions 7.15+.

Menu Security will need to be added to access the Utility.

Can only be used to import data into boxes 12, 14 and 19.

Box 12 - Currently has 4 available boxes. Currently creates overflows

Box 14 - Currently has 3 available boxes. Does not currently have overflow capability.
Box 19 - also fills boxes 18 (wages) and 20 (code). Currently creates overflows.
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Import W2 information

 Import will create an overflow W2 if the boxes are full.

« Will NOT overwrite existing data in the boxes.

+ Export and combine the information that will be imported into the W2.

+ Use the Pay Type Register sent to excel (totals by employee) for Box 14 FFCRA data.

+ Use the General Wage Report (7.15 and 7.16) or the General Wage Export to get box 19 data.

+ Payroll > Utilities > Import W2 Updates window. Information is imported to a W2 batch that
has been generated.

File Window Help

Q| - = . B

mport Options

qn 3

W-2s Baich. | 00000.00.0000
Eie locaticn. ||

Import W2 information - File Format

This will be a CSV file import. File must have all 7 columns.
Employee Number * Either field but not both. Leave the
SSN * unfilled field blank

Box Number (12, 14, 19)

Box Code (optional for box 19 - Required for boxes 12 and 14)
Amount - This amount will go in the box noted.

Wages (blank for Box Number 12 and 14. Will go in box 18 if Box Number is
19).

G. Description (blank for Box Number 12 and 14. Will go in box 20 if box
number is 19).

"Moo ® P

Import W2 information - Process

+ After the W2 Generate is completed, the import can be done.
+ The import process will create a job in the Job Viewer.
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+ After the import completes the batch will reset to the Edit step for review.
+ Ifincorrect data is imported or imported twice the W2 batch will need to be regenerated
and import again.

+ Result if there is a problem with the import.
 Errors will display in the job viewer.

+ As long as the file imports (the fields and format are correct), any valid data will import to
the W2s.
* Invalid information will display in the job viewer.

Federal Tax Table Updates - Cloud ONLY

Menu Option > Payroll > Utilities > Federal Tax Table Update

Updated information for this process will be released in a cloud update after the final
version of IRS Publication 15-T is available.

+ Available for Cloud databases only.

+ This option was created to simplify annual updates to Federal Tax Tables. Each year
Springbrook Enterprise will ship updated Federal Tax Table information for the next
calendar year after it is published by the IRS.

+ The Update will add a new Revision to the tax tables dated 1/1/YYYY.
+ In some cases you may need to modify the revision date but only if your first pay period
in the upcoming year ends prior to the check date that is in the new calendar year.

+ New menu item Menu Security will need to be changed to access it.

« Will NOT update State tax tables.

+ When the Year says 2022 (the next calendar year), the tables are available to update.
+ This window says 2021 which indicates the 2022 tax tables are not available yet.
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Federal Tax Table Update

+ Select your tax table that matches the code in the window. These are the codes and
descriptions on your tax tables.

+ Click in the Filing Status box to display the down arrow to select the table with the update
information.

+ Select each table to update. You can do this in several steps if desired.

File Wandew Help

H 2 e P

Codie Toar Slstus Descrphion _/' Filng Sstus

FED e M2 Head Hshid box 2 checked Head of Houseihaold - Bon 2 Checked

FED A2 HH Head Habld slep 2 uncheck Head of Housshold - Standand 20200

FED 202 M Federal Tax - Mamed Mamed = 20719 or Pror

FED A2 M2 Masiad Joirl shep 2 chack Wi Fiing Jointly - Beo 2 Chesctisd

FED 2021 MM Mamed Jort step 2 unchecked Mamed Filing Joirtly - Standard 2020

FED S 5 Foderal Tax - Snge Singhe — 2019 or Pricr

FED ) ) N 52 ) Copy of Federal Tax - Single Sr\-d_-e-!n- E‘_:h-ecr-ec A0 or iater

E-:'_:.z..-.z.'..' - | x

File Window Help
4 & 0O i e P

Cade Sstus Cascrptian Withholding Allowance =
P IoC T X T T Fomtable deductontest |

EIC W

EIC 5 Eamed Income - Single

FED HZ Head Hehid box 2 checked

FED HH Head Habild siep 2 unchack

FED M Federal Tax - Mamed

FED M2 Mamed Jont step 2 check

FED MM Ilamed Joird stap 2 unchacked

FED 5 Federal Tax - Single

FED 52 Copy of Federal Tax - Single

* Available selections match Publication 15-T table information.
+ Standard indicates Box 2 is unchecked.
+ Single Standard 2020 or later
+ Married Filing Jointly Standard 2020 or later
* Head of Household Standard 2020 or later
+ Married Filing Separately Standard (same as single Standard 2020 or later)
+ Single Box 2 checked 2020 or later
+ Married Filing Jointly-Box 2 checked 2020 or later
* Head of Household-Box 2 checked 2020 or later
+ Married Filing Separately Box 2 checked (same as Single-Box 2 checked) 2020 or later
* Married 2019 or prior
+ Single 2019 or prior
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Save changes.

If any table(s) have a current revision with the date 1/1/YYYY there will be an error.

+ The revision date can be changed or deleted to resolve.

Change the error line to blank to save the rest, then check the others to resolve the issue(s).
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