Payroll

R. Reports Menu: O. Process W2s

A note for Printing W-2s
e Selecting to print will prompt you to prepare your printer with forms.
e The first two forms that print are actual W-2’s but they are used for an alignment test.
After the printing of these first two forms you will be prompted whether you want to
continue printing or adjust alignment using the row and column offset (see below).

If you select to adjust the alignment you will again print the first two forms and you will
be prompted again. This may be repeated as many times as needed (keep in mind that you
will use up 2 more W-2 forms each time you do this. When the alignment is correct, and
you click continue, the printing will begin at the third employee.
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Payroll

Anytown PayrollMain Menu

Period 7 Otr 1 Jan

1. Post Payroll E. Tax Deposits

2. Caleulate payroll F. Standard Deduction Table

3. Edit P°5ti"55 G. Paytype/Deduction Code Change
- Pl H. Restore POINTS

S. After the fact payroll l. Installation Options

B N BRI IR K. Code and List Maintenance
S EHUE R L. Leave Time Accrual Maintenance
2 el Dell b= M. Process Direct Deposits

9. Tax File Maintenance 0. NEMRC Backup

A. Transfer to GL P Pace | mai

B. Transfer to AP R. Reports Menu

C. Period Close U Lve NEMRC Update

D. Close Calendar Year X Index Data Files

Q. Quit Payroll

Click on “R. Reports Menu” from the Main Menu and the following window will appear:
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Payroll

Anytown Payroll' {Version - 7. 7h): Reports Menu

Period 7 Otr 1 January F. Mailing labels
M1 DEtEI BOStiG Fagister G. Accrued time report
2. Payroll register H. Life insurance report
3. Check register 1. Tax file repF:ﬂ
4. Check warrant report J. Tax deposit report
5. Cashed checks report K. Federal. form 9:41
6. Outstanding Checks L. State withholding report
; Check Mismateh Report M. State unemployment report
- - bl -
8. Labor accounting 0 Frolcess W2s
9. Employee listing _p- Pawt Report
A. Employee wage summary _a SR Ee:port
B. Employee tax summary R. Payroll GL Distribution
C. Employee deductionreport || "g AP Vendor Distribution
D.GIL p°5t_'"9 reg_lster T. Worksite Report
E. AIP posting register Z. Custom Reports and Routines
Q. Cancel

Click on “O. Process W-2s” from the Reports Menu and the following window will appear:
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Payroll

Process W2s
When you click on “O. Process W2s,” the following notice will appear:

NEMRC Fund Accounting |

& Before you proceed with W-2s, please confirm that:

f.-' 1) The 2012 calendar year has been dosed in Payroll, This is

= because NEMRC payroll software uses previous year's figures to
caloulate W-2 data.

2) You have installed ALL updates to the payroll software.

3) You have read and understood the NEMR.C W-2 procedure
sheets.

4) You are aware that W-2 reporting will be done for the calendar
year 2012

Continue?

Yes Mo |

Please read the above carefully. When ready to continue, click “Yes.”

HEMRC Fund Accounting 5]

3) Warning: W'ou may be printing far the wrong year. The spstem indicates 'W-2 will print with 2011 calendar pear data. Proceed Anypagy?

ez Mo |

If this notice appears, you may not have closed the year. If the issue persists, please call support
at 1-800-387-1110.

NEMRC
Page 4 of 13



Payroll

Process W-2s for Tax Years 2012 - 10Ol x|

1._. 2 3
Format ~ilLaserformsi { W-2 proof sheet = ¢ W-2 file for submission to the SSA

{ NEMRC Approved Forms } W-25 will be created for tax year 2012

Life ingurance fringe number I HSA fringe number I
Box 14 Fill-ins Number or Standard code Description on W-2

ot [« [ H [
w2 [ e [ H [
I = (N e

Order [ Employee number i~ Name { Department

Employee # I Find | [ Reissued statement
to
Employee # I Find I

Print % Both form1 and form2 ¢ Form 1 only (copies B, C, and 2} ™ Form 2 only (Employer copy)

Row offzet I 0.0
Column offzet I 0

Primt | 4 Cancel |

1. Laser: Select this format if you are using laser forms.
2. W-2 Proof Sheet: Select this format to print on plain paper to review information.

3. W-2 file for submission to the SSA: Select this format to create the actual file for
submission to the SSA.

4. Cancel: Click “Cancel” to return to the Reports Menu.

Refer to the section below that relates to your choice.
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Payroll

“Laser” Format

_1o/x
Format  Laserforms: { W-2proofsheet " W-2file for submission to the SSA
{ MEMRC Approved Forms } W-2s will be created for tax year 2012
Life insurance fringe number I 1 HSA fringe number I 2
4 6
Box 14 Fill-ins Humber or Standard code Description on W-2

Area1 I or I TI
Area 2 I or I vI
Aread I or I YI

Order T ¥ Employee number " Mame { Department

Employee # I 8 Find | 9 ™ Reissued statement
to
Employee # I 10 Find I

Print 11{% Both form 1 and form 2 " Form 1 only (copies B, C, and 2) " Form 2 only (Employer copy)

Row offset I 00 12
Column offset I 0 13

Print |14 15 cancel |

1. Life Insurance Fringe Number: If you have any employee(s) with a life insurance value
that exceeds $50,000 then a fringe must be used to record the premium value that covers
the benefit value greater than the $50,000.

i

2. HSA Fringe Number: If there is an employer contribution to the employees Health
Saving Account then enter the fringe number that reports the value of that contribution.
This is a required reportable amount.

3. Box 14 Fill-ins: The W-2 allows for 3 entries into Box 14. Due to space constraints on
the actual W-2 you are only allowed 3 entries.

4. Number: Enter the deduction number(1-9,A-Z) OR the standard deduction code.
5. Standard Code: Enter the deduction number(1-9,A-Z) OR the standard deduction code.

6. Description on W-2: Enter the description to appear for that deduction on the W-2.
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10.

11.

12.

13.

14.

15.

Payroll

Order: Click on the order that you wish for the W-2s to print (Employee number, Name,
or Department).

Employee #: Enter the Employee # that you wish to start with. For more information on
Employee lookups, refer to PR GENERAL EMPLOYEE LOOKUPS.

Reissued Statement: Check this box to have the software mark the W-2 as a reissue.

Employee #: Enter the Employee # that you wish to end with. For more information on
Employee lookups, refer to PR GENERAL EMPLOYEE LOOKUPS.

Print: Click to choose if you will print both Form 1 and Form 2 (you will print all of
Form 1 and then be prompted to put Form 2 in the tray) OR just Form 1 OR just Form 2.

Row Offset: Use this to adjust the up or down position of the print, you will be given the
option to adjust the offset after the first two W-2s have been printed. If you do, you will
re-print the first two W-2s. This may be repeated as many times as needed.

Column Offset: Use this to adjust the left or right position of the print, you will be given
the option to adjust the offset after the first two W-2s have been printed. If you do, you
will re-print the first two W-2s. This may be repeated as many times as needed.

Print: Click “Print” to print the W-2s. Keep in mind the notice at the top of this
document. For more information on printing in general, refer to GENERAL PRINTING.

Cancel: Click “Cancel” to return to the Reports Menu.
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Payroll

“W-2 Proof Sheet” Format

_iolx
Format ( Laserforms ( W-2 proofsheet ( W-2file for submission to the SSA
{ NEMRC ﬁppr{wedFDrms} .............. VW-2s will be created for tax year 2012
Lﬂrﬂutlf? All employee detail and W-3  { Summary only (W-3)
Life: ins:turanoe fringesnumber I? HSA fringe number IT .
Box 14 Fill-ins Humber ar Standard code Description on W-2

Area1 I or I TI
Area 2 I or I vI
Aread I or I YI

Order & (¥ Employee number " Mame { Department

Employee # I 0 Eind | 10 [T Reizssued statement
to
Employee # I 11 Find I

i

12 12 14
Print | Preview | Cancel |

1. Layout: Choose to report all employee detail with the total page or just the total page.

2. Life Insurance Fringe Number: If you have any employee(s) with a life insurance value
that exceeds $50,000 then a fringe must be used to record the premium value that covers
the benefit value greater than the $50,000.

3. HSA Fringe Number: If there is an employer contribution to the employees Health
Saving Account then enter the fringe number that reports the value of that contribution.
This is a required reportable amount.

4. Box 14 Fill-ins: The W-2 allows for 3 entries into Box 14. Due to space constraints on
the actual W-2 you are only allowed 3 entries.

5. Number: Enter the deduction number(1-9,A-Z) OR the standard deduction code.
6. Standard Code: Enter the deduction number(1-9,A-Z) OR the standard deduction code.

7. Description on W-2: Enter the description to appear for that deduction on the W-2.
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10.

11.

12.

13.

14.

Payroll

Order: Click on the order that you wish for the W-2s to print (Employee number, Name,
or Department).

Employee #: Enter the Employee # that you wish to start with. For more information on
Employee lookups, refer to PR GENERAL EMPLOYEE LOOKUPS.

Reissued Statement: Check this box to have the software mark the W-2 as a reissue.

Employee #: Enter the Employee # that you wish to end with. For more information on
Employee lookups, refer to PR GENERAL EMPLOYEE LOOKUPS.

Print: Click “Print” to print the W-2s. Keep in mind the notice at the top of this
document. For more information on printing in general, refer to GENERAL PRINTING.

Preview: Click this button to preview this report. Refer to GENERAL PREVIEW for
more information.

Cancel: Click “Cancel” to return to the Reports Menu.
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Payroll

“W-2 File For submission to the SSA” Format

File Header Information

Process W-2s for Tax Years 2012

" Laserforms © W-2 proof sheet & W-2 file for submission to the S5A
{ NEMRC Approved Forms } W-2s will be created for tax year 2012

Format

See your NEMRC procedure sheet for labeling and transmittal instructions

File Header Information |

EmployernEntity Specific Information

=10l |

Submitter information for employer 1D 1

Submitter Name
Location

Mailing Address
City State Zip

ANYTOWN

1 ANYSTREET

1 ANYSTREET

PIN | PINPIN

ANYTOWN

Return to Name
Location

Mailing Address

File return information

ANYTOWN

1 ANYSTREET

1 ANYSTREET

City State fip | ANYTOWHN VT I 35355

Contact Information 1
Hame |CONTACT NAME
Phone |&02-335-5553 Ext I 33555
E-mail | CONTACTEMAIL@EMAIL.COM {+ Contact by E-mail
Fax | 8025355555 " Contact by Snail Mail

_Ereate File |4

5 Cancel

1. Submitter Information for Employer ID: Enter the Entities name and address along

with the BSO pin number assigned to you as an individual.

2. File Return Information: Enter the mailing address from returning information on this

filing. Usually it is identical to item 1.

3. Contact Information: Enter your specific contact information as the submitter of the

file.

4. Create File: Click “Create File” to create the W-2 file for SSA submission. For more
information on printing in general, refer to GENERAL FILE. After clicking “Create File”

refer to the “Outputting Your SSA file” section below.

5. Cancel: Click “Cancel” to return to the Reports Menu.
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Payroll

Employer/Entity Specific Information

=
Format ¢ Laserforms  W-2 proofsheet O W-2 file for submission to the S5A
{ NEMRC Approved Forms } W-2s will be created for tax year 2012
See your NEMRC procedure sheet for labeling and transmittal instructions
File Header Information EmployerEntity Specific Information
™ Include this employerinthe file 1
Information for employer 1D 03-6000782 2
Employer Hame ANTTOWN
Location 1 ANYTOWN
Mailing Address 1 ANYTOWN
City State Zip ANYTOWN WT 55554
Life Insurance Fringe Number 3 I
<< Previous | 4 5  Hexts» |
Create File | 6 7 Cancel
1. Include this Employer in the File: Check this box to include this Employer in the W-2

File.

2. Information for Employer ID ##-######: This is the Federal Taxpayer ID found in
installation.

3. Life Insurance Fringe Number: If you have any employee(s) with a life insurance value
that exceeds $50,000 then a fringe must be used to record the premium value that covers
the benefit value greater than the $50,000.

4. <<Previous: Click this button to view the entity information available for the next lower
entity number.

5. Next>>: Click this button to view the entity information available for the next higher
entity number.
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Payroll

Create File: Click “Create File” to create the W-2 file for SSA submission. For more
information on printing in general, refer to GENERAL FILE. After clicking “Create File”
refer to the “Outputting Your SSA file” section below.

Cancel: Click “Cancel” to return to the Reports Menu.
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Payroll

Outputting Your SSA File

Savein: | () 1 MEMRC ~| - BmeE-

I AUTOBACK,
IC)BACKUP

Save

Save as type: IFiIe [ b=t ;I Cancel

Help

[l

LCode Page...

It is VERY IMPORTANT that you save the File as “w2ssa2012” and REMEMBER where you
save it. Click the “Save” button to save this file.

INEMRC Fund'Accounting

- | ) File 41 MEMRC)W2S582012, THT was successfully created, Transmit according ta 554 specifications.,

You will see the above notice when NEMRC successfully saved the file.

INEMRC FundrAccouniing

- | ) Save kransmitked files For a period of at least 4 vears,

The above notice is to remind you to keep this file for at least four years.
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