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WELCOME

Thank you for attending the 2022 W2 Online Course. This manual explains W2 processing for 2022. If at
any time during the W2 course you have a question, please feel free to contact SDS support by going to
https://help.ling.com we are here to help! We hope you enjoy the course.

W2 Processing for 2022 Instructions

Below are the Preliminary Steps which prepare you for success in processing the W2’s for 2022.

Items to Review before Producing W2's

STEP ONE -Balancing
Please print out and save the last Payroll Summary of December 2022. This report needs to be printed
before closing the payroll to retain the figures in the YTD column.

port 1 Export report to Message Center  Viewer Font Size: Print Control: Close Report [7]

3% L /2 # | 100% v
Payroll Register Summary Report Paga 1 0f 2

Printed: 11/18/2022 3:08:12PM

pecialized.Dats ems - Test Data
Payroll: 12/23/2022

[t

Code Description Open Payroll Mtd Qfr Yid Ftd
ER Expense Reimbursement 0.00 0.00 0.00 240.00 100.00
61 Gross Earnings 23,393.56 46,787 15 93,674.31 496,746.44 22351749
G2 Taxable Gross Earnings 22,147.38 4429479 88,679.69 481,148.40 214 ,871.30
G3 Fica Gross Eamings 5,624.99 11,250.00 22,500.00 146,322.00 63,625.00
LG4 Gross Earnings (T) 17,918.57 35,837.15 77431 351,574.44 160,492.49
G5 Gross Earnings (I) 5,624.99 11,250.00 22,500.00 135,402.00 60,805.00
i G Gross Eamings (N) 0.00 0.00 0.00 11,070.00 2,970.00
G7 Gross Earnings Medicare 16,397.74 32795498 65,690.99 343,541.12 153,709.17
i G8 Taxable Gross State 2214738 4429479 88,679.69 481,148.40 214,871.30
T Federal Tax 1,527.55 3,055.12 6,110.24 62,719.57 18,229.80

It is imperative that the 941 reports from each quarter of 2022, when added together, balance to the
YTD figures shown on the Payroll Summary. Those figures should also balance to the figures shown on
the W2 Summary report when preparing the W2’s. One way to compare the numbers on these reports
may be to create a spreadsheet for easy comparison.

Once the figures are balanced, you can continue with the steps of reviewing and processing of the W2’s.

STEP TWO - Box 12 and Box 14 Setup

1. Select Human Resource
2. Select Human Resources Control Center
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Select Deductions & Benefits Master

3. Review the codes in “Box 12” and “Box 14” for each deduction or benefit that is to show
in “Box 12” or “Box 14” on the W2 form.

Human Resource Control Center

Processing Options

& Data selection

[ |
) Award Attendance Days l Annuity | 31 l v 1 Iﬂ I | [
& Increase Other Master Values | : —
Code [31 | Deseription [ Annuity ] Vendor | 18700 ~ American Fideltly
7 Employee YTD Adjt - - -
@ Employee Distribution Start / Stop Control Amount Deduction/Benefit Maximum Option
Admstmen Active [Amount (5) [e-c0 Maximum Cutoff Period| | N~ NotUsed v |
| Deductions & Benefits Master| —_
@ Employee Deductions & i L] 1
i 9 Select Creditable Earnings Factor b
4 Affordable Care Act o
Import Employee \ LS
% information Last Active Date |:| ﬁgii (c;ge/ Pay Type %3 Code/Type Wizard |[maximum To withhold |[[0.00 | “,ﬁmom [
Group

Shelter / Special Purpose

W2 & State Rej

porting Information

Deduction/Benefit Graduated Step Values

HEammgs To / Cutoff §

Fed, State, Local Tax Shelter Deferred Compensation H?ercent (%)

FICA Shelter N v Nonqualified Plan Step 1% ‘ | ||step 13 |
Retirement Shelter Earned Income Credit Step 2 % ‘_m
Taxable Income Dependant Care Benefit Step 3 % o Jlsep3s
Taxable Fringe Pension Plan

Cash in Lieu Deduct Type D ~ Full Distributio v

Garnishment Uses MWA 'IN: I Box 12

Timing Code 4 ~ Deduction Timi v Box 14 ‘

STEP THREE - Third Party Sick Pay Setup

1. Select Human Resources or Payroll Processing.

Select Add Change Employee Information.

Select the “Other” check box.

Select Save.

owu kwnN

For those employees that had “Third Party Sick Pay,” change the field to a “Y”.

Review “STEP THREE — Employee Year to Date Adjustments” to learn how to adjust the

employee’s year to date amounts for the amount received from a third-party vendor.

N ekl ™ Remember last opened Resources Online

7.

Anderson, Adam - I} Reports and Options *
ALee UpLUlellelig Un W Wl Dr UnUN U UpUgUp UsUs Uiy Uy Uw U Uy ULz (8
¥ Active Staff | Have a Contract ' Advanced Search || Setact all Deductions & Benefits | Degree Leave
14¢/|¢¢| € Pagelof7 v > % » General Information Attendance — Direct Deposit Continuing Ed Units - General Notes
Employee Count = 208 Tax Information Contracts Medical Information Committees ACA Employee Offer & Coverage

Number Name

o071 A A Payroll Control Position Certificate Review ACA Dependent Information

974 ANDERSON, ALEAHA G, Default Accounts & Rates

575 ANDERSON, VY L.

804

069 ARWOOD, TR

00653 BARNFIELD, KELLY 1, Other

026 JER, CH

1033 BAUER, HUNTER S, Years In District 1 Title 1 and Title T1 Part_A Statutory Employee v
03 BAUM, MADISON P.

00176 BAXTER, SIERRA N, Years of Teaching Experience o MI Sponsoring Instiution IThlrd Paity Sick Pay v I
0702 HER N3

?'E?.\ o s e P Years Teaching Experience Out of State 0 State Approved Content Test Workers Comp Class

If the Third-Party Sick Pay is not to be added to the employee’s taxable gross but is to

show on the W2 in Box 12, you need to setup a code for the Third-Party Sick Pay.
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» For more information on setting up a new code for Third-Party Sick Pay please review the
following link.
http://help.schooloffice.com/financehelp/#!Documents/humanresourcescontrol
centerdeductionsbenefitsmasterl.htm

8. Once the code has been setup in the Human Resource Control Center and the correct
code has been added for Box 12, you can add the amount of the Third-Party Sick Pay
through the Employee Year to Date Adjustment area. See STEP THREE, next page.

9. To determine which way the Third-Party Sick Pay should show on the W2, and which
code should be used for Box 12, you may need to consult with your auditor, tax
accountant, or IRS.

STEP FOUR - Employee Year to Date Adjustments

You may find you need to adjust some employee’s year to date amounts for the W2’s. This may occur
because of adjustments from third party vendors. This section shows you how to make those types of
adjustments. After making any adjustments to the employee’s year to date amounts that affect their
W2 information, you must select the button to “Create File and Refresh W2 Area”, prior to printing
2022 W2’s. Please refer to the W2 production section of this documentation to review how this process
works. If you do not push this button after making changes to an employee’s year to date amounts, the
W2 forms print the values in the system from the /ast time the W2 area was refreshed which may not
include the adjustments to the employee.

How to turn on the Employee YTD Adjustment Option:

If you have not activated this process before, complete the below steps.
1. Select Administrative Utilities.
2. Select SDS Web Office Settings.
3. Under the Payroll area find the option Allow Employee YTD Adjustments.

Employee YTD Adjustments - Y¥ If Y then Employee YTD Adjustments will be allowed using the
Allow Human Resource Control center. The user also must have access to
Calculate Payroll

4. The setting should be at a “Y” to be able to make changes to an employee’s year to date
records. If the setting is not a “Y” change it and then save the change. For the saved
change to become activated log out of the system and then log back in. When this
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setting is changed to a “Y”, any user that has the right to “Compute a Payroll” can adjust

an employee’s year to date amounts.
Select Save Changes.
Log out and back in again, for changes to take effect.

Making Employee YTD Adjustments

Select Human Resources.
Select Human Resources Control Center.
Select Employee YTD Adjustments.

Human Resources v B Human Resources Control Ce v [ _F:7

Human Resource Control Center
Processing Options
4/ Data selection definition
0/ Award Attendance Days

lﬁ Increase Other Master Values

|*7 Employee YTD Adjustments I

lf/ Employee Distribution Adjustment
40/ Deductions & Benefits Master
lf/Employee Deductions & Benefits
0/ Affordable Care Act

% Import Employee information

Select the employee that needs to be adjusted.

Select a payroll date within the reporting period(s) you wish to have affected.

[®*8] Human Resources Control Center M Remember last opened Resources Online &« =2y

Human Resource Control Center

Processing Options

4/ Data selection definition

©®,080cOp0OeOrOec O

Q1030 OCLOuOn OOOPC’Q OrOsOrOuOvOwOxOvyOzOm

4/ Award Attendance Days Employee Name Search :?\:’[}E" Gt eon Histon e v Adjustments|

|addition option

activate Deductions, Benefits, Tax, and Earning

[Selection Formula

&/ Increase Other Master Values ﬂjg EER |

[ ]

i

=

/| Employee YTD Adjt
EWWI |Add a Payroll Date 4280

Davis, Austin C.

Employee_Master.Pay= "Y'

_’/ Adjustment — ’
Employee Number Employes Name Record Deduction
|| peductions & Benefits Master | Admir, Adiin Tyne | LRecord Descripti
I ' it |4
Employee Deductions & Angel, Jayl =
@ ngel, Jaylin | | =
n G1 Gross Earnings
Bencits ATeacher, EDONly | || i
47 Affordable Care Act ATeacher, Full Time | |1 |62 Taxable Gross Earnings
2 | |
N oot Enlavea inforination :IEﬁChh:f, L:Art " ‘1 iG3 Fica Gross E2mings
| el I ‘Gruss Earnings (T}
| ATeacher, Retired | | |
| ATeacher, Sub il iGS Gross Earnings (I)
I It 5 |G6 Gross Earnings (N)
Davi E | |
I Eil IR n a7 Gross Earnings Medicare
k: mard, Pasnae 1. | | | I

0.00

0.00

0.00

0.00

0.00]

Quarter

$0.00/$4,590.00|$4,590.00)
$0.00($4,444.61/54,444.61

sa.oo‘ su.uoi $0.00,
$0.00/%4,590.00|34,590.00
$0.00,  $0.00

sn.nu!
|

SU.DO}S4.590.00!5‘1,59[‘.00

$0.00/ $0.00

Yearto | Fiscal to |Prior Year
Date Date to Date

$2n,s40‘on§$4,590‘001$1,ano.noi
$19,885.20|64,444.61.$1,800.00

|
| |
$D‘UU| !;O‘UDPLZDD.DU;

| | |
$20,640.00/$4,590.00, $600.00
$0.00(  $0.00, $o.noi
$0.00 3;0.00“3;1,200.00}
$20,640.00($4,500.00| $600.00|

| | |

Enter the amount of the adjustment into the adjustment field for the code that needs

to be changed.

Save the changes by selecting the Save Adjustments button.
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NOTE: If an employee does not appear in the list of employees, the employee is not
active in the Employee Demographics area. To be able to view this employee in the
Human Resource Control Center change the formula to read
“Employee_Master.Pay="N’. Then select one of the alphabet letters. The system
refreshes, and the inactive employees display.

= T ol T U ' P T e i ~ ) oy — T e T Ly e
WalllglepUeUeplUegln Ui UsUgUp  UnmUnUoUplllgUp igUes U Uy UwlUx Uy 2l
 Hi : ivate Deducti 1=, T i ]

Employee Name Search Payroll Date For History save Adj erie m:_h_.'a.te D"E!ud]l}ﬂs- Benefits, Tax, and Eaming - I

Entry padition option

=] Employss. MastarPay= W |
| 12/31/2021 ¥ | u 7 P2y

|.n.du‘ a Payroll Date 1026 [BAUER, CHASE 1.
1075 | ABBOTT, ASHLEY | .
855 |ADAIR, JOSHUA H. f e i 7 e
e e [t et Gross Earnings | 0.00]| s0.00/s3,575.00 511,225,00544,258.34  517,550,00|554,633,34

What happens in the system when an Employee’s Year to Date is adjusted?

1. If an August payroll date is selected in the current year, then the value entered adjusts
the month selected such as (August), it adjusts the third Quarter, the calendar year, and
the fiscal year of the date.

2. If the selected date is in the current month, then the MTD, QTR, YTD and FTD are
adjusted.

3. If today’s date is 12/9/2022 and a payroll date in January 2022 is selected, then the
month of January 2022 is adjusted as well as the first Quarter, and the current Calendar
YTD.

STEP FIVE - W2 Setup
Email Setup

Before you can send W2s by Email, you must enter individual employee email addresses, server
information, and a return email address in several areas. It is important to complete all the
steps listed below.

Enter Server and Return Email Address Information
1. Select Administrative Utilities.

2. Select SDS Web Office Settings.
3. Select the Email Settings.
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E-Mail Settings

Enter Server Name or IP Address

Enter the external full DNS name or external IP address of the SDS Web Office Server.

This address is used for the URL in the e-mail that is sent (if applicable).

Enter the SMTP Server: Enter the name or IP address of your SMTP Server. This address

is used by SDS Web Office to send e-mails. Make sure the SDS Web Office Server has

1.
2.

permissions to relay e-mail through this.
3. Send a test email message.

4. Save the settings.

Administrative Utilities

SDS Web Office Settings

v

ISPECIALIZED
znm

B Remember last opened Resources Online &« (7

E-Mail Settings

General Server Name or IP

issIX.schooloffice.com

Enter the external full DNS name or external IP address of -
the SDS Web Office Server. This address will be used in
some applications to give users external access to Web

Finance
|ISMTP Server

111.111.11.XX

Enter the name or IP address your SMTP Server. This |
||address will be used by SDS Web Office to send e-mails.
|| Make sure the SDS Web Office Server has permissions to

Purchasing

Return E-Mail Address
Accounts Payable

test@schooloffice.com

Enter a valid e-mail address to be put in the From: field in
|[the sent e-mail.

| Send Test Message

Activate W2 email delivery option

1. Select the Payroll Option.

2. Locate the W2 email option, select “Y”.

W2 email delivery - Allow ¥ ¥

If Y then the option to deliver Federal W2 forms via email will be
activated

Save Changes
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3.
4,

Select Save Changes.
Log out/in for changes to be activated.

Enter Email Information for the person sending W2s by Email

P wnNpe

IS

Select Master File and Code Entry Options.

Master File Vertical Data Entry and Changes.

Entry Options dropdown, select “Users”.

In the Teacher Name list on the left, locate the person who is sending the W2’s by email,
and select that person.

Enter that person’s “email address”.
Select the Save icon.

'[.ﬂ] Master File Vertical Data Entry and Cha

Entry Options: Select Da

Find Teadler_l'tlamel business

eache

m&ﬁmss Ha.nl.aglmr Teacher Onde:l ” 807 "

I Teacher Mame:l ” Business Manager "

Dffice Fhune:l ” ||

l e-Mail: n WEBERCA@scheooloffice.com ﬂ

lPO Authorize me:l ” 0 "

l PO Authorize Tu:‘ E |

Enter Email Information for all Employees who are receiving W2s by Email

ik wnN e

N o

Select Payroll Processing.

Employee Horizontal Data Changes.

Entry Options dropdown, select Employee Demographics (All Fields).

First Field to Edit dropdown, select “Email Name”.

Enter the employee’s email address into ‘Email Name’ field for all employees who are to
receive their W2s by Email.

Select Save.

If multiple pages, make sure you select Save before proceeding to the next page.
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m Employee Horizontal Data Changes Y Remember last opened Res

Entry View Groups: [AII Entry Views Y | Entry Views:]| Employee Demographics All Fields i

el e 00 "0 06 -© 6 0 0 0 0 0 @ 0 0 00 0 0
Mame: | | 1D: I | :}a Find/Refresh pSearch E’Mm Chag 'f.’ nactive? |i[
o] | Jroe || oot tmr ot rrocn e [0
E !E| |Z|l_>_| I>_ﬂ| |i_||z| E | Email Name b ||| Employee Combir
Total records found: 204 £

_ Email Hame Work Phone Extension Supervisor
Emp Num|  Employee Name
[oss ADATELIO5HUAH ‘ ADAIRIO@schooloffice.com | | | | | |

|

s ABDEESONALEAHAL ANDERSAL@schooloffice.com I | [ | |

D FNDERS B L ANDERSIV@schooloffice.com | | | | |

e ARCEEAL TN ANGELOTA@schooloffice.com | | | | |

864 ANTRY, KAYLA M. ANTRYKA@schooloffice.com | | | | |
o ARWOOD, TRINITY . ARWOODTR@schooloffice.com | | | | |
11073 Ash, Kim | || ||

ot EAEHEELD, RebL e, BARNFIKE®@schooloffice.com | || ||

Setting up the Verification to allow W2’s to be emailed to the Employee

Select Payroll Processing.

Employee Horizontal Data Changes.

Entry Options dropdown, select Employee Demographics (All Fields).

First Field to Edit dropdown, select “Email W2".

Upon receiving verification from the employee that they are authorizing their W2 to be
sent via email, change this field to a ‘Y’. The ‘Y’ in this field allows the W2 to be sent
electronically.

ik wnNe

10
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Lal Employee Horizontal Data Changes ¥ Remember last opened
Entry View Groups: | All Entry Views v | Eritry Viewsq | Employee Demographics Al Fields v

Oa0eQcUnUeOrUeOn OOk OiOnOna Or Do O Os 05O
Nama:‘ ‘ID:| ‘%Fmdfm‘a_sh pSear[h' jMassChg \f;‘;ﬂnacbve? |

T ]| i oo e Joen |
el < [T~ ][> |21 [50 V] [l[2]  [«|[Emaive ~| [ [Emploes ¢
Total records found: 204 L4

Email W2 Organization Code SB E Site Codes SB E Allog
Emp Num  Employee Name

856 IADATR, JOSHUA H.

974 ANDERSON, ALEAHA G.

975 ANDERSON, IVY L. "

Il

W2 Production

Select Payroll Processing.
Select State/Federal Reporting.
Select your State.

Select Federal W2 Reporting.

PwnN e

[Select Your State: PI|[jjl/ ~ |l Federal W2 Reporting ~ | SaveSetup

Report File Name: Paper Report:

- Create File and Refresh W2 Area | W2 Plain Paper Form {Front) ~ 2 Correction Option Print Report

Dates and Periods
Report Calendar Year:| 2022 | [ Evawationoption |

District Name: | Specialized Data Systems Te| FEIN Number: 84123455678

Address: 200 E. Randolph St., Suite 5| State W2 Acct Number: (For State: L
Address: W2 User ID

City: Chicago Third Party Sick Pay (Y/N)

State: THinois #17 ~ 2nd State W2 Acct Number: For State:|
Zip Code: 60601 3rd State W2 Acct Number: For State:
Employer Name:| Specialized Data Systems - | 4th State W2 Acct Number: For State:|
Email Address: | jlitz@ling.com 5th State W2 Acct Number: [For State:
Contact Phone: | 800-323-1605 6th State W2 Acct Number: [For State:|
Contact Name: | Jennifer Litz

« Report Calendar Year: Make sure it is set to 2022. The system reports the payroll
information for the selected calendar year. Enter all the information in the fields
on the screen.

11
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District Address, Contact, Account #'s and other coding information:

Create File and Refresh W2 Area | W2 Plain Paper Form {Front)

~ (W2 Correction Option

| Print Report

Report Calendar Year:| 2022 v \

‘ Evaluation Option |

District Address, Contact, Account #'s and other coding information:

District Name: | Specialized Data Systems Te| FEIN Number: 84123455678

Address: 200 E. Randolph St.,, Suite 5| State W2 Acct Number: 00123456 For State: IL
Address: W2 User ID 888

City: Chicago Third Party Sick Pay {Y/N) |Y

State: Hlinois #17 A 2nd State W2 Acct Number:| 12365 For Slzte:
Zip Code: 60601 3rd State W2 Acct Number: Forstate;] |
Employer Name:| Specialized Data Systems - | 4th State W2 Acct Number: ||:0[ State:
Email Address: | jlitz@ling.com Sth State W2 Acct Number: [For Seate:
Contact Phone: | B00-323-1605 6th State W2 Acct Number: For State:
Contact Name: | Jennifer Litz

W2 User ID #is supplied by the Federal Government when you register to report
via Online Wage reporting or by Magnetic Media. For more information, contact
SSA the (Social Security Administration). To register go to www.ssa.gov.

+ If you have any employees that received Sick Pay from a Third Party, the “Third
Party Sick Pay (Y/N)” field needs to be coded with a “Y”. This selection option is
activated for any employees you have with “Third Party Sick Pay”. This places a
check markin “Box 13” the “Third party sick pay” field on the W2. For this
information to show on a specific employee, the field “Third Party Sick Pay YN” in
the “Employee Demographics All Field” view must have a “Y” in that field.

« If you have employees that pay State taxes to another state, enter the Account
number for the second state in the “2nd State W2 Account Number” field. This
account prints on the W2 for those employees who have taxes for the 2nd state,
3" State W2 Acct Number and 4t State W2 Acct Number field completed prints
properly as well.

« The system prints one W2 for the employees that have multiple employee
numbers unless they paid into more than one taxing state during the calendar
year. If this happens, the employee receives a W2 for each taxing state that is on
the employee’s record.

12
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Benefit, Retirement, and Deduction Selection Options:

Benefit, Retirement, z : election Option
Medicare Selecior Wage Code Selechor

COVID-15

(] cHtiD SUPPORT | €O CHILD
[ chip supsorT | 0o cHILD 3
[ crno suprorT | co crip 4
[ chmo supporT | o cHILD2
() colonial after tax | colonia

[ 125 117 Colonist - PreTax | colaria pr
e e e

Select the deduchion codels]) usad for Medicare

Selact the codes for qualified sick and family leave
wages to report in Box 14

@' All Teems CI Selected Items

« Maedicare Selector: For those states that have employees who contribute to
MEDICARE only (1.45%) and not the full FICA you need to select the deduction
code used to deduct Medicare.

+ Wage Code Selector: Select the codes for qualified sick and family leave wages
to report in Box 14.

5. Select Save Setup.

Select Your State: Bifigle]] ~ | Federal W2 Reporting ~ || Save Setup

._Report File Name:

Create File and Refresh W2 Area | W2 Plain Paper Form (Front) ~ W2 Correction Option | Print Report

PDates nd Pertods

Report Calendar Year: 2022 v | Evaluation Option |

6. Select Create File and Refresh W2 Area.

:Report File Name: Paper Report:

.. Create File and Refresh W2 Area | W2 Plain Paper Form (Front) s+ (W2 Correction Option Print Report
Dates and Periods

Report Calendar Year: 2022 v | Evauation Option |

7. After the process is finished, the W2 Summary Report displays on the screen. Print and
review the information. This report has the date the “Create File and Refresh W2 Area”
button was last selected for your reference.
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S S T8 4 4 » ‘1 /1 ‘ﬂﬁ|1oo%v|
W2 Summary Report

Calendar Year 2022

Printed: 11/06/2022 6:46:27TAM

Employer Information Description Amount

Specialized Data Systems Test Data Box 1-Taxable Gross $392,468.71

200 E. Randolph St., Suite 5100

Chicago IL 60601 Box 2-Fed Tax $56,609.33

Employer FEIN 84123455678 Box 3-Soc.Sec. Wages $123,822.00

Employee Count for W2 17 Box 4-Soc.Sec.Tax $7,676.84

W2 area last refreshed November 6, 2022 6:46 am Box 5-Medicare Wages $401,672.13
Box 6-Medicare Tax $1,795.53
Box 10-Dependent Care $0.00
Box 11-Nonqualified Plan $0.00
Box 16-Taxable State $392,468.71
Box 17-State Tax $18,244.55
Box 18-Local Wages $0.00
Box 19-Local Tax $0.00

8. Another report that is available to use for checking the W-2 information is the “Federal
W-2 Review Report”. To create this report, select from the drop down that is next to the
“Print Report” button and select the “Federal W-2 Review Report.” Then select the Print
Report” button. On the next screen, select the way you want the report to sort and then
select “OK”.

Del? Created On Created At Open Suggested Save As Name Created By ID#
[j Sunday, November 6, 2022|6:46:18 AM Lj W2report 1

Create File and Refresh W2 Area

| W2report |

Federal W2 - Review Report ~ I\_‘J! Correction Option
W2 Plain Paper Form (Front}

.. W2 Plain Paper Form (Back) ’—|
Report Calendar Year: 5 c,nmary Reoort Evaluation Option
W. Pre-Printed Form {2-Up
W2 Pre-Printed Form {4-Up) )
| District Address, Contact, Account #'s and other coding information:

Print Report

« Select how you would like to sort your W2’s.

14
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Federal W2 Copy B - Data Review Report

Printed: 11/6/2022 6:52-10AM

Calendar Year 2022
Specialized Data Systems - Test Data

Employee Name and Number

comp. withheld wogies tw tips. ta fips. tips cam | plans 12c

1 Wages, 2 Federal 3 Social 4 Social 5 Medicare 5 7 Soctal 5 i 0 " 128 13 14 Other 15 State 18 State 17 State
ips, other tox security security wages and Medicare security Aosated Depensent Nongusifies 12

Admin,

Admin - 49586

53520 85,850 00 13920 0.00 000 s000 000 1L 00123456 5628378 3.261.06

9. When printing W2’s on plain paper, the IRS has requirements that must be met to use

this option (refer to publication 1141 section 2.4). This publication can be found on
https://www.irs.gov/pub/irs-pdf/p1141.pdf. If you are unsure about meeting these

requirements or have any questions on printing W2’s on plain paper, it is strongly
suggested that you contact the IRS directly.

How to print W2’s with Preprinted forms

Enter prompt values.

Select how you would like to sort your W2's, Sort By

Employes Name

Pay Check Location
" School Location

Employee ID Number [ ok |

Employee Zip Code
Former Default Sequence

Once the W2’s has been created:
Select Paper Report: W2 Pre-Printed Form (2-up).

PRINTING NOTES:

When printing with Adobe: Verify settings are printing with Actual Size. Any settings
with “Scaling” reduce the font and not print correctly or fit into envelopes.

When printing with other options, i.e., Chrome: Verify scaling settings are “Default”.
Any settings outside of Default may not print correctly or fit into envelopes.

When folding W2 forms, place the folded side in envelope first

Option 1 for printing the W2’s. This option allows the printing of both the front and back at
the same time. Select the drop down next to “Print Report” and select W2 Plain Paper Form

15



SPECIALIZED
DATA

SYSTEMS
A A LINQ SOLUTION

Front). Select “Print report”. A screen appears with two parameters. The first parameter allows
you to select the way you want the W2 forms to sort. The “Employee Name” has been selected
for this example. The second parameter allows you to print the first page and back page of the
W2 form on one page for each employee if your printer allows for double sided printing.

Report File Name: Paper Report:

Create File and Refresh W2 Area I W2 Plain Paper Form {Back} ~ W2 Correction Option Print Report

n Close Report m Export report to Message Center  Viewer Font Size:  Small ¥ | Print Control: PDF ¥  Close Report n

Enter prompt values.

Select how you would like to sort your W2's. Sort By .
Employee Name v ‘

Select an option. Print Back Page
Print Back Page for Each Employee v ‘

Lok

3o« i T # 1000 v

—
N | |- 88 | 100% v
Copy B - To Be Filed With Employes's A Copy 2 - To Bs Filed With Employes's State, g
TEDERAL Tax Return OMB Mo 1545-0008 City, or Local Income Tax Return OMB Mo, 18450008
2 Employes's 1 Wages, tips, other comp. 2 Foderal Income tax withhald 2 Employes's 2 Federal income ax withhekd
£5283.7¢8 2626,13 7626.13
3 Social security wages 4 Social sscurity tex withheid 4 Social security tax withheld
e b b Employer ID number (EIN) e
e 24125458678
icare wages and tips 5 Medicare wages and tips & Medicare tax withheld
rrrrrrr pEE Eihes o 5 2y
< Emploracs Rame, abbese, 1 2 ot
Data Systems Test Daca
« Suite 5100
Suft Suft
hicago IL 60623
7 Sacial oty s § Allocated fips 3 7 Sosial securly Bps $Alocated ips 3
10 Deoendentar et H Horausiiedpans 12 Seetnsustonsfor b 12 10 Cupendent e e i Nonaaifed s m
200 200 A AR
12 Statutory employee 14 Other 125 Other 13 Statutory employee 140ther b
Retirement plan 2 Retirement plan 12
Third-party sick pay . Thisd-pacty sick sy -
IL A“:l:iéif 66283,76 3261.0€ IL i:;;ziii £6283,7¢ 3261.06
13 State Emplover's stats ID nymber 15 State waes tips, etc 17 State ing tan 15 's state I0 oumbes 16 State wages tins stc 1
16 Lacal wages, tips. eto 19 Local income tax 20 Localry name 18 Lacal wages. tips, etc 15 Local ingome tax 20 Locaity name
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Paper Report:

| Create File and Refresh W2 Area | W2 Filain Paper Form (Back) v _ Print Report

S 9 s 11 24 # | 100% v

Notice to Employee
Do you have to file? Rafer to the Form 1040 instructions to daterming if you ara required to file & tax retum. Even if you
don't have to file a tax return, you may be eligible for a refund if box 2 shows an amount or if you are eligisle for any

cradit

< 1» | Ml fay, L#% 100% v

Notice to Employee
Do you have to file? Refer to the Form 1040 instructions to determine if you are required to file a tax retum Even if
you dan't have to file & tax return, you may be eligible for 2 refund if box 2 shows an amount or 7 you ane sligible for

any eredit

10. Option 2 for printing the W2’s. This option of printing allows you to print the back of
the W2 and then use the copies that the back is printed on and print the front of the W2
on the other side. To print the back of the W2 forms on plain paper, select the drop
down next to “Print Report” and select W2 Plain Paper Form (Back). Select “Print
report.” The back of the W2 displays on the screen. Print out as many copies of the back
of the W2 as you need for processing your W2's. Then print the front of the W2.

11. To print the front of the W2 forms on plain paper, select the drop down to the right of
“Create File and Refresh W2 Area” and select W2 Plain Paper Form (Front). Select “Print
report”. Select the way you want the W2’s to sort. To only print the front page of the
W2, select the option “Don’t Print Back Page”. Select OK. The front of the W2’s display
on the screen. Put the backs of the W2's into your printer so it allows the front of the
W2’s to be printed on the other side of the paper.
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n Close Report ﬁT Export report to Message Center

Enter prompt values.

Select how you would like to sort your W2's.

Employee Name

Select an option.

Viewer Font Size:

IDon't Print Back Page

Sort By

Print Back Page

Small ¥ | PrintControl: POF Vv | Close Report 3
OK

uclweﬂepu_rt WQMNMIDHM \iewer Fonk Size: | Large + | Print Control: | PDF W | Close Regort [

P = S R

|8 | 100% v |

ASHI X
ABBOTH ASHLEX 3000 Copy B - To Be Filed With Esployee's

ADAIR, JOSHUA H.45.00 FEDERAL Tax Bewurs.

To Be Filed With Employes's State,

21 Income Tex Betorn

ALLEN, JENNA M.43.00
= Emplayae's ses.

ANDERSON, MLEAHA G52.0]

2 Fadami Inooms bax withheld

ANDERSON, IVY L33.00
L | = Ematoyar

ANTRY, KAYLA M.51.00

Ash, Kim29.00

8 Maaioars tax wrtnnsic

b Empiayer

EARNFIELD, KELLY J.48.00
BALIER, CHASE 1.50.00
BAUER. HUNTER 5.37.00

BALM, MADISON P.31.00 |

BAXTER, SIERRA N.47.00

BESHER, COLLIN 1.32.00

BIERMAN, COBY R.35.00 |
BIEVENUE, GABRIELLE F.34;
BIEVENUE, REESHA M.45.0(;

BIONE, BLAKE A.45.00

7 £ Allesated fipe
EROOCKMAN, NOLAN D.44.0t

© Allosine tize. '

BRUNKHORST, NICOLE L.38; 1 Nanguasfisd pisnc

11 Nanquaifisd alanc 120

BUCH, JORDAN M.40.00 |

BURGDORF, LTLIANA M.54.C;

CARMAHAN, GARRETT M.36;

(COSENTINO, ALLISON 5.39

DOWNING, PAYTON E.42.0;

13 Hatutary smaicyse

Rsuremantpun
X

Third.party ok pey

GODIER, DEVIN C.53.00

PEREZ, JONATHAN L.41,00

Zo qoizasse

SCOTT, DREW PS5.00

18 Loosl weges, lips, eka.

et of the Trescury ~ IR

e gowatis

Form 1.2 Wage and Tax Hatement Dapt ofths Trassury 152

12. The W2’s can be sent to the message center and then forwarded to the employees. Both
the front and back page of the W2 can be sent to the employee via the message center.
To send both the front and back pages of the W2, follow steps above. Once the W2's
preview on the screen, select “Export Report to Message Center” at the top of the
screen. Verify the checkmark in the checkbox “Export W2 Forms to the Message Center
for Employee Access”. Select “Send Now”.
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B ciose Report I3 Export report to Message Center  Viewar Font Size: | Large v | Print Control: | ActiveX v | Close Report [

Send report to the Message Center

Attachment: Federal W2
1 subject 4

FW2 (11/6/2022 @ 7:06 AM)
2 Message 7

File Type | Adobe Acrobat (PDF) v |

- . Bm
- w Q8 Export W2 formg to the Message Center for Employee Access.

Copy B - To Be Filed With Employee's 410852411 i Copy 2 - To Be Filed With Employee's State, 4108

i £ i | & 1
FEDERAL Tax Return. o — i | city, or Local Income Tax Return ———

13. If you are using the “Employee Portal” in the system, the W2’s are sent to the
employees’ message center for them to view and print.

14. The W2’s are sent to the employees via email if the setup for this process has been
completed. Please refer to “Step Four — W2 Email Setup” before producing W2's.

Sending the W2’s via Email

It is STRONGLY recommended that a quick test of the email process be completed by sending
only one W2. Typically, the person processing the W2’s selects themselves and sends it.

Then do one more test by selecting themselves and one or two co-workers in the finance area.
If that looks good, then they should be able to send the emails with confidence.

The above test needs to be done as the W2’s that are sent via email cannot be pulled back into
the system once they have been sent.

Select Payroll Processing.

Select Direct Deposit eMail.

Select the option for W2.

Indicate the employee W2’s you wish to send.

Push the send button.

vk wNe
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@) Help | g:'[! New- ‘;4! Reply.‘ ,_4 Reply to AII‘ %;ﬂ Forwardl

A = |
Password Protect Vouchers| & éSend E-Mail

SDS
From:
| Show Sent Direct Deposit Vouchers
[' i 3' Individual Recipient
—1
Tor
Federal Form W2 v v Send Message To: Send Test Message

ANDERSON, IVY L.

6. The W2 option remains available and provides the ability to send additional copy(s) as
needed. If a W2 needs to be resent, you can re-enter this screen, select the employee(s)

and send.

Magnetic Media and Electronic Filing to the Federal Government

To download the W-2 file for submission, follow the instructions below:

1. Select Payroll Processing.

2. Select State / Federal Reporting.

3. Select your State, select Federal W2 Processing.
4

After printing the W2’s and making sure they are accurate, select the “Show/Hide

Historic Reports.”

Select Your State: BU{[[[ls] v | Federal W2 Reporting

v Save Setup

Show/Hide Historic Reports

Del? Created On Created At Open Suggested Save
El Sunday, November 6, 2022|7:05:48 AM | =5 |W2report

O

Sunday, November 6, 2022{6:57:00 AM ,___'f W2report

\:I Sunday, November 6, 2022(6:46:18 AM L.; W2report

5. The next step is to save the file to your workstation, so it can be sent to the Federal
Government through the https://www.SSA.gov website. Right click on the folder and
select “Save Target As” or “Save Link As.” The selection you pick when saving the file

depends on what internet browser you are using.

6. Inthe Save in area, select the location on your workstation you want to save the file.
7. In the file name field, change the file name to W2report. Then change the save as type

from ‘Text Document’ to ‘All Files’ and select Save.

8. You should be using the last file that was created in the historic area. This should be the
file that contains the information you just finished producing W2 reports with.

9. Thefile is ready to submit to the SSA.

20
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Magnetic Media and Electronic Filing to the State

Select Payroll Processing.

Select State/Federal Reporting.

Select your State, then select State W2 Processing.

Enter all the information on this screen in the boxes provided.

This screen setup is the same setup as the Federal W2 Reporting. Review the screen

setup and make any changes that are needed.

Select the Create Report button.

7. The system creates a file for you that needs to be saved to your workstation and sent to
the State for W2 reporting purposes.

8. To save the file, right click on the yellow folder and select “Save Target As” or “Save Link

As”. This selection depends on what internet browser you are using. Select the location

on your workstation to save the file to.

ik wN e

o

9. Inthe file name, change the file name to StateW2report (or the appropriate file name
that is required by your state.) Then change the save as type from Text Document to All
Files and select Save.

10. You should be using the last file that was created in the historical area.

11. Submit the file to your State.

Note: You may need to submit a file electronically to the State for reporting W2’s. The
State W-2 files must be submitted electronically. For more information, please refer to
Electronic Filing section on your states Department of Revenue website.

Where the W2 Data Comes from in SDS

The information below explains where the data that is printing on the W2 forms comes from
within the SDS system.

Box a Employee’s social security number- (employee master).

Box b Employer ID Number (EIN) - (prompted for on screen if not found in the District
Information area).

Box ¢ Employer’s name and address - (prompted for on screen if not found in the District
Information area).

Box d Employee number — (employee master).

Box e Employee’s name and address - (employee master).

Box 1 Wages, tips, other comp. - Taxable Gross - (employee YTD pay history area G2 record).
Box 2 Federal income tax withheld - (employee YTD pay history area T1 record).
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Box 3 Social Security wages - FICA OASDI Wages (employee YTD pay history area G3 record).
Box 4 Social Security tax withheld - FICA OASDI Tax 6.2% (employee YTD pay history area T21
record).

Box 5 Medicare wages and tips - Medicare HI wages (employee YTD pay history area G3 + G7
records).

Box 6 Medicare tax withheld - Medicate Hl Tax 1.45% (employee YTD pay history area T22
record + the Deduction code used for Medicare only employees selected on the Medicare
Deduction screen).

Box 7 Social Security tips - N/A.

Box 8 Allocated tips - N/A.

Box 9 Verification code.

Box 10 Dependent Care benefits - (employee YTD pay history area - deduction code used that
has a ‘Y’ in the dependent care benefit field on the Deduction Master).

Box 11 Nonqualified plans - (employee YTD pay history area - deduction code used that has a ‘Y’
in the nonqualified plan field on the Deduction Master).

Box 12 Codes for a-d - Employee YTD pay history area — (deduction codes used that have valid
letters ‘A’ thru ‘2’ & ‘AA’ thru ‘HH’ in the Box 12 field on the Deduction Master).

Box 13 Statutory employee - (In the Employee Demographics All fields view the field Statutory
Employee YN needs to be coded with a ‘Y’ if you want this box checked).

Box 13 Retirement Plan (employee YTD pay history area — In the Deduction and Benefits Master
there must be a ‘Y’ on the deduction code for the pension plan. The ‘Y’ activates the X for this
box to be checked.)

Box 13 Third Party sick pay (In the Employee Demographics All fields view the field Third Party
Sick Pay YN needs to be coded with a ‘Y’ if you want this box checked).

Box 14 Other - (employee YTD pay history area - deduction code used that have any characters
in the field on the Deduction Master).

Box 15 State Employer’s state ID # - (Taxing state field on the Employee master). Employer’s ID#
(prompted for on screen if not found in District Information area).

Box 16 State wages, tips etc. - (employee YTD pay history area G8 record).

Box 17 State Income Tax - (employee YTD pay history area T3?? - where?? = your state
abbreviation).

Box 18 Local wages, tips, etc. - (employee YTD pay history area - deduction code used for local
tax code field on the Employee master).

Box 19 Local taxes (employee YTD pay history area - deduction code used for local tax code
field on the Employee master).

Box 20 Locality Name - (local tax code field on the Employee master).
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Here is a Quick recap of the Steps Needed to Process W2's

Select Payroll Processing.

Select State and Federal reporting, select your state, then Federal W2's.
Select the Create File and Refresh W2 Area.

Print/View the W2 - Summary Report.

Print/View Federal W2 — Review Report.

Print/View Federal W2 Form.

Export the W2’s to the message center.

Send W2 electronic file to the SSA and State.

O N AR WDNE

How to Correct W2's

1. The BSO (Business Services Online) or www.ssa.gov website can be used to process
correcting W-2c’s and W-3c’s.

2. This site can be used to create, save, print, and submit Forms W-2C, and Corrected
Wage and Tax Statements, online for the current year as well as for prior years.

3. After logging into the BSO website, select the “menu” option at the top of the screen.
Then select “Business Services” under the “Business & Government” heading. In this
new screen select “Employer W-2 Filing.” On the next screen select “Business Services
Online.” You can log into the filing area by selecting the “Log In” button and putting in
your user’s name and password or by creating a new user account.

4. Once you are logged into the “Electronic Wage Reporting (EWR)” screen, you can select
the tab “Forms W-2¢/W3c Online.” You can then select the year for which you want to
correct the W-2’s.

5. Follow the directions on the screen.

6. You can also review the information for E-filing and E-filing Forms W-2c and W-3c.

Running the First Payroll for 2023

1. The W2's for 2022 do not have to be completed before running the first payroll for
2023.

2. Before running the first payroll for 2023 you need to update the Federal and FICA Tax
Tables. This process happens when activating the first payroll for the 2023 calendar
year.

3. Select Payroll Process and then Activate Open a payroll. Setup the calendar for the first
payroll for the 2023 calendar year. Then record the payroll date for this payroll.
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4. After the payroll date has been recorded and upon selecting the option to activate this
payroll, a message displays that your current tax tables are for 2022 and your new
payroll is for 2023.

Activate and Other Options Option Value:

Activate/Open Selected Payroll: | 01/13/2023 Check 01/13/2023 v Activate
Establish_ and adjust payroll calendar | Calendar Setup I

information

Special / Advanced processing options | Advanced Options ’

ssl7.schooloffice.com says

Your current Federal and FICA rates are from 2022. Your new payroll is
for 2023. You should update your tax rates before you compute the
selected payroll. | Your Payroll has been opened. | Your current Federal
and FICA rates are from 2022. Your new payroll is for 2023. You should
update your tax rates before you compute the selected payroll.

5. Select the “OK” button.

6. The screen has the button for you to select to update your 2023 tax rates. Select the
button “Push this button to Update 2023 Federal Tax Rates,” the system updates both
the Federal and FICA tax tables.
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Active Payroll: 01/13/2023  Check Date: 1/13/2023

Select Category(s)

Payout Category 0 Payout Category 5

v P o
Select the Contract Payout Category(s) to &2 admin pc 1 &2 payout category 6
Include:
seacs Teachers PC 2 Payout Category 7 __ Check/uncheck |

Non-certified PC 3 Payout Category 8
Coaches PC 4 Payout Category 9

Select Contracts with a start date before or
equalto:
Retro Pay Options: 0O NOT include Retro Fa "

Gross Pay Type 0 Gross Pay Type 5

06/01/2022 v
| |

Gross Pay Type 1 Gross Pay Type 6
For Hourly payments select the Gross Pay

Code(s) to Include. If no gress values are Gross Pay Type 2 Gross Pay Type 7
selected then no time cards will be created.

Gross Pay Type 3 Gross Pay Type 8
Gross Pay Type 4 Gross Pay Type 9
Select Hourly/Non Contract Employees Paid
nn -
Uodar_e vour Federal and FICA tax tables Push this buttton to Update 2023 Federal Tax Rates I

W

[ 01/13/2023 Check 01/13/2023 opened 11/07/2022 w |

Activate/Open Selected Payroll:
D Check to allow for Re-Activation of a open payroll.

Establish and adjust payroll calendar

o ion | Calendar Setup |
Special [ Advanced processing options | P.d'vanced Dﬁims |
G show payroll summary Information?

7. After selecting the update option, you can verify the Federal and FICA tax listings before
you compute the first payroll for 2023. The ANNUAL TAX TABLE #7 from Circular E is the
table that is used.

8. To update your state tax tables, go to “Payroll Processing” and then “Activate/Open a
Payroll.” Select “Advanced Options”. In the Advanced Options area, you see the option

to select your state and update the state tax tables.
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\Activate and Other Options (Option Value:
Update your Federal and FICA tax tables | Push this buttton to Update 2022 Federal Tax Rates |

| 01/13/2023 Check 01/13/2023 openad 11/07/2022 w |

Activate/Open Selected Payroll:
G Check to allow for Re-Activation of 3 open payroll.

|Establish and adjust payroll calendar

Rt Calendar Setup |
Special / Advanced processing options Advanced Options |
Advanced Option Description: |Admmd Option Values:
!Select no Contracts Dated Before: || 07/01/2022 ~ |
Blank N/A Supt23 Teach23

\Select the Contract Types you wish to Pay: Admin23 NC23 Teacha2

I
‘ || Check/Uncheck |
|  Oofion: 0O
|C ontract Payoff Option: Payoff ALL selected contracts.

iDeact'wate the Open Payroll: i 01/13/2023 Deactivate

!Make the selected closed payroll available for Check/Voucher printing :
\and/or the creation of @ new Direct Deposit file,

|Update your Federal and FICA tax tables || Update 2023 Federal Tax Rates |

!Uudate State tax tables Select State to Update v | | Lnoa I

| Activate Delete Payroil History |

Show Payroll Summary Information?

9. The Local tax tables ARE NOT CHANGED for you. If the local taxes have changed, you
need to make those changes in the payroll tax code area.

10. Another item that should be checked is the amount in the step 1 earnings on the
matching FICA code. The rate for this item in 2022 was $142,800. The code is found in
the Deductions/Benefit Master screen. The FICA benefit must be updated manually.

a. Select Human Resources Control Center.

b. Select Deductions & Benefits Master.

c. Select the FICA Benefit code.
e Maximum Cutoff Period: Verify “C — Calendar Year”.
e Step 1: Update to the 2023 rate.
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Human Resource Control Center

Processing Options

4 Data selection definition

& nward Attendance Days

¥ Increase Other Master Values
& Employee YTD Adjustments

n [emeLyR PO Fica

& Employee Distribution Adjustment ey v [amaunt (s} .00 ]

1) &

i ercent (3] o

4 Employes Deductions & Bencfits [Aton Oat= ——1 I - oo |fow
@ (Creditabie Earning Factor | Select Creditabie Earnings Factor vl

W Affordable Care Act 1l

43 Import Employes information lact Active ate 1 |csscoe/payTypendiams |5 % : Code/Type Wizard |masmum o wihhold i 0.00

() @5 - Gross Eamings (1) [ o o pay st L) 5 Gronn Py v 5

)0 Gross pay Type & )5 - Gross Pay Types | (Ul aw

s -soss pay rypet (- crosspayype s | Ot - crosspay {65 - Gross Earnings () [ 1 - Gros by ype 1. (6= Gross Pay Type s

(I3 Gross Pay Type 2 ()7 Gross pay Typa7 | ()2 - Tusable roce sarnings () 67 aross eamings mediare 2 - gross pay Type 2 [7- Grass pay Tvpe 7

®) 63 - Fica Gross Farnings ! 68 - Taxable Gross State

L3 - Gross pay Type 3 [ a - Gross pay Type 3 croms pay 1ype 3 (8- Gross pay ypes

= = O . - —
)4~ Gross pay Type 4 [ 9~ Gross pay Type 9 o G Bl gy AeeStoes oy Tyue(s} 4 - truss pay Types () crass pay Types

(L ce - ereditable Eamings (T)

Fed, state, Local Tax sheker[__ v [Daferred Compenzaton N [percent ) [[Eamings To 7 cuteif s

FICA Shelter | ] Nangualfied Plan = step 1% 765 Isteo 1 500,00
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Note: Under General Accounting Reports, Payroll Setup Tax Listings reports. Print verify Taxes.

Under General Accounting Reports, Payroll Setup Compare two payrolls. Compare two payrolls
one from 2022 and one for 2023 to see the difference in taxes for each employee.
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