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HOW TO EDIT W2 FORM BOX 12 AND/OR 14 Question 
 

 
 
 

PLEASE REFER TO THE STEPS BELOW: Answer 
 

 A deduction and/or tax category can be included on the W2 Form in Box 12 and/or Box 14. If this was 
not set up initially, follow the steps below to edit Box 12 and/or Box 14 on Form W2. 
 
*Deduction Category 
 
1. Click Company 
2. Click Deduction Categories 
3. Select deduction to be included on the W2 
4. Click Edit 

 

  
 

Click Company 1 

Click Deduction Categories 2 

Select deduction 3 

Select Edit 4 
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5. Select correct W2 Option as needed 
 

 
 
6. Enter W2 Code (Box 12) or Abbreviation (Box 14)  
7. Click OK 
 

 

Select W2 Option 5 

Enter Code  6 

Click OK  7 
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*Tax Category 
 
1. Click Company from Shortcuts  
2. Click Tax Categories     
3. Select tax category to be included on the W2 
4. Click Edit 
 

 

 

 

 

 

 

 

 

 

Click Tax Categories 2 

Select tax Category 3 

Click Edit 4 

Click Company 1 
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5. Edit W2 Options as needed  
6. Click OK 

 

 

 

 

 

Edit W2 Options 5 

Click OK 6 
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