HOW TO EDIT W2 FORM BOX 12 AND/OR 14

O

Payroll Mate

PLEASE REFER TO THE STEPS BELOW:

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

Click Deduction Categories 2

4. Click Edit

/

| : File Edit Tools Help OrderChecks and Supplies
General Information | Federal Tax Information | State Tax Information !

Select deduction 3

How: to Create & Deduction Category

Income Categories | Tax Categories | I Deduction Categories

Title | Calculation |

» 401K (Employee) Percentage

_ |4D7K (Employer) Percentage

_ |Health Insurance Fixed

_ |Medical Flex Spend (FSA) “ariable

_ |Retirement Plan Percentage
Deduction Fixed

j Garnishment Percentage of Met Pay

Click Company 1 \

Add

B | [ Eat | | Delete
S

R Select Edit | 4
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5. Select correct W2 Option as needed

Deduction Details

Deduction Calculation: Fixed -
| Paid by: Employee

Title:

Abbreviation: |Deduction

. |5.000000 . I:I Leave Blank
Default Amount: _ Cutoft: for Mo Cutoff

[_] Inactive

W-2 Options
[] Use on Box 10 (Dependent Care Benefits)

Select W2 Option 5

A

[[] Use on Box 12
[[] Use on Box 14 (Other)

Pre-tax payroll deductions are deductions that lower your employee's taxahble wages.

Wwhen you check any of the taxes in the list below you are lowering the taxable wages for that tax by the amount
of the deduction you are creating here.

| Exemptions (%) |

| ok || cencel |

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

7. Click OK
Deduction Details *
Title: [Deduction Calculation:  Fixed -
Abbreviation: |Deduction | Paid by: Employes -
. |5.000000 : I:l Leave Blank
Default Amount: _ Cutoff: for Me Cutoff
[ Inactive
W-2 Qptions
[] Use on Box 10 (Dependent Care Benefits)
@ Use on Box 12 WoZ Code: I:l < Enter Code 6

[ Use on Box 14 (Other)

Pre-tax payroll deductions are deductions that lower your employee's taxable wages.

when you check any of the taxes in the list below you are lowering the taxable wages for that tax by the amount
of the deduction you are creating here.

Exemptions (%] Click OK 7

0K Cancel
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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

't Eile Edit Tools Help Qrdarﬂﬁdtsad&ppli&:\

Company
General Information | Federal Tax Information | State Tax Information
Income Categories |r Tax Categories | Deduction Categories
Title | Calculation
» Federal Income Tax

Social Security (Employee)

Social Security (Employer)

Medicare (Employes)

Medicare (Employer)

Fed Unemployment {Employer)

State Income Tax

State Unemployment (Emplayer)
Local Income Tax

State Diszbility Insurance (Employee)
State Disability Insurance (Employer)

Click Company 1

Mew York City Tax
Tax Category Per Hour
S Custom Local Income Tax Percentage
| SS—LLLLLLLL S
Checks
Employees Select tax Category 3
Forms
Repors ¢
Com How tobreate a | 8x \Lalegon’
— How to Create 5 Tax Categon

e ] [

a

1%

Click Edit 4
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5. Edit W2 Options as needed

6. Click OK
Tax Details %
Title: |
Abbreviation: |Ta: Category |
Calculation: Per Hour =
Amount: [2.000000 |
Mazx Amount per Check: | | Leave Blank if No
Max
Paid by: Employee =
W-2 Options

-2 Box 12 Code: [ ]
Abbrovistio [ ]
Abbreviation:

] Use on Box 19 (Local income tax)

A

Edit W2 Options 5

[ Inactive

QK Cancel

A

Click OK 6
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