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Email Suite Setup
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Setup Tips and Tricks 
• If you use Outlook as your e-mail method, you can verify the Integrity Data Email Companion is 

active by selecting File > Options > Addins within Outlook.  Outlook allows you to view the emails in 
your sent items folder.

• If you use SMTP as your e-mail method, you may want to add a blind carbon copy to receive a copy 
of each person’s email.  Typically, SMTP server you do not see the items in your sent folder unless 
you have access to the mail server account.  For example, Gmail users can access their sent emails by 
logging into the Gmail account used to send via SMPT.

• Although you can reprocess a W-2 statement from Email Suite, if an employee requests you resend 
the file then, sometimes it is easier to forward the email from the blind carbon copy account of the 
sent items in Outlook.

• You can specify custom subject line and email body information.  We send the W-2 instruction file 
with the W-2 Statement; you may want to mention this in the email body.  You can mention any 
requirements to open the PDF such as using Adobe PDF reader.

• If you password protect your PDF files you can provide information on how to open the W-2 
statement in the email body.

• You can use the first 5 or last 4 of the social security number to password protect the file.  

• If you would like to create custom passwords, you can do this by selecting the expansion button.           
You can also import custom passwords.  

• The support Knowledge Base contains articles on importing custom passwords and level of security 
we provide for the PDF files
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• The PDF File Location is a working directory where the W-2 
Statements are created and Archived.  

• We recommend you use two separate folders for the PDF file 
location one for the Employer and one for the Employee.  The 
system will add and delete files in the Employee file location.  
This is also the folder where the Employee Archive files are 
saved.  

• If you select Archive W-2 the system creates a folder in the 
Employee file for the year (2014) and saves the Employee W-2 
PDF Statements in this folder.

• Manage W-2 Recipients - we will discuss this window later.

• Missing Email List provides a report detailing Employees who 
are not setup with an Email Address within Microsoft 
Dynamics GP.
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Manage W-2 Recipients
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Manage W-2 Recipients Tips 
and Tricks 

• The IRS requires you to have Employee approval for electronically sending PDF files.  The 
next few slides provide sample consent forms.  We recommend you get consent yearly.

• Due to this requirement, we have the Manage W-2 Recipients window where you can 
mark employees who have consented.

• If you want to view all employees you can select Redisplay or you can choose to filter 
restrictions based upon Employee ID, Employee Class, Department, Inactive or Active 
employees and you can exclude Employees without Email.

• If you have used E-Mail W-2 Statements in the past, you will notice the Active/Inactive 
employee filters have changed.  If you do not want to send all Inactive Employees a 
printed W-2 statement, you can select the Inactive Employees button then select 
unmark.  This will unmark all of the inactive employees. 

• The Alternate Email Address allows you to enter a different email address to send the W-
2 file instead of the default email address located on the Internet Information window.

• You can send to multiple email addresses in the alternate email address field or the 
default email address field in the Internet Information window.
• For Outlook, you separate the email address with a semi-colon.
• For SMTP, you separate the email address with a comma.

• You can also verify your final list of employees select by verifying the Total Marked is 
displaying the expected employee count.
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Regulations Surrounding Electronic 
Delivery of W-2 Statements

E-Mail W-2 statements for Microsoft Dynamics GP creates Electronic W-2s 
according to the requirements set forth in IRS Publication 1141 Section 2, 
titled, Requirements for Substitute Forms Furnished to Employees (copies B, C, and 
2).

According to IRS Publication 15a, Employers Supplemental Tax Guide, in order to 
e-mail W-2 Statements:

 Each employee participating must consent electronically (or receive 
confirmation of any consent made using a paper document);

 Employers must notify employees of all hardware and software 
requirements to receive the forms;

 Employers may not send a Form W-2 electronically to any employee who 
does not consent or who has revoked consent previously provided; and 
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 Employers must meet the following disclosure requirements and provide a clear and conspicuous 
statement of each of them to employees:

1. The employee must be informed that he or she may receive a paper Form W-2 if consent is not given to 
receive it electronically.

2. The employee must be informed of the scope and duration of the consent.

3. The employee must be informed of any procedure for obtaining a paper copy of any Form W-2 (and whether 
or not the request for a paper statement is treated as a withdrawal of his or her consent) after giving 
consent.

4. The employee must be notified about how to withdraw consent and the effective date and manner by which 
the employer will confirm the withdrawn consent.  The employee must also be notified that the withdrawn 
consent does not apply to the previously issued Forms W-2.

5. The employee must be informed about any conditions under which electronic Forms W-2 will no longer be 
furnished (for example, termination of employment).

6. The employee must be informed of any procedures for updating his or her contact information that enables 
the employer to provide electronic Forms W-2.

7. The employer must notify the employee of any changes to the employer's contact information.
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Sample Employee E-Mail and PDF 
Consent Form

• Sample E-Mail

• The following e-mail is an example only and uses the disclosure requirements set forth in IRS 
Publication 15a and Treasury Regulations Sub Chapter  C. Sec 31.6051-1(j).

Email Subject:  IMPORTANT TAX RETURN DOCUMENT AVAILABLE

Email Body:

Fabrikam is pleased to offer W-2 statements via e-mail this year instead of the traditional paper copy! 
Benefits to receiving your W-2 by e-mail are: 

(List all benefits – link to list of benefits below).

Please read the attached PDF file for instructions on how to consent to this process and for important 
information regarding electronic delivery of your W-2.  If you are unable to read the attached PDF file, 
please contact … or download … (with link)

You may decline the electronic W-2 and continue to receive a paper copy of your W-2 by either not 
replying or by replying and stating:

“I do not want to receive my W-2 electronically.”
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Sample PDF Consent Form

The following text is an example only for a PDF consent form.

If you would like to receive your W-2 by e-mail, you must reply to this message and place the following text in your reply:

“I agree to accept my W-2 statement electronically at this e-mail address.” (Or, you may specify a different e-mail 
address).

You may decline the electronic W-2 and continue to receive a paper copy of your W-2 by either not replying or by replying 
and stating:

“I do not want to receive my W-2 electronically.”

Please note you will receive a paper copy of your W-2 unless you specify differently prior to 01/15/2013.  Consent is for 
one year only and consent will be required again next year.

You may revoke your consent for an electronic W-2 delivery prior to January 15, 2013 by contacting the payroll 
department at w2consent@fabrikam.com or at 555-555-5555, ext. 555.  Withdrawing consent by January 15, 2013 will 
be for this year only and does not apply to any W-2 documents you have already received.

Conditions under which W-2s will no longer be furnished electronically may include: 

(List all reasons - for example, termination of employment).

E-Mail addresses used for electronic delivery may be changed prior to January 15, 2013 by contacting the payroll 
department at w2consent@fabrikam.com or at 555-555-5555, ext. 555.

When you receive your W-2 electronically, it will be attached to an e-mail as a PDF file – much like the one you are 
currently reading.  You will need PDF reading software (such as Adobe Acrobat Reader) and the hardware necessary to 
run the PDF reader software.  If you are reading this on your own computer after having opened this attached via your e-
mail then you meet the hardware and software requirements for receiving your electronic W-2.
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Email W-2 Statements 
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Email W-2 Statements Tips and 
Tricks 

 You can select the appropriate Year this tells the system what year end wage file to use when 
creating the W-2 Statement. 

 We have added a Report Year, if you are on the latest code you will have this field and it would show 
report year 2014.  This will help prevent the user from emailing a report form layout for a prior year 
when the select the current year end wage file in the Year drop down list.

 If the Year and Report Year do not match then the user will get a warning when they process.

 Enter the Address ID, Company, and Employer Identification No. 

 If you wanted to send a prior year you could do this but you would have to edit the form in Report 
Writer to display the prior year format and update the W-2 instructions file.  We have a Knowledge 
Base article on how to update the W-2 Forms in Report Writer.  On the latest version if you change 
the report in report writer the system will still have report year 2014 and you will get a warning 
when processing.  This is ok because you chose to modify the information for a prior year.

 You have a few options to send:
 Employer Copy D

 Select Save an employer copy to save only the Email Employees in the Employer PDF file location.

 Select Include printed W-2 employees to save both Email and Printed employee in the Employer PDF file location.

 Copy A, the system does not provide the copy A form to submit.
 Copy C, Copy B and Copy 2

 Select which copy you want to be in the email PDF file.  If you select all three the system will email 1 PDF file with 3 pages 
one for each copy selected.

 Select E-Mail Setup if you want to modify any setup data before processing.  
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Testing and verifying correct Employees are selected

 The Scrolling window will display all the Employees and Email Addresses that 
will be sent when you select process.  The only exception is if you have an 
employee with no wages in the year selected the system will not send them 
an email.

 If you want to test sending one email which you can verify looks correct use 
the filters to select the Employee you want to send.

 We also added the number of records in the list.  This is one more edit 
check to verify the correct number of employees are in the list to email.

 When testing you can also enter your email address as the alternate to 
process a group of employees and verify the report before sending to all 
Employees.

 If you have an employee in the list without an email address setup the 
system will warn you some employees may not receive an email.  It would 
still create the W-2 PDF file for that employee.

 If you want to send emails to multiple email addresses for an employee, you 
can separate the email addresses with either a  semicolon or a comma. Use 
a semicolon for Outlook, a comma for SMTP.
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2016 W-2 form Employee 
Email Suite Versions

• Microsoft Dynamics GP 2016  Employee Email Suite Version  - 16.0.4

• Microsoft Dynamics GP 2015  Employee Email Suite Version  - 14.0.9

• Microsoft Dynamics GP 2013  Employee Email Suite Version  - 12.0.20

To validate your version information open the Activation Manager window 
(Microsoft Dynamics GP > Tools > Setup > System > Activation Manager) .  
Select Email W-2 Statements as the product.
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Links

• IRS Publication 15a, Employers Supplemental Tax Guide : http://www.irs.gov/publications/p15a/

• Support Knowledge Base: http://www.integrity-data.com/hrp/knowledge-base/

• Importing custom passwords: http://www.integrity-data.com/kb-import-employee-custom-

passwords-integrity-data-e-mail-earnings-statements/

• Modify W-2 Statements: http://www.integrity-data.com/kb-how-to-modify-integrity-datas-e-mail-w-

2-statements-product-from-tax-year-2013-to-tax-year-2014/

• Email Security: http://www.integrity-data.com/kb-secure-e-mail-statements/

• Payroll Printed W-2 forms do not line up correctly: http://support.microsoft.com/kb/857746

• Download Page: http://www.integrity-data.com/download-software/ 
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Microsoft Dynamics GP Year-
End information

• Microsoft Supports the Deluxe W-2 forms and you can now 

print on a blank sheet of paper.  E-Mail W-2 Statements does 

create the W-2 reports for emailing but not printing.

• https://community.dynamics.com/gp/b/dynamicsgp/archive/2

016/11/03/w2-tips-and-tricks

• Microsoft Dynamics GP Year-End Blog: 

https://community.dynamics.com/gp/b/dynamicsgp/archive/2

016/10/31/microsoft-dynamics-gp-2016-year-end-blog-series
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Email 1095-Cs
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1095-C Export
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Integrity ACA – Dynamics GP 
Connector
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Integrity Cloud – Emailing 
Employees
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Emailing 1095-Cs
 Please contact our Customer Care Team if you wish to 

email 1095-Cs and do not currently have access to the 
Integrity Cloud.

 The connector is free and is included with our product 
installer. Just be sure to select to install the Integrity 
Cloud Connector when your run the install.

 Emailing employees from the Integrity Cloud can be 
done for off-cycle events (e.g. monthly newsletter).
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Contact Information

Tom Franz
tfranz@integrity-data.com

Customer Care Team
Support@integrity-data.com
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