W-2 Balancing

Balancing your W-2s to the 941 reports for the current year can be done at any time in Payroll NOW. Printing of the W3 at any moment in time will give you to
totals for that tax year to that point in time. You can also print your 941 at any time to get the totals for the current quarter at that point. Adding the 941 for the
current quarter at that point to previously filed 941s should match your W3 totals.

Printing Forms
941 - Under the full payroll menu, go to Reports/US Tax Reports/941 Report
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Make sure to select the correct year and quarter and then you can either Preview & Close or you can Send To.... and choose PDF if you want to save it.
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W3 - Under the full payroll menu, go to Reports/US Tax Reports/W3 Report
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Make sure to select the correct year and then you can either Preview & Close or you can Send To.... and choose PDF if you want to save it.

[+ w3 Report v/ X
Printer ‘ (Handled by the browser) e ‘
Options
Year ‘ 2021 ‘
Adjust Numbers Down ‘ v‘

Additional Options:

Check 3rd Party Sick Pay Box

501¢c Non-Government

30

Your Information to Print:

Employer Contact Person

Employer Fax Mumber

Employer Phone Number

Employer Contact Email

Filter: Payroll Employee

bl Fa | \/|

Send to... ‘ Print ‘ Preview & Close ‘ ‘ Cancel ‘




W s @ B W R e

= e e
B WM RO

Balancing your returns

At this point, you should create a simple spreadsheet to determine if the totals balance. Here is an example:

W3 Box

W3 Totals

Difference

Description 941 Line Qir1l Qtr2 Qtr3 Qtr4 Total

Federal Wages 941 Line 2 3 W3Box1 S
Federal Withholding 941 Line 3 3 W3Box2 S
Social Security Wages 941 Line 5a Column 1 3 W3 Box 3 g
Social Security Tip Wages  |941 Line 5b Column 1 3 g
Social Security Tax 941 Line 5a + 5b Column 2 3 W3 Box 4 3
Medicare Wages 941 Line 5¢ Column 1 3 W3 Box 5 g
Medicare Tax 941 Line 5¢ Column 2 3 W3 Box 6 3
Additional Medicare Wages |941 Line 5d Column 1 3 3

Additional Medicare Tax 941 Line 5d Column 2 3 3

Adjustments to 941 941 Line Line7+8+9 3 3

_Total Tax Due 941 Line 10 3 3 3 3 3




W2 Report by employee in Excel

For a detailed report of each employee detail to reconcile your W2s go ‘Payroll Ledger Entries’ > Reports > W2 Distribution Management
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From there click ‘Reports’ > W2 Report.
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When in the W2 Report screen, select the ellipsis button to the right of ‘Report Layout’

W2 Report

Printer

Report Layout

Options

(Handled by the browser)

14141213-000001

Additional Copies
W2 Format to Print

Year

Set Printed to True in W2 Dist.

Adjust Numbers Down
Export to W-2 Electronic File
Save to Employee Files
Collapse Multiple Local

Mask Social Security Number

Copy B/Copy C/Copy 2 with Instructions

N

2022

00 |C

vy

LY

vl



https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/43368876479/original/_LPB2gVvuvUBMLbWMWuQuZSTEidFlKIQmQ.png?1666887772

Select W2ExcelLayout report layout

Report Layouts | © +~ - 7 X
ReportID 1
h 4 Report Name Layout Name Description Extensic
14141213 W2 Report USPYWZ2Report USPYWZ2Report Primo

d 14141213 W2 Report W2Excellayout W2ExcelLayout Prim



https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/43368876522/original/giNgJkHSOu7xdaVW9Bx_M7fnqPqB3aOFUQ.png?1666887782

Then run your W2report with ‘Send To’ > ‘Microsoft Excel Document (data and layout)
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