


6/8/24, 9:26 PM W2/W3 Instructions: Payroll Now 

We offer several different options for distribution of the W2 Forms along with a Distribution Manager. 

• Printing

1. One per Page -No form required

2. 4up -Form must be purchased with preprinted W2 forms on the front and instructions on the back

• Email

• Auto-load W2's to employee self-service web portal

• Electronic Filing -Additional Instructions available for States

It is HIGHLY recommended that you compare a W2 from Payroll Now to a previous year's W2. 

Any State and Local taxes with special reporting requirements will need to be verified that they are appearing on the W2 as expected. 

Payroll Codes Setup 

ALL QaY.roll codes need to be checked before running W2 to confirm theY. have the correct W2 ORtions marked. 

When payroll codes are setup, it is important to identify the W2 classification of that code. Pay special attention to box 12 and Box 14 codes. 

Common codes used for Box 12 

Letter code: Used for: Description: 

D 401(k) contributions Elective deferrals to a 401(k) cash or deferred arrangement, including SIMPLE 401(k)s 

E 403(b) contributions Elective deferrals made under a 403(b) salary reduction agreement 

F 408(k)(6) contributions Elective deferrals made under a SARSEP 

G 457(b) contributions Elective and nonelective deferrals made to a 457(b) deferred compensation plan 

H 501(c)(18)(D) contributions 
Elective deferrals to a Section 501(c)(18)(D) tax-exempt organization plan (Included in the "Wages, Tips, 

Comp." amount in Box 1) 

s 408(p) SIMPLE contributions Deferrals made under a SIMPLE IRA plan 

AA Roth contributions Designated Roth contributions under a 401(k) plan 

BB Roth contributions Designated Roth contributions under a 403(b) plan 

EE Roth contributions 
Designated Roth contributions under a governmental 457(b) plan (a tax-exempt organization's 457(b) 

cannot have a designated Roth account) 

For example, a 401 k Traditional plan has a W2 classification of box 12D while a 401 k ROTH plan has a W2 classification of box 12AA. 
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6/8/24, 9:26 PM 

(- Payroll Employee card 

AK-TEST-EMP · AK Test· Employee 

Process Reports I Actions v Related ...,, Reports v Automate v Fewer options 

W2/W3 Instructions: Payroll Now 

vi Local Tax Setup �� Salary !to Deductions ,;,, PTO Hours 'ii federal Withholding Setup ,;1 State Withholding Setup � Cr, 

General> 

Communication 

Phone No, [ 
999-999·9999 Emergency Number 

Emergency Contact 
,------==--�':.':.':.':.':.':.':.':.':.':.':.':.':.':.��':.':.'::---, 

Cell Phone No. 

E-Ma� [ info@primopayday.com Emergency Contact 2 

_Ad_m_in_is_tr_at_ion _________________________ E-mail Setup 
V Payroll Calendar Code [PAYROLL 

[Active v[ Department Code 

Employee Type 

Payroll Status 

Hire Date El[ Customergroup Code �------v� E-Mail must be setup before W2's can be sent. If you are already email check 

Adjusted Hire Date 

Reported as New Hire 

Inactive Date 

Termination Date 

Termination Reason Cede 

Not Eligible for Rehire 

ml 

□ I
El[ 
V 

(L) 

v[ 

Expense Allocation Tempi ... (£) stubs this has already been done. If not, please reach out to 
�--------� 
�=============v� Support@integrity-data.com and we will assist you in getting your emailEmployee User ID 

Manager User ID 
:::================v

::::: 
setup. 

salesperson Code 

Send Check Stub by E-mail (L)

E-mail Check Stub from P ... (£) Password Protect 
Paperless wz Opt-in ., Employee Posting Group I ALL 

:::==================:::: 
Payroll DiVJsion v t-9 on File (£) 

If you choose to assign a password to the w2's, navigate to Payroll Setup > Additional Setup and be sure that Password Protect PDF Email Attachments is 

selected. This is used for both Check Stubs and W2's. The Password will be social security number without any dashes. 
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