Manual Z

SDS 2019 W2 Processing Instructions

Table of Contents

WELCOMIE.........coceeeeneeieeeeeiereenensessasecnsessssesnsessssosnsnssssosesssssssssssssssssessssssssssssnssssassssssssssnsnse 3
W2 Processing for 2019 INStrUCLIONS .........ccccuueeereeeniiiieensiiisiennsissnsssssissssssssssssnssssssssssens 3
Items to Review before Producing W2's......cccciiiiiiiiiiiiiiiiiiiiiieieeeeiieieeeiisneeesisssesessssssnessssssnenns 3
STEP ONE - BOX 12 @Nd BOX 14 SOTUD ..uuuiiiiiiiiiiiiiiiiiieteieietteteeeseesiaitssseeeseesaaanssssseeeeeasassseseeseessanssssseeseessannnns
STEP TWO - Third Party Sick Pay SETUD...c ittt ettt st et eeesiee e e e
STEP THREE - Employee Year to Date Adjustments
How to turn on the Employee YTD Adjustment Option:........coccieeeeciiieeeiee e evee e 5
Making Employee YTD Adjustments
What happens in the system when an Employee’s Year to Date is Adjusted ..........cccccvveeeviieeecciiee e, 7
STEP FOUR = W2 EMAil SOTU D c.uttiiiiiiiiiiiiiiii i e s iieiittiee e e e eeesitteeeeeeeeaaasssseeeseeetanssssseseeeesaasnssseseeaeeaasnnsssseeasesssnnses
Enter Server and Return Email Address Information
Enter Server Name or IP Address ........ccoeecvieeeeeeeecccvveneeennn.
Enter Email Information for the Person Sending W2s by EMail........cccccoccvieiiiiiiicciiic e 8
Enter Email Information for all Employees who are Receiving W2s by Email.........cccccoeeeviiiiiiiecciiiieeens 8
Setting up the Verification to allow W2's to be Emailed to the Employee .........ccoceevvvieeeiiiie e, 9
To Activate the W2 email Option in SDS Web Settings .......ccoccviieiciieeeeiee e e e 10
ATAT27.38 2o T 11 ot i 1o T o [T RRRN 10
Sending the W2’ Vi EM@il.....uuuieeiiiiiiiiiiiiei i it ee e e e e ittt eeseeeiasiseeeeeeeetesiastseeeeeeeaaissseseeeeeeainssssseaaeaaaasses 19
Magnetic Media and Electronic Filing to the Federal GoOvernment.........cooccveevecveiecceeriiieeeesceeeesee e, 19
Magnetic Media and Electronic Filing to the State.........cccecueiiiiiiiiiiiiiiiiiieeeiesseseesee 20
Where the W2 Data Comes from N SDS......ueiiiiiiiiieii ettt see e e eette e e eeeeeeseereeeeeteeeeeseeeesesseeeeans 21
Here is a Quick recap of the Steps Needed £0 Process W2’ ...cueeicuveiieiiiiiiiiiiiiiiiiiiiiiiiessiisisisssis e 22
HOW 10 COPTECT W2'S ..ceuieeiiiieniiinieitenieteneteeserensirtnsesensserensssensesenssssnssssnssssansssensessnssssnssssnnsssnnse 22
Running the First Payroll for 2020 .........c.cccceiiiiuiiiiiiniiiienieiienieiiensseiienssssiensssssssnsssssssnssssssens 23

Copyright ©2019 by Specialized Data Systems, Inc. - 12.9.2019] 2



