2022 W2 Guide

To provide greater functionality and more value to our customers MIP FUND ACCOUNTING has
partnered with Aatrix® to handle all W2 processing and filing. You have the option to electronically
file both federal and state W2 filings as well as print and file. This document covers how to produce
your W2'’s through MIP FUND ACCOUNTING/Aatrix®.

IMPORTANT NOTES

You should be on Version 23.1 or later to process your tax forms.
You will need to be on 23.1 to get the 2023 Tax Tables.
23.1 will be released the 15t week of January 2023

All printing and filing of W2s in MIP FUND ACCOUNTING is done through
Aatrix®.
See the Quick Start Guide on the next page for simplified instructions.

There is no charge for filing the Federal copy of W2s.
All state filings will incur a charge. If you file more than 100 W2’s you must file the federal copy
electronically.

Pre-printed forms are not required and will not work with Aatrix®.
You will need blank perforated forms. See Section 5 for the proper forms. Better yet use the
complete filing option to save time and money.



2022 W2 Quick Start Guide

This document is a quick walkthrough of the 2022 W2 process. If you have any problems or
questions on any of the steps please refer to the complete guide.

Step 1—Select Forms
1—Go to Activities> Payroll >Tax Reporting> Tax Forms and eFiling by Aatrix®.

2—Select 2022 W-2/W-3

3—Click on the Form Updates button if available to get the latest forms and updates.

Form Updates

Select Form
Form Description
Form Type: iFederaI _XJ{ [Annual] Use this form to process W-2s/W-3. After completing the process
can make corrections, reprint, or process additional copies.

State: !FE |

Form: [2022w-2/w-3 v

Full-time Employees

Calculate using Payroll Hours Calculate using Web Timesheet Hours
Select Date Range
Period Type: [{jne Year ﬂ] Period: ‘ j] Year: [ 2022

Step 2—Selectif you want to Test or Actually File
[

UL W-2 Setup Wizard

| W-2 Setup Wizard )

We noticed that you have not processed any W-2s for the cument filing year.
Before you begnn filng your W-2s, would you like to do any of the following?

| want to test drive the W-2/W-3 Wizard with only the first 25 of my employees.
I want to test dive the W-2/W-3 Wizard with all of my employees

© No thanks, start processing my W-2/W-3s

NOTE: The W-2/W-3 Wizard test dive allows you to see how the process works but does NOT save any of your information

([CNee> ] [ Coned ]

J

Step 3—Confirm Your Company Information

Get Started Printing or eFiling Your W-2s

Please verify this 's Federal Employ Number (FEIN). This number is used on ALL
payroll forms and MUST be correct. If this number is NOT correct, you MUST return to your
accounting/payroll software to make the correction.

Company FEIN
[7](s] - [s][s][s][e][2][8][s]
Lo gt e S —

‘ﬂ Company Information

Companyname:  (ESETTTTORIIETT Trade name
Address ne 1 10800 Pecan Park Bivd
Address ine 2. Suite 400

Austin ZIP code: 78750

Step 4—Confirm your State and Local Numbers

r ~
UL W-2 Setup Wizard B
| State & Local Tax ltems (7))

Properly formatted tax account numbers are required for W-2 reconcliation and year-end forms. Avoid rejected forms and eFiles!
MOST filng errors are due to incomectly formatted withholding or unemployment account numbers.
State Tax kems
State Tax Name Tax Account Number Add.
NM State Unemployment 12345646 Edet
> State Unemployment 01-235456-5
NM State Withholding 05-655656-005 Remove 2
Local Tax tems
State Tax Name W-2Name  TaxType Tax Account Number Add.
(e ]
TN T

Step 5—Data Verification

~
UL W-2 Setup Wizard

li] Data Verification

1. Do you have any employees who are exempt from any part of Medicare or Social Security taxes?

Yes @ No

2. Do you have any employees who eam SS Tips that must be reported?
9 No

This step allows you to verify that all of your employee infor-
mation is correct. The system will ask a number of questions to
most efficiently verify your data.




Step 6—W3 Information Step 7—Multiple Payroll Data Files
Use only if you have multiple databases with the same FEIN

_
UL W-2 Setup Wizard i (Ll W-2 Setup Wizard \;

o | W-3 Information L’] Multiple Payroll Data Files
Please Read Carefully
Control number (Box a): | Answering Incorrectly may require you to restart the fiing process.
Do you use multiple payrol data files for the same federal EIN ?

Kind of Payer (Box b - check all that apply)

You may be using multiple payrol data fies n your accounting software to handie:

[7]941 7] Miitary [7] 943 (Agricuiture) [ 944 mpisrisnartoads
[7]CT-1 (Raiiroad) [~ Household Employer || Medicare Govemment Employ * mutgie stes
o under the same federal EIN.

Yes, | use mutiple payrol data files for this EIN

© No. | use a single payroll data file for this EIN

pp—

Step 8—The Preparer Grid
The values pulled up in the verification grid should match to the values and totals you have in your payroll Tax History reports, not
necessarily your eamings history reports.

Verify Employee Information Next Step w q

D — | COMPANY
PREVIOUS NEXT SETUP

TOTALS: | Employees (5) $216622.56 |

$208042.56| $39996.12 | $216622.56 $13430.60

23455.20 23455.20 23455.20
94050.00 22536.48 99000.00 6138.00 99000.00
51870.00 10158.96 54600.00 3385.20 54600.00
21567.36 213048 21567.36 1337.18 21567.36
17100.00 3364.20 18000.00 1116.00 18000.00

1433-33-3333 Jeffries Dana R 8522 Louisiz
1454-99-8765 Martin Anna Belle 8765 Mercul
| 222-52-6464 Michaels Scott Y 6201 Airplar
1211-19-8787 OToole Ken Z 2346 Hamilt
1 221-21-1212 Savage Natalie 5555 Oak M

W s W -

Any errors will come up with a description of what the error is. If you look in the grid the fields that have the error will be
highlighted in red. The errors should be corrected before continuing. Errors can be corrected either by getting out of the
W2 process, entering the correction into MIP and then starting over or they can be typed directly into the Aatrix® grid.

T ITOTIT VUL T TOOTZO TOT T

333303 | 6000 16456 %M3N IR
454998765 s56000 10920000 1563.40 |

222-52-6464 5915000 366730 5915000 857.73 )
vatnf “Na b, V\"‘ ‘-\.‘",....“M N N b w.‘..d\--‘ i e a,

Error / Warning Description:

If Bow 5 [medicare wages) is greater than the wage limit (106800 for 2009), then Box 3 (social security
wages) + Box 7 (social security tips) must equal the wage limit or must be equal to zero [1 errors found)

P

At s A8 s =
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Step 9 -Select Your Printing/Filing Options W-2 Printing and Filing Options
eFile Services allow you to pick Filing Dates. FREE Corrections before selected Filing Dates. Mo «f0?
*The Complete Filing Option is provides complete e- © Complete W-2 cfiling Service  Next Business Day  # Employees  Price/Emp  Sublotal
: Y £ The efie Center wil; Malling!
filing as well as W2 printing and mailing for only - Prt and Mai Employee Copies 5 204 1020
$2.04/employee (less before Jan 12). S e ° S e
- File your State W-2s and Reconcikation Forms included FREE
aqs . . - eW-2s Avalable for Al Employees included ER
*eFiling your Federal W2/W3 copies is free of e e e
Charge O °“"°“3'°’" : efilers receive Free Comections before selected Filing Dates
Print my Employee W-23
S s § 5 s000  $0.00
Printing of the employee copies should be on blank 2 s cain

perforated 4 part forms. The federal copies can be
printed on plain paper.

ot

Official Employer W-2s will display when Federal W-2s are selected

< Back Next > Cancel




Step 9—Continued Would you like to buy a PDF Archive of your W-2s? Based upon your selectons, we e you o reviw dsta on
You can choose if you want i

a PDF archive sent to you Purchasng a PDF archive alows you instant access to your W-2s for only $34.95 (plus $4.95 shipping and handing) &:F«‘: "
and a listing of what is going - Dot wory shut kg up pape W2 om pryog eyes efie 941 Federal W-3
to be printed and filed. > gt an Enpoyon 12 sy e Pl Svlopes W2
- Easly find your Federdl, State, Local W-2s, or Reconclationis) £ the State o E
Federal Agency calls wth 8 question Print B w2

- PDFs are password protected for you and your employees’ securty

@ Yes.inchude 8 POF archive

© No.thark you

Step 10—Printing the W2’s
File Edit VYiew Tools Help

1 Report 1 of 4: Employee W-2
D ——

S

€
h Mg b

: 3
[ 2 o
<[> \l.) Click Print Final, then click Next Step. . — T ‘

7 pages

Print Dralt Print Final Prev Step Next Step

3 Emplges SSN 1 Bges. tpe, otier 163001 |2 Federal hoome tawit he i 3 Bmpoge’s SSN 0 £, tpe, Other compersaton |2 Federal hoome B withheld {
325-95-8157] o 84066 20 316.16 325-95-8157| o 79066 20 31616 9
OME No. 15650003 s Soolal sect Ty wages 4 Sootal ucullgﬂxumeu OME No. 15450003 s Sootl s Myvages $Sooml uc-mgmumeu
9,066 .20 62 .12 9,066 .20 62 .12
[5 Enpie T vEReaEon vner [§ Wedran voger e [§ ledian Gl | [0 ERpRT BVRE0 WERT [§ eghan vager g RO ST )
01-9999992 9,066 .20 131 .43 01-9999992 9,0?‘6.20 131 .43
¢ Empiaers aame, address, AdZIP coke c Empiaers 1ame, a3dress, AAZIP cod
social Service agency Social Service agency
ot RLASBIS T 2005500 ‘.-ns"" ’«unuo.--nvf'\m SN .‘Rwiﬁ,&y\ggggyn_a‘qg gk ammen ganae® ~~\.r\)\...r"-~,_\' o

This step brings up the form viewer. This is where you can

review and print your W2s. . )
1—Lets you look through your forms at what will actually Step 11—eFile (Optional)
rint.
g_ Print final will print the forms. If you have selected an eFiling option you will log in
3—Next Step will take you to the next set of forms that and complete your efiling. First time users should
create a new eFile account. You can do this through

need to be printed. o : =
Print all of your various forms Payroll, gelect Activities> Ta)_( Reporting> Filing and
Electronic Payments by Aatrix® or go to
https://efile.aatrix.com/

Fle Edt View Took Hebp
Report 1 of 4' Employee W-2 wf
| —_— 1 \
“LT % (1) click Print Final, then click Next Step. v . Y Secure eFile Login

7 pages

X Engope’s &R L

325-95-8157] o $i0ee 0L o ateie| [ 375-95-s1s[ " Y SUGRETOL o 3te 16

Gt o veam N e N T L VT §
L ) ERGOAT T 1BL VLR 1 3 Macam wages w2 ==y
01-5539352 9,066 .20 131 43] [01-9995952 5086 20 131 43
N = =< e BT T e S e e &
2 T F A ‘ F Username | Forgot your login?
\l) Click Print Copy for your copy, then click Next Step. (o R
Piet ke Password

4 pages

Lk o pocidl pecurty rember | For OMiciel Use Ond r Lw‘ [.:“ b Me
T " ( )
22222 [ veie DJ_ 325-95-8157 ol o 13050008 \
© Ergloye wencimon mrber (60 T Wager, Bp7, cther compentaten| I Fedwl moma tan wthe
01-9993992 9066.20 6.6 | ¢
© Ungloyer's nama, sddrans, and 1P code 3 Secks pecuty wager 4 Socal secuty tax wetbeld
SO SERVIGR NG\ g s e 30000 L 312 ] V&

>

N

a4/

> \i) Click Print Copy for your copy, then click Next Step.
1 page

100 Newt Step ’

Copyright © 2011 Aatrix Software. All rights reserved.

. ¢
33338 | T | momesmey » ¢
b " Wity “w . T gt 104, ther compent i 2 Vetwrw ncome e wetheld
Kina o S 8 g 123738.80 17722.55 | &
7 VIRt [T Te ey vowe T ety v o
el ' ﬁ B '(j' 128633.56 7975.26 { FINISI‘]ED!
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Introduction

What is Aatrix®?

Aatrix® is a leading provider of online filing and compliance for payroll and tax forms. MIP FUND
ACCOUNTING has integrated the functionality of Aatrix® to provide support for additional forms
and services and simplify the filing process for our customers. The advantage of using Aatrix® for
filing W2s means that you can now:

Print W2s on plain perforated paper (or even blank paper) without having to purchase pre-
printed forms

Print and file W3s and other supporting forms

Electronically file Federal W2s for free

Electronically file State W2s for a modest price.

Have Aatrix® handle all of your printing, stuffing, mailing and filing with their complete
service option.

Print and file many State Tax Forms.

All W2 filing is done through Aatrix®.

NOTE: The screenshots and documentation in this document may vary from what you see due to
updates.



Section 1 — Producing W2s

To begin the W2 process go to Payroll>Activities>Tax Reporting>Tax Forms and eFiling by
Aatrix®.

If this menu option does not appear in the dropdown menu, you have not been granted rights to
produce W2s. You will need to have rights granted to you. For instructions on how to do this see
KB 951.

Select From Screen

This menu selection will bring up the Aatrix® selection box. This will allow you to make selections
for the form you want to process.

Select Form 1- Choose Federal
Farm Description
Form Type: Federal o j [fnnual] Use this form to process \W-2z.AW-3. After completing the process you can Form Updates
make corrections, reprint, or process additional copies.
State: FE j
Form: 2013 W23 =] Click Form
Updtes if
Availible
Select Date Range
Period Type:  Ore Year x| Period: [ I A
3-Select One Year | 4-Type in Current Tax Year I
Filters
kg Filter Selected Filter Compares To | Criteria 1 | Criteria 2 |
Filters are not
Normally used
Processing Gheeg

1. Form Type
To produce W2s you will want to choose Federal.

2. Form

For W2s select 2022 W-2/W-3. This selection will not be available until around December 20™,
2022. If you do not see the form click the Form Updates Button if it is available. This will load the
latest forms from Aatrix®. If you don’t see a form in the drop down list after installing the most
recent update try logging out and logging back in again.

3. Date Range
This should be One Year.

4. Year
It is possible to mix and match the form year and the year it calculates the data for, so be sure
that if you are printing on a 2022 form that you choose 2022 as the year.



5. Filter

The filter allows you to limit the data that is processed in Aatrix®. Some companies only need to
produce forms for a subset of their employees. You can accomplish this by using the filter. Aatrix®
will only calculate and produce forms for the information that you have selected.

NOTE: If you filter on a set of employees and then go back to run your W2’s again it will
automatically use the same set of employees. To use a different set (or all employees) you must
disregard history and start over.

Form Updates

The Form Updates feature will automatically check to make sure you have the latest updates from
Aatrix®. The Form Updates button is only available if there is an update from Aatrix®. It is
recommended that you download updates whenever they are available.

Note: Customers in the Multitenant Cloud will not see the Form Update button. All updates are
done automatically.

Processing

Test Drive
After you have made your selections on the form click OK and launch the W-2 Wizard. The first
screen will give you options for running through the process in test mode.

If you have not used Aatrix® before, going through the process in test mode is a good idea.

This can be helpful for detecting any problems or corrections that need to be made to the data.
NOTE: Any changes you make here WILL NOT be saved or carry forward onto your W2'’s.

If you choose to test drive Aatrix® it will go through the entire process. If you choose to efile it will
even prompt you to log in and submit the file and give you a filing number. Any printouts that you
make in test mode will have a do not file watermark on them.

This is a good way to go through the entire Aatrix® process and make sure that everything is
working properly.

UL W-2 Setup Wizard l = &

x

7| W-2 Setup Wizard )

We noticed that you have not processed any W-2s for the cument filing year.

Before you begin filing your W-2s, would you like to do any of the following?

| want to test drive the W-2/W-3 Wizard with only the first 25 of my employees.
| want to test drive the W-2/W-3 Wizard with all of my employees.

@ No thanks, start processing my W-2/W-3s.

NOTE: The W-2/W-3 Wizand test drive allows you to see how the process works but does NOT save any of your information .




The next screen of the wizard asks you to confirm your company FEIN. If this number is not
correct it cannot be changed in the wizard. You must exit the wizard and go into
Organization>Organization Information and update your Federal Tax ID number there, then log
out and back into MIP and restart the Aatrix® process.

UL W-2 Setup Wizard l = |ﬂ

|

| W-2 Setup Wizard ),

Get Started Printing or eFiling Your W-2s

Please verify this company's Federal Employer Identification Mumber (FEIN)}. This number is used on ALL
payroll forms and MUST be correct. If this number is NOT correct, you MUST return to your
accounting/payroll software to make the correction.

Company FEIN

/|4 -4 /5|68 4|86)|9

Multiple Payroll Data Files

ru W-2 Setup Wizard EI_Iﬂ—hJ
/| Multiple Payroll Data Files )

Please Read Carefully

Answering incorrectly may require you to restart the fiing process.

Do you use multiple payroll data files for the same federal EIN ?
‘fou may be using multiple payroll data files in your accounting software to handle:
« multiple companies
« multiple departments
« multiple divisions
« multiple sites

all under the same federal EIN.

() Yes, | use multiple payroll data files for this EIN.

@ Mo, | use a single payroll data file for this EIN.

<Back | MNet> | [ Cancel




You will be asked if you want to use multiple payroll data files for the same EIN. In most cases
you should click no. If you are using multiple databases with the same EIN see KB 8061. If you
are using multiple EIN numbers in the same database see KB 12791.

The next screen pulls in your company information.
This information should pull from what you have recorded in the Administration module. You can
edit or update any incorrect or missing information in this screen.

I ~
1L W-2 Setup Wizard = |
JI Company Information L?)

Company name: MPS Training Organization Trade name:
Address line 1: 10800 Pecan Park Elvd
Address line 2: Sutte 400
City: Austin State: TH ZIP code: 78750
Phone: (512) 861-3000 But: Fa:
Contact first name:  Annabelle Last name:  Martin
Title: Email:
Contact phone: Bxt:
Contact address:
[ <Back | MNet> | [ caneel |

L 4

If this information is incorrect or changes after you have started the Aatrix® process it can be
updated on the Aatrix® Grid under Edit>Update Company information.

Tax Preparer Type

(L. W-2 Setup Wizard l

@ Tax Preparer Type

e

Which type of filer are you?

@) | am filing for my compary/employer.

() lam a third-party, paid Tax Preparer, filing for one or multiple companies/ElNs.

If you have 10 or more companies, you may sign up for the Batch eFiling Service fees apply).
Visit http-//aatrix com batchefiling to leam more.

Unless you are a CPA or Tax service doing returns for someone else you should choose “l am
filing for my company/employer.”
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State and Local Tax Items

After confirming your company information, you will have the option to add columns to your W2.
Columns can be added for State and Local Tax items. For instructions on how to do this see
Section 7: Adding State and Local Tax Items.

[l W-2 Setup Wizard = X
J/| State & Local Tax ltems (7))
Property formatted tax account numbers are required for W-2 reconciliation and year-end forms. Avoid rejected forms and eFiles!
MOST filing emors are due to incomectly formatted withholding or unemployment account numbers
State Tax ftems
State Tax Name Tax Account Number Add...
N State Unemployment 12345646 Edit
TX State Unemployment 01-235456-5
MM State Withhelding 05-655656-005 Remove
Local Tax kems
State Tax Mame W-2Name  Tax Type Tax Account Mumber Add
Edt...
Remove
<Back | Net> | [ Concel |

Data Verification

This screen asks guestions that allow the system to effectively verify your data based on your
filing needs. In most cases you should say NO to the questions unless you have employees who
meet one of the listed conditions.

\ﬂ Data Verification 9 |

1. Do you have employees who are exempt from any part of Medicare or Social Security taxes?

OYes @MNo

2. Do you have employees who are members of the clergy?
OYes @ Mo

3. Do you want to use control numbers on your W-2s?

OYes @M

4. Do you have any employees whe elected to only receive W-2 forms electronically?

OYes @MNo

One exception common to Governments, Indian Tribes and Non-profit organizations is the first
guestion:

‘Do you have any employees who are exempt from any part of Medicare or Social Security
taxes OR who are deferring Social Security Taxes under the CARES ACT?”

11



This means do you have an earnings code that is subject to MC or SS Taxes but not both (one
or the other). In short:

-Do you have earnings that are subject to Medicare but not Social Security?
-Do you have earnings that are subject to Social Security but not Medicare?

If you say yes to this question, please see KB 6146 for detailed instructions. This will also
enable you to put information into Box 14 in compliance with Revenue Ruling 59-354 that deals
with Tribal Council Pay.

W-3 Information Screen

Next you will be prompted to enter the information that goes on your W3. Some of this
information may already be in the System from the values entered in Organization>Organization
Information>Electronic Filing. This information is also availible to be edited once you are in the
actual grid.

1L, W-2 Setup Wizard = =

ﬂ W-3 Information (7))
Control number (Box a):

Kind of Payer (Box b - check allthat apply)

7] 941 Miitary 943 (Agricuture) 944
CT1 (Rairoad) 7] Household Employer ] Medicare Govemnment Employer

e r—

Third-party sick pay (Baxb)

Income tax withheld (Box 14):

Establishment number (Box )
Other EIN used this year (Box h:

Business teminated this year

cBack [ Net> | [ Cancel

You will be asked if you want to truncate Employee Social Security Numbers on printed
Employee copies. This is optional

: ﬂ Employee Social Security Numbers L7}

Wouid you like to tnuncate Employee Social Securty Numbers (SS5Hs) on al printed employee copies?

| 55Ns will only display the last 4 digits on all pritted employee copies. This will not apply to Employee SSNs that are al zeros

| ® No tnuncation. Example: 123456789
(O Truncate with asterisks. Example: ~-*-6789

O Tuncate with Xs. Example: XXX-XX-6789

A reminder message will come up to verify the amounts in the W2 boxes with a W2 Information
report from MIP FUND ACCOUNTING. For information on how to run this report please see KB
6166. This message may be hidden behind the screen and you need to move MIP to find it.

ATTEMTION: Pleage wverify all W-2 box amounts with the Abila MIP Fund
Accounting W-2 Information Repaort,

For more information please see Article 6166 in the Knowledgebagze at:
http://kb. abila. com/node/B166

oK
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Section 2 — The W2 Preparer Grid

The W2 Preparer Grid

The next section of the W2 process is the W2 Preparer grid. You will use this grid to edit and
verify your W2 information.

UL W-2/1099 Preparer [74-4568481 NPS Training Organization] — O *
File Edit View Help
Verify All Other Data Next Step <|.>| Help Tips - Did you know?  Read more.. o
mmmmm COMPANY Unsu re what paper to use? et
TOTALS: Employees (5) $208042.56 $39996.12 $2'|6622 56| $13430.60 | $216622.56 $3141.12
1433333333 Jeffries Dana 8522 Louisiana 3455.20 1454.22 23455 20 340.08
2 454.99.3765 Martin Anna Belle 8765 Mercury C 94050 00 22536 48 6138.00 1435.56
3 222-52-6464 Michaels Scott ¥ 6201 Airplane 51870.00 10158.96 54600.00 3385.20 54600.00 791.76
4 211-19-8787 QOToole Ken rd 2346 Hamilton 21567.36 213048 21567.36 1337.18 21567.36 2 31272
5 221-21-1212 Savage Matalie P 5555 Oak Mott 17100.00 3364.20 18000.00 1116.00 18000.00 261.00

1 Employee Information Window
Use this section to verify employee name, address, SSN etc.

2. W2 Box Number Window
This display amounts of W2 Box Numbers. Use this to verify W2 amounts. There is a column total
at the top.

3. Next Step
Use this to move through the validation process. You can go back.

4. Company Setup.
If you need to run through the previous wizard to change Local Tax Account Codes, Company
Address or Filter Type information click this button.

After verifying all information in the grid, click next to move on. If you try and click next when some
information is missing or incorrect you will receive a validation error message. In addition to the
message the cell that has the problem will be highlighted in red.

TOTALS: Employees (5)

433-33-3333  Jeffries

222-32-6464 Mlichaels
211-19-8787 OToole
221-21-1212 Savage

This problem must be corrected prior to moving to the next step.
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Making corrections
You can make corrections through MIP FUND ACCOUNTING or within the Aatrix® preparer grid.

Correcting the Error through MIP FUND ACCOUNTING:

To correct the error through MIP FUND ACCOUNTING you will need to exit out of the W2 process
making sure not to save any changes.

Once out of the W2 process you will need to go into MIP FUND ACCOUNTING to make the
appropriate corrections.

For corrections to basic employee information such as name and address go to
Maintain>Employee Information. Pull up the employee ID and make the necessary changes.

For corrections to W2 box information you must adjust in payroll. If you are changing amounts in
W2 Boxes 1-6 this is usually done by going to Activities>Payroll>Setup/Adjust Employee
Balances. Adjustments must be made on the TAXES tab. Adjustments made on other tabs will
not flow onto the W2. For detailed instructions see Section 10: Auditing and Correcting W2s.

After you have made the necessary changes in MIP FUND ACCOUNTING, start the W2 process
over again. This ensures that Aatrix® will process the changes you have made. After you get back
to the preparer grid you will want to make sure the changes are there.

Correcting the error through Aatrix®:

Rather than exiting the Aatrix® process and making changes in MIP FUND ACCOUNTING it is
possible to simply correct the values directly on the Aatrix® grid. Simply edit the cells within the
grid. You can use the tab key to automatically move between cells with error messages.

TOTALS: Employees (5)

433-33-3333 leffries Dana
225-36-15  Martin Anna Belle
222-52-pd64 Michaels Scott

211-19-8787 COToole

Bofwpa | =

Ken

After you have made the correction, you can click next and move onto the next validation. The
disadvantage of this method is that changes made directly on the grid will not update MIP FUND
ACCOUNTING Payroll. If you create a new W2 file, the changes you made will not be present in
the new file.

You can copy/paste, add new columns, and manipulate data within the grid. See Section 9 -
Advanced Grid Operations.
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Section 3 - Filing and Printing

After verifying your W2 information you will be able to select what options you want for eFiling and
printing.

W-2 Pninting and Filing Options
eFle Services allow you to pick Rling Dates. FREE Comections before selected Fling Dates. More info?

{® Complete W-2 eFiling Service Mext Business Day # Employees Price/Emp Subtotal
The eFile Center wil: Mailing!
- Print and Mail Employee Copies o 204 $10.20
- &W-2 Only Employee Copies WWhat's This? 1] %0.99 $0.00
- File your Fed W-2s and W-3 to the 55A included FREE
- File your State W-2s and Reconciliation Forms included FREE
- eW-2s Available for All Employees included EREE
Total Cost Minimum  $24 95
() Other Options eFilers receive Free Comections before selected Filing Dates
Print my Employee W-2s
efile Federal W-2s and W-3 b £0.00 $0.00
efile State W-2= and Reconciliation Forms b £0.69 $0.00

Prirt Federal W-2s and W-3
Print State W-2s and Reconciliation Forms

Official Employer W-2s will display when Federal W-2s are selected

< Back Mext = Cancel

Complete W2 eFiling.

The cost is $2.04 per employee with a $24.95 minimum charge (prices subject to change). If you
select this option Aatrix® will electronically file your State and Federal W2s as well as print and
mail your W2s to your recipients. With this option is it also possible to post W2s to a secure
website in addition to having them printed and mailed. Employees can access this website for
additional copies if needed. You will also have the option to print a paper copy if you desire. You
should complete your filing and have it submitted to Aatrix® by Jan 291" at 3pm CST ensure timely
delivery of your W2 Filing.

NOTE: There is a promotional discount on the Complete eFiling Solution. If you use this option
and file between Dec 20, 2022 and Jan 12, 2023 there is a discount per employee with the same
$24.95 minimum.

If you elect the complete filing option for W2’'s AND 1095-C you will be get a combined price of
around $3/Employee. To get this combined filing, you would produce your W2’s with the complete
filing option. When entering information on the Aatrix efile site you will be asked when you would
like to have your filing submitted for processing. Choose the last period available.
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Later, when you produce your 1095 forms, choose the complete filing option. It should
automatically detect your pending W2 process and will ask if you want to combine them. If your
W2 filing has already been processed this discount will not be available.

eW-2 Only Employee Copies

This is an additional option to the Complete W2 eFiling. Instead of having Aatrix® print and malil
the W2s they will post them to a secure website that employees can access with a unique
password. The cost for this is $.99/employee. It is an additional option of the Complete W2 eFiling
Package. Not all employees have to participate in this. If you select this option only the employees
who have opted to receive the eW2 will be included. The rest will receive their W2s in the malil
from Aatrix® as part of the Complete Filing package.

For detailed instructions on the Express eW2 Filing option see Section 8- Electronic Distribution
of W2’s.

eFile Federal W2 & W3

Aatrix® will file your Federal W2's at no charge. You still may have to complete payment
information in the process but your credit card will not be charged. You will also have the option
to print the Employee, Federal, State and employer copies of your W2’s. Be sure to purchase the
appropriate forms for printing your own copies. See Section 5 - Required Forms.

eFile State W2 and Reconciliation Forms

The cost is $.69 per employee with a $24.95 minimum charge. Aatrix® will file your State W2s for
you. You will have the option of printing the Employee, Federal, State and employer copies of
your W2’s. Be sure to purchase the appropriate forms for printing your own copies. (See section
5).

eFile Local W2-W3
If you have any Local W2 information it may be possible to eFile Local W2/W3’s you will see this
option further in the process.

Printing Options
You will have the option of printing the Employee, Federal, State and employer copies of your
W2’s. Be sure to purchase the appropriate forms for printing your own copies. See Section 5 -
Required Forms.

For the purposes of this documentation we will use an eFile example for Federal forms and print
the Employee and State copies.
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f* Other Options Fed ar State eFilers receive Free, Easy Comections!

Iv Prirt my Employee W-2s

[ eFile Federal W-2s and W-3 5 50.00
[ eFile State W-2s and Reconciliation Forms b £0.69
v Print Federal W-2g and W-3 (Official Copy)

[v Prnt State W-2s and Reconciliation Forms  (Cfficial Copy)

Total Cost Minimum
[ Print Employer Copy

< Back Mext =

5 0.00
5 0.00

$ 0.00

Cancel

You will then get a summary of what is going to be printed out. You can print this list if you like.

NOTE: Clicking Print here does NOT print your W2s. Only a list of what is going to print.

W-2/1099 Preparer

\ﬂ Review Data

ions, we need you to review data on

X

9

Print

If you would like  copy for your records of the actions that wil be taken. click ‘Print *

< Back Next > Cancel

After clicking Next the W2 Form Viewer screen will come up.
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Section 4 - W2 Form Viewer

The W2 Form viewer is the final step before printing and filing. It gives you the opportunity to see
what the form will look like when printed/filed. In this case it is the Employer Copy of the W2s that
will be eFiled.

File Edit Wiew Tools Help

1
Report 1 of & Employes w-2 1= Q) 3
2 —— -
_ 1
41 |» = . - . 3 {
\14) Click Print Final, then click Next Step. e
9 pages Frint Draft Print Final Frev Step Mest Step 3
5 :
3 Emphage’s 55N 1 Uages . tipe, other compensation |2 Fede @l licome &0 wikiekd 3 Emphe’s S5H [1 iages . tipe, other compe betion|2 Fede 3l ncome 0 Wit ke K
455-59-0223 1,8052.00 204 .27 455-89-0223 1,8082.00 204 .27 i
CME Ho. 15450005 5 SoCEl SecI Ty WageE 4 Social sech My Eowit ke K ONE No. 15¢-0R 5 Soctl sec rywages 4500l xeclrn{mwmlen l
2.125.00 131.75 2.125.00 31.75 J
b Enplqerlmncaﬂm wamber |5 Medican: wages and e 8 Medicane G whi e ld b Emplover ik viflcation samber |5 predicare wages and & Mediare 2 with ke i 1
01-9999992 2.125 .00 30.21 01-9999992 2,1?5.00 30.21
¢ Empiaxers iame, address, ard ZIP oo 4 Enph:\fers aame, aclclres_s. ad ZIP code
Soclial Service Agency Social Service Agency
nsa 313 Eask.Buaderson Lane s e e ] | 313 BASL Anderson LalGw. s | . s ods }

1. Form Record
This section lets you know what form you are looking at. As you move between forms (ie W2
Employer Copy vs W2 Employee Copy) you will see the progress bar advance.

2- Page Record on the Form
This shows you which page of the current form you are on. It lets you select which page you want
to view.

3. Print Buttons

Print Draft will print a watermarked copy that cannot be used for filing while Print Final will print
the actual form for filing. NOTE: “Print Final” can be selected multiple times. For example, if you
want three copies of a document, simply click “Print Final” three times before proceeding to the
Next Step.

NOTE: If you have selected to efile, certain forms may only have print draft available. This is to
avoid accidental duplicate filings.

4- Next Step

Once you have completed reviewing and printing these forms click this to move on to the next
form in your list. For W2 filing the Previous Step button is disabled. If you have to go back to an
earlier form you will need to start the process over again.

After you have clicked Next Step on the first form it will take you to the next form on your list as
well as asking if you would like to print the final copy of the form. Once you have advanced to the
next form you cannot go back to a previous form without restarting the process. Look in the
Form record section (pictured in yellow) to see what type it is. In this case, it is the Employer W2.
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File  Edit

3 pages

View Tools

Help
Feport 2 of 5 Employer W-2
—————————

1 .
<4 > L) Click Print Final, then click Next Step.

O

Frint Craft Prink Final

)

1

=R

Frev Step Mest Step

Mg meiionn o Wi, o ang s

3 Emphges SN 1Uages. Ope, ober COmps k33008 [2 Fedk @l Income dwitabe 3 EmMpiEe’s SN Tiages . 1Fs, Othel COMEe beation |2 Feckral oome G Wit ek
455-80-0223 1.800.00 204 .27 433-33-3333 50,005 .28 4.611 .82
. 3 S0kl sec riywages 4 Sockal £ econ riy e wik be i OMA Ho. 15E-IR 7 Sochl secartywages 4 Sochl ecarty Bowhbe
2.125.00 1.75 52,893 .97 3,279 34
5 Medrar vages Ind I0e G Median: mwibked D EMpIsg T 3¢ hCaton Kimbe 1 |5 Medkar: wages 3nd oe T Medran wwmbier
2.125.00 30 .81 01-39593352 52,893 .97 o691,
R i T L T B ol e By g g T T T

Clicking the Next Step button will bring the next form and so on.
File  Edit

Help

Feport 3 of & Federal W-2
s

2 -
« » L) Click Print Final, then click Next Step.

B pagas

Wiew  Tools
L

Frewv Step Mest Step

Frint Craft Prink Final

j‘~_ P

o«
22222 X D a Bmployes's social securty number For Official Use Only e ?
Haid 433-33-3333 OME No. 1545.0002
b Employer identification number (EIN) 1 ‘Wages, tips, other compensation | 2 Federal income tax withheld
01-9999992 50008.28 4611.92
& BEmployver's name, address, and ZIP code 3 Social securty wages 4 Social zecurty tax withheld
B e T W | PP B J L Y
File Edit Wiew Toos Help \‘
Repart 4 of & Federal W-3 1
1, 0
- 1 - 3 N N N . - h
< » 1) Click Print Final, then click Next Step. 1~ rh ‘ :

1 page Frint Draft Print Final Frew Step Mewt Step

4
4}'

33333 ‘ # Fertrel number For Official Use Only W
OME MNo. 1545-0008
b a1 Military 443 44 1 ‘iages, tips, other compensation 2 Federal income tax withheld
Kind O 0 0] 431337.15 8331956
Iggyer CT-1 Fgﬂjld M i%?-ﬁs, EE&E?V 3 Social security wages 4 Social security tax withheld
ok Lo g T LT Ll 34692089 | e 2138484 L

The final Page is the Employee Instructions. If you do not have forms with these instructions
printed on the back you can print them out now and distribute them to your employees.

File Edit View Tools Help

Report 5 of 20 %W-2 Motice

1 - 0
< > L) Click Print Final, then click Next Step.

1 page

4
?
1,
\l-.e — rh :
Frint Ceaft Print Final

Frev Step Mest Step

Notice to Employee

Refund. Even if you do not have to file a tax return, you
should file to geta refund if box 2 shows federal income

Boe 12 The hliowhg st expEihs the codes £ hown I box 12, ion may weed
ik Wwbmator © compkde your & et Ekctie dekrake gockes OLE F,
and S and det Khaed Roth contrbations odes 40 2nd BE) vackrallpls an

s S0 WitPEIG OF TyOU can take the gamad Icome Credit .. .90l Nk B bal SISTD, GRATL N0 01 i3 SUBLEDON BET O 0s n

N g
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eFiling
After you have done all of your printing, if you selected to do any eFiling you will be prompted to
Log into the Aatrix® Website.

Secure eFile Login

Username Forgot your login?

Password

Login [T Remember Me

Use your Aatrix® username and password, not your MIP Fund Accounting username and
password. If your organization’s FIEN # has already been registered with Aatrix® and you do not
know your user name or password contact the person who registered. If they are not available
contact Aatrix® directly for your options. They can be reached at helpme@aatrix.com or 1-701-
746-6814,

If this is your first time using Aatrix® or your organization does not have an account click the
Forgot your Login? Link followed by the Enroll Link on the page that loads. To complete your
enrollment you will need to have your organization’s information, a credit card number. You will
need to print then fax or mail an authorization form before anything can be filed through
Aatrix®. (This includes free Federal filings)

After you have eFiled you can exit out of the process or do more processing. For instructions on
additional processing or to do corrections see Section 6.
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Section 5 - Required Forms

NOTE: W2’s, 1095-C’s and 1099’s will be done through Aatrix®. You may wish to order your 1099 or
1095-C forms when you order your W2’s. For more information on how to do 1099’s through Aatrix® see
KB 12806. For information on 1095-C forms see the required section of KB 13801.

MIP FUND ACCOUNTING Fund Accounting includes the “Tax Forms and eFiling by Aatrix®”
functionality for Payroll tax forms. This new feature eliminates the need for some or all pre-printed forms-
allowing you to eFile or print your tax forms on plain paper instead. If you chose to print forms note the
requirements.

Form Requirements for W2

-The Employee copy of the W2 should be printed on the blank 4 part perforated paper.

-The State copy (if any) should be printed on the blank 4 part perforated paper.

-The Employee Notice is printed on the back of the 4 part perforated forms or it can be printed separately
on plain copier paper

-The Federal copy of the W2 can be printed on plain copier paper, no forms needed.
-The Federal copy of the W3 can be printed on plain copier paper, no forms needed.
-The Employer copy of the W2 can be printed on plain copier paper, no forms needed

Below list for the form numbers for MIP Checks and Forms.
To Order call 1-844-857-2898 or log on to:

https://lwww.mipchecks.com/estore/TAX-FORMS/W-2s/cat1820039 ctqgy.c?networkld=Abila

Only the below part numbers are compatible with MIP FUND ACCOUNTING.

W-2 Forms
W-2 Laser — Form Only — One employee per page
LW2BLANK4

Bundle W-2 Laser Package Set — Forms and matching envelopes.
LW2BK4DWS

W-2 Forms have the following features:

* IRS-Required Plain Perforated Paper

» Laser W-2 for use with Laser or Inkjet printers.

* Each 8 1/2” x 11” sheet is perforated according to IRS regulations

* Fully compliant with IRS Publication 1141

* Employee filing instructions already printed on the back to save you time and money
* Form only option also available upon request.

* Free W-3 Transmittal form with every W-2 order.

Question-If I have forms left over from last year can | use them?

Answer-The blank perforated stock does not change from year to year. Any unused stock from last year
can be used this year. Pre-printed forms are year specific and cannot be reused.
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Section 6 - Corrections, W2C’s and Additional filings

There are two ways to start working with your W2 History. You would do this if you want to do a
correction, W2C, reprinting or additional filing.

Go to History

Select Farm
Farm Type: |Hist0r}l ﬂ|
State: | ﬂ|
Form: | ﬂ|
Fulltime Employees
Calculate uzing Payrall Hours Calculate uzing Wweb Timesheet Hours

Down at the bottom of the screen Click OK.

o Cancel ? Help

This will bring up a screen that shows ALL histories.

Choose the History File that you wish to work with and click EDIT.
UL Open Report

Wiew/Print Remove ‘

Setup...

[m] Marme Type | State | Period | Statuz | Details | Date Saved
@z fwe ] Fecord | Click View for details.. 1241342019 3:00:47 AM
[[] Federal Tax Deposit [EFTPS) Federal 2m8 Printehd ail 11172013 1 2:05:27 PM
[1 341 /5 chedule B/941 4 Report Federal 208 a1l Printé ai 8/14/201912:21:40 PM
[] 4N DEED-1/1D Reparts SUTA kM 201802 eFile 1 employes FAANA20912:24:40 P

NOTE: In most cases you want the file that says “Record” as the status. Choose the wrong file
and result in your existing filing being overwritten with incorrect information.

After you have selected the correct history this screen will come up.
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N !
W-2/1099 Preparer e
W-2 History File Options
You have already completed part of your U.5. W-2 filings. Please review what you have completed and select which
action you would lilke to take next.
Each time you complete an action you will be retumed to this screen.
Last Completed Actions Awvailable Actions
Form Last Completed Action 2 * Reprint Completed 'W-2s
Employee W-2 Printed on 12/02/2016 Reprint a copy of any W-2 filing that you
Federal W-2/W-3 Printed on 12/02/2016 have alrzady completed.
NM State W-2°W-3  Prirted on 12/02/2016
Employer W-2/W-3  Prirted on 12/02/2016 3 " eFile or Print Incomplete 'W-2s
Local W-2°W-3 eFile or print army required W-2 copies you
1 did not process yet.
4 " Correct Completed W-2z
Make comections to W-2 copies that you
have processed. Also, add/delete
employees in this process.
5 " Start Over
Clear your past actions and start the W-2
process over again with new payroll data.
7 View Detailed List of Completed Actions | 6 " eW-2 Pazsword Lookup
Lok up your employee’s password
Wiew Instructions on Retuming Later | infarmation.
Mead = Close Help
L &

1 — This is a list of the current status of your filing. If you do not see your filing here it means it
was not done or not completed to the point of being finished.

2 — Reprint Completed W2s

You would use this action to reprint any copy of the W2 that has been taken to completion
(either through printing, filing or e-filing). This is the option you would use to replace a lost W2 or
give an employee an additional copy.

3- Process Non-Filed W2 Copies

You would use this action if you have not fully completed your W2 filing. For example, you may
have printed the employee copies but not e-filed. Or you may have filed the federal copies but
not the state copies.
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4- Correct Completed W2s

You will use this option if you need to make a correction to a W2 that has already been
distributed or filed. For example, you print and e-file your W2's and then an employee points out
a mistake. You would not use this option to produce a W2 that was missed or skipped.

5 — Start Over

This option will delete your previous W2's and start over again. You will lose any changes or
modifications you have made to the W2’s in the Aatrix® grid and the data will be pulled from
MIP FUND ACCOUNTING. If you have eFiled this option will not be available. Use Correct
Completed instead.

6 — eW2 Password Lookup
After you have filed W2'’s using the express filing or complete filing methods this option will be
available to look up the employee’s password for their eW2’s.

7 — View all Completed Actions
This gives you a history of your past W2 actions. It is a good record of what was done when.

The status column gives you the status of the various actions. The different status values are.

Print&Mail — The record of a W2 that made it to the printing process.

eFile- The record of a set of W2’s that were eFiled. This doesn’t mean that an eFiling was actually sent to the
government. Only that it was selected as an option.

Record — This is the record of the information in the W2 Preparer Grid.

8 Past Actions

# | Drate-Time | Action Type | Filig Type | Status | Employees | Farm -
1 10/21/2009 18:54 Filing Employes Pririkihd ail g Employes /-2 i
W2 Motice
|2 -, et Uzer Edit - o - e
o8 NP oA . I.-\_\- r -'-""'\*M = o }\ “, ""\____‘M -\aﬁ 1 W

T

How to Process Additional New Filings

If you did not do all your filings the first time (for example you skipped your Employee filing) you
have the option to go back and do them. To do this you would choose Option 4 — Process
Non-Filed W2 copies.

Last Completed Actions Available Actions
Form Last Completed Action " Reprint Completed W-2s
Reprnt a copy of any W-2 filing that you
Employee W-2 have already completed.
FEdEFa| W-E_-'W-3 PrintEd on 12-"0?-"2012 (;" EFilE or Plint |n[:Dm|J|E|ZE w_zs
State W-2,/W-3 eFile or print any required W-2 copies you
did not process yet.
Local W-2/W-3
" Correct Completed W-2s
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In this example notice that the check box for “Print Federal W2s and W3 is grayed out because
of past actions.

{* Other Options Fed or State efilers receive Free, Fasy Comections!
[v Print my Employes W-25
[ eFile Federal W-2s and W-3 5
[ eFile State W-2s and Reconciliation Forms 5
=

[ Prirt State W-2s and Reconciliation Forms

After selecting that, you will be asked a few questions in the Wizard and then you will get the
screen showing what actions will be taken.

Based upon your selections, we need you to review data on
the following forms:

Employee
Prirt Employee W-2
Frint W-2 Matice

You will get the form viewer screen with the forms selected to print. After successfully printing all
the forms you will see that your actions have been updated.

Last Completed Actions

Form Last Completed Acticn
Emnployes W-2 Printed on 12/07/2012
Federal W-2/W-3 | Printed on 12/07/2012
State W-2/W-3

Local W-2/W-3

jiew Detailed List

How to Reprint Completed W2s

After printing once, if you need to reprint a W2, you can do that from the W-2 History File
Options. You select the Reprint Completed W-2s action.
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Last Completed Actions Auvailable Actions

Form Last Completed Action ' Reprint Completed W-2s

Reprirt of W-2 filing that
Employee W-2 | Printed on 12/07/2012 have shoadh somplated. oo
Federal W-2/W-3 | Printed on 12/07/2012

" eFile or Print Incomplete W-2z

State W-2/W-3 eFile or prirt amy required W-2 copies you
did nat process yet.

Local W-2,/W-3

- -2z

ct Com

If you select this, you will get the Reprint Options screen. This will let you select from your
already printed forms which ones you wish to reprint.

Reprint Options

Select which copies of previously completed W-2s that you want to reprint and. if you are reprinting Federal and/or
State copies, select which type of copy you require.

Any grayed out tems have not been printed or eFiled. Click the Back button to retum to the histary options screen
and select eFile or Print Incomplete to access those reports.

{* Reprint Completed W-2s
[v Employee Copies
[ Federal Copies (+ '-"“
[ State Copies {+ "
[ Employer Copies

" Print Sorted Locality Copies

Mote: To avoid duplicate processing, eFiled copies will print with a record copy watermark.

If you select Federal or State Copies the box at the bottom asking if you want to reprint Original

or Record copies becomes active. Original Copies can be used to file taxes with the
government. Record Copies will have a “Record Copy: Do Note File” watermarked on them.

After selecting the copies, you wish to print the Reprint Employee Options Screen Comes up.

NOTE: If you have used the complete filing option reprints will be watermarked record copy. If
you have eFiled the Federal Copies will be watermarked.
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{. W2/1099 Preparer [

Reprint Employee Options
Select which employee copies you want to reprint
+ Al Employees

" Selected Employees
" Employee Instructions Only

Selected Employees Tool

SSN:

Last Name: A

First Mame: 4

Search Results Sort by: b
| [V Reprint SSN Last Name First Name -
v 325958157 Ewening Sam
v 433333333 Jeffries Dana
v 454598785 Martin Anna Belle
v 272576464 Michaels Scott
v 211188787 OToole Ken £
v 4582178556 Parks illie
v 2211212 Savage Natalie

< Back | Mext = | Close Help

This screen gives you the option to reprint all or a select group of employees. If you choose
selected employees, you can filter and sort on employee information and select the employees
you need to do the reprints for.

After Clicking “Next” it will take you straight into the form viewer window. You can make your
reprints directly from this window.

Reprints will not update your last action but will show up in your View All Completed Actions.

Correcting W2s

If you have already printed and filed your W2’s and need to do a correction you will choose the
“Correct Completed W2’s” option.

This will bring up the Correction Options asking if you have distributed any copies. If any copies
have been given to the Employee or Filed to the Government (mailed or Efiled) you should
check the boxes.

If you have eFiled or used the complete filing option the system may restrict your options based
on the status of your eFile in Aatrix®.
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- '\
Correction Options

Have wou distributed any of the following copies?

| Form |
Employes W2
Federal w-204/-3
[ Mk State wi2hw3

Back |
ﬁ

L

Selecting this option will take you back into the Aatrix® Grid which will show your W2 History.
You should make the necessary changes to your W2 Information.

".lfuz-rif_v,|r Employee Information Next Step p q

rmemm o

25953157 Evening 1256 Blue Honznn Way
433-33-3333 Jeffries Dana
454993765 Martin Anna Belle

£212042.56| $40125.64 | $217319

TOTALS:

10.00
180600
22536458

54050.00

8768 I‘.1ercur].r Drive

2.52-6464 Michaels Scott ¥ Lirplane 51370.00
711193757 OToole Ken z 2346 Hamilton 2156736
221-21-1212 Savage Matalie P 5555 Oak Mott Road 17100.00

Anytime you make a correction the field corrected will change color and the row number that
field is located on will become highlighted as well.

WARNING- Do not delete any employees from this grid unless they were not supposed to be
issued a W2. Deleting employees from this grid will result in their W2 record being removed,
even if you have already eFiled.

After all the changes have been made and the data has all been verified if there were state
corrections required you will be asked to verify that.
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When you go to print your corrected filings you may either get a W2C or a replacement W2.
It depends on if your W2’s have been sent to the government or eFiled. If your Filing has been
mailed or electronically filed you will get a W2C, otherwise you will get a replacement W2.

Even if you have eFiled you may still get a replacement W2 because Aatrix® has not submitted
your eFile to the Federal Government.

Depending on the forms chosen and the type of corrections made Aatrix® may print some or all
employees after you have made a correction. If you do not want to print the entire range of
employees that Aatrix® lists you can choose to print specific pages.

Starting Over

If you have significant problems with your W2 you may wish to simply start over. To Start over
choose the Start Over action on the W-2 History File Options.

Last Completed Actions Available Actions
Form Last Completed Action ' Reprint Completed W-2s
Reprint of W-2 filing that
Employee W-2 | Printed on 12/07/2012 hve sheady complated.
Federal W-2/W-3 |Printed on 12/07,/2012 " eFile or Print Incomplete W-2s

State W-2/W-3 eFile or print any required W-2 copies you
Local W-2/W-3 did not process yet.

" Comect Completed W-2=

View Detailed List of Completed Actions | e

| employees in this process.

Wiew Instructions on Retuming Later

(" Start Over

Clear your past actions and start the W-2
process over again with new payroll data.

You will first be asked if you have distributed any copies. This means that you have either
handed them out or filed them.

If copies have been distributed, then you cannot Start Over. Instead, you must go to Correct
Completed.

If you say NO then it will take you back through the W2 Wizard.
The grid will be refreshed and new information will be pulled in.
Any previous edits, deletions or changes that you made in the Aatrix® grid will be lost.

If you have eFiled Start Over will not be available. If you wish to start over you will need to log
onto the Aatrix® website and delete your filing for start over to be available. If any portion of
your filing (Federal or State) has already been submitted, you will not be able to delete it. If you
need to start over at this point you will need to contact Aatrix® for assistance.
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Section 7 - Adding State and Localities to your W2

Aatrix® directly supports printing forms for many states as well as a few select localities. If you
have information for an Employee’s state withholding already recorded in payroll, it will
automatically be pulled into Aatrix® and you will see it identified in the preparer grid.

If the taxes were recorded in MIP but are not coming into the Aatrix grid they may not be set up
to do so. Go to Maintain>Payroll>Other Taxes. Pull the Tax up.
On the line that says Aatrix tax type click the find button.

In the filter choose your state (1) and then the Display records button (2). This will let you select
a supported Tax type (3).

Mg LTY )

Total Matching Records: 99

Avallable Fiter | Selected Fiter ComparesTo | Criteria1 | Criterin2
Ahory Stat - P& 1

< >

Available Items

Records per Page

[ state | Autharity [ Name Aatrix Code__| ~
I |Other | Armstrong TCD (03) 5058 |

er ) (05) 5080
PA Other Berks TCD (05) 5061 |
|Pa |other Blair TCD (07) )@2 |
[P [other [Bradford TCD (08} 5063 | @
4/ 4||Record |12 rH|_< >

The next time you pull Aatrix in any tax information with that code will go to the appropriate column.

If you don’t have that information, or you need to record some type of information that is not
recorded in MIP FUND ACCOUNTING, you have the option of manually creating that column in
the W2 and then manually adding the values.

In the W2 Setup Wizard there is a screen for adding State and Local Tax Items. If you have
already gone past this point you can always go to Edit>Update Company Information to get back
to the wizard.

| State & Loval Tax tems o

State Towoms

Tax Hame: Tax Account Bmber agd |

i
i
S

Jil
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If you click on add it will let you create the tax. There are many pre-defined taxes for states and
some localities.

Local Tax Item x|

Click # or press F1 For help, @J}
State: [y (e ork) =]
Tax namme: IMeterDIitan Commuter Transportation Mnj

I Metropolitan Commuker Transportation Maobil

W-2 name: | MCTMT

Tax bvpe: IF - Dther Income Tax j

Tax accaunt nurmber: I 465-553222

(0] 4 Cancel |

If you do not see the tax you are looking for it will need to be created.

To create a new tax, you must first select the State that the Tax resides in, even if it is a local tax
(what state is the locality in)

Local Tax Item x|
Click ? ar press F1 for help. @/}
Skate: Ic.ﬁ. (Califarnia) j
Tax name: I:: Zustom kax name = j

I Bay Area Breathing Tax

W-2 name: | BART

Tax bype: IC - City Income Tax j

Tawx account nurmber: I 85-55665464|

There are different Tax Types that can be designated. They are City, County, School District and
Other Income Tax.

31



Tax bype: C - City Income Tax j

Z - Ciky Income Tax

D - Counky Income Tax
E - School Districk Income Tax
F - QOther Income Tax

Tax account number: |

After you have added the Tax(es) you should see them in the screen to use.

;
Local Tax [tems

r

n

Stake | Tax Mame | W-2 hame | Tax Tvpe | Tax Account Mumber Add
_h, Bayv Area Breathing Tax BABRT Ciky 85-55665464

Ny Metropaolitan Commuter Trans, ., MCTMT Cther 455-553222 Edi... |

Femove |
T,

PR ——— - SR e, s I
S e AT et e e ST ES - o

R — IS

| W

After the columns have been added continue with the W2 process as normal until you get to the
preparer grid. On the preparer grid you see the columns that you have added.

|BABT Wages [BABT Tax  [MCTMT Wia. [MCTMT T
1000000 100,00 | 1

_____ . —— RS —

If you do not see the column that you added, it is because the value that you gave it in the Tax
Name portion of your setup is not a field that can show on the W2.

You will notice that there are no values for these taxes in the preparer grid. You will need to
manually type the values in. To manually add in values, click on the cell that you wish to type in a
value. You may be able to type the value directly into the cell or it may bring up an edit box.

Edit State Detail records

The tatal that iz digplayed in the grnid iz calculated
from the detail recardz. To chanage the amaount in
the gnd, pou must change the detail records.

Rec# Date | CAVWayes
Mey 20091001 10000
Mey 20091015 12000
Mey 200911 13000
ey 20091023 |
Mey 20091023

., P S N |
T e, SR = -

R

Some values that you put in (usually State Wages and Taxes) must have a date associated with
them. The edit box allows you to enter the wages in with as much detail as you wish. The Date
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column is the date that those wages were paid. You can break the wages out into the actual dates
they were paid or lump them together at the end of the year depending on your reporting needs.
The date format in the date column is YYYYMMDD.

Other values (usually Local wages and taxes) may not require a date. The values can be directly
typed into the cell. When you are done the values should appear in the grid.

:"
306 (3500000 35.00 35000.00 350.00 ?!
460.00
957.50 J
. PP S S ETLEE T

antem,

These values will carry forward to your W2 printouts and filings.

NOTE: Any information entered through this method WILL NOT update the values in MIP
FUND ACCOUNTING. It will only show up in Aatrix®.
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Section 8 — Electronic Distribution of W2

The ability to distribute your W2's electronically is an option as part of the Complete Filing Solution.
If you wish to use electronic distribution you have two options.

One is to distribute electronic W2’s in addition to the regular complete filing solution. You pay for
the complete filing solution and in addition to Aatrix® printing and mailing the Employee copy the
information will be available for download off of a website.

The other option is to distribute electronic W2’s ONLY. This decision is made on an employee by
employee basis. Selected employees will not receive a paper W2 in the mail. Their information
will be available for download on a website. Using this option reduces the cost of filing from over
$2.00 to $.99 for each employee selected. This selection process is made in the Aatrix® grid.

NOTE: The electronic distribution of W2’s requires putting in your SMTP information into
the Aatrix eFile website and making sure your SMTP server security is properly configured
to allow the connection. Assistance with this is beyond the scope of MIP support.

For the most efficient processing there are several steps you should take prior to running your
W2’s.

First go to Organization>Organization Information and select the electronic filing tab. You should
fill in the information requested.

Organization ] Address ] Segments ] Modules ] Field Lengths  Electronic Filing l
Contact Information ,
Preferred Method of El | %
Matification: J f
Marne: Annabele Martin {
E-mail: amartin@abc.net Fax: ;

3

Personal Identification 12345 {
Mumber: {
B SSNPII *Ur C e SO Dt W “-.,* - _--—-..»"(

Prior to doing electronic W2’s you are supposed to receive a signed consent form for each
employee. You can print a copy of this form by going into Activities>Payroll>Tax Forms and E-
Filing by Aatrix® and selecting the Electronic W2 Consent form to print.

Select Form -
Form D escription .

F

Form Type: Federal ﬂ Use this ta print an electronic 'w-2 §
employees., 4

State: FE ﬂ f
@m: Electranic "2 Congenl ﬂ) {
P

PRSPPI

AR A it a o e e ot R i,

After you have received the forms you should go to Maintain>Payroll>Employee Information and
pull up each of the employees that have elected to receive an eW2. On the W2 tab there is a
place to put in the Electronic Employee W-2 Information. You should fill this information in.
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Emplryes | Address | ob and Pay | Direct Deposit | Federal Tas | State Tax | Other Tawes w-2 |Nntas | ser Def?

[~ Medicare Qualified Government Employes :

[ Box 13 Items f
[~ Statutory Emplayes I~ Retirement Plan [~ Third-Party Sick Pay

~Electronic Employee W-2
[V Issue employee -2 electronically using AatrixE

Email; saveatree@bob,com

e
P e

Newr L e

After you have updated the employee information it will automatically pull into Aatrix®.
If you don’t put this information in you will have another chance to add it to the Aatrix® grid.

Once in the Grid you will be able to see and modify the electronic W2 information.

Code|E-mail Address Electranic -2
ChooChooT @rail.org r k|
saveatres@bob com ¥ ;

-
C F
R A ,____...-" PR '\l' _J

If you have selected the complete filing option then every employee who has an email address
will have the option of retrieving their W2 electronically as well as receiving the mailed copy and
you will be charged $2.04 for that employee.

Employees who have the Electronic W-2 only box checked will only be given an electronic copy,
no paper copy will be mailed, and you will only be charged $.99 for that employee vs. $2.04.

If you do not have the employee email address at the time, you can still print out an access letter
for the employee to use to retrieve their W2 information and add their email address in the W2
Password Lookup Tool (see above, Section 6, Field 6 of this guide) and email them the notification
at that time.

After you have confirmed the electronic W2 information in the grid, then go to select the complete
filing option, you will see the price difference if any employees were selected for electronic W2’s
only.

W-2 Pninting and Filing Options
Choose Complete W-2. eRle Fed or eRle State and pick your filing dates. Comections b

% Complete W-2 eFiling Service BEST VALUE! # Employees

The efile Center wil:
- Print and Mail Employee Copies b
- eW-2 Only Employee Copies What's This? 0

- File your Fed W-2s and W-3to the 55A

r - Fle Eur State W-ﬁind Reconciliation Fo
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Section 9 - Advanced Grid Operations

The W2 Preparer grid has many data manipulation options built into it. These can be accessed
through the various menus or by right clicking on the column headers.

The Edit Menu provides the most functionality. Like an Excel spreadsheet you can sort, cut, copy
and paste information to and from the grid.

ks W-2/1099 Preparer [85-6848954 NPS Training Organization]
File | Edit Wiew Help
Undo Ctri=Z |
Veri
p— Cut Ctrl+X
— L
Copy Ctrl=C
Paste Ctrl=V
Find...
Find / Replace...
Sort Rows
1 Dana
2 Sort Columns Anna Belle
3 Links » Scott
5 Rows 4 Rename Column
Company Setup...
Select / Deselect All
Import C5V file to this column...

Copy/Paste

The Aatrix® grid has copy and paste functionality built into it. You can select an entire row or an
entire column to copy or paste. Select the Row or Column header like you would in a spreadsheet
and go to Edit>Copy or CTRL+C. You can then paste this into your spreadsheet. The inverse can
be done as well. Copy a range of cells from your spreadsheet and paste them into Aatrix® a
column or row at a time. Due to limitations of the Aatrix® program it is not possible to copy or
paste multiple columns at the same time. You can only copy one row or one column at a time.

Update Company Information

If you need to make changes to your company information (Address, State and Local Tax Iltems,
941 information, third party sick pay etc) you can do so in the Aatrix® grid by going to
Edit>Company Setup or Click on the Company Setup Button. This will bring up the initial company
information Wizard and let you make changes.
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=& W-2 Setup Wizard :

‘ \ﬂ Company Information

Compaty namme: IS ocial Service Agency

Trade name: I

Address line 1: 313 East Anderzon Lane o e P
e

'\\_.,,---"\__,-‘-"*\_(,

Sorting

Aatrix® provides the ability to sort on any column in the grid. To sort on a column RIGHT CLICK
on the column in question you will see a sorting option on the dropdown menu.

TOTALS: Employees (5) Corrected (0)
I Cut

Copy
Paste

Find...

M,

Replace...
Import CSV file to this column..,
Sort rows by '55M'

Other Column Functions

In addition to sorting there are many other options you can do with each column as you can see
in the menu.

You can move the columns to the left or right. You can Cut or Copy information. You can also

Find or Find and Replace.

Find what | oK |
Replace with: | Cancel
Optionz

* Mo special options
" Just remave FIND text fram curment text
" Just add REPLACE test to current bext

Inserting a Row

Another useful command in the edit menu is the Rows>Insert. If you need to add a new record to
your W2'’s you can insert a line into the grid and then manually add the record by typing in all the
information. You can also insert a row by selecting the Row by right clicking and choose Insert.
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Deleting a Range of Rows

While you cannot copy a range of rows it is possible to delete a range of rows. This can be useful
after you have sorted rows for records you do not want. You can use the SHIFT + Click to select
a range of contiguous rows or the CTRL + Click to select multiple non-contiguous rows.

Run W2 Notification Wizard

This option on the file menu activates the Aatrix® Password deliver wizard in order to distribute
eW?2 password notifications. It is the same process as if you were going through the Aatrix®
Password Wizard the first time. For detailed instructions see Section 8.
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Section 10: Auditing and Correcting Your W2’s

If you are uncertain about the origin of the values that have been pulled into the Aatrix® grid you
can check those values by running a W2 information report (Reports>Payroll>Payroll Tax
Worksheets). To do that:

NOTE: You must Calculate W2 Information for the current tax year before this report will work.

Go to Reports>Payroll >Payroll Tax Worksheets>Calculate W-2 Information.

Select all employees for this tax year.

Click on Start to calculate.

Go to Reports>Payroll>Payroll Tax Worksheets>W-2 Information.

Select the <W-2 Box Information> Report.

Go to the Filter tab and select the W-2 Year = 2022.

Go to the Content tab and add “Employee ID” to the Report Body.

Choose to “Show Total” for the Employee ID (this will help organize the data).

Stay on the Content tab and add all appropriate W2 Box numbers that pertain to YOUR
organization.

10.Go back to the Setup tab and hand key a new and unique Report Name.

11.Run the report (to printer or screen).

12.Use the MIP FUND ACCOUNTING W-2 Information report to compare values with the
Aatrix® W2 preparer grid.

©CoNo,rwNE

If you find values in the Aatrix® W2 preparer grid that do not match the values on the MIP FUND
ACCOUNTING W-2 Information report then you can manually change the numerical value on
the Aatrix® grid to match the report.

NOTE: Any changes made within the Aatrix® W2 preparer grid will not affect the MIP FUND
ACCOUNTING database.

If the numbers do match, but you believe the value in the MIP FUND ACCOUNTING W2
information report to be incorrect, you can get a detailed analysis of the contents by running the
Payroll Tax History Reports.

Auditing Boxes 1-6

To get a detailed listing of the values that were pulled into Boxes 1-6, go to Reports>Payroll
History>Taxes. There is a default report <W2 Detailed Audit Report> to use as a basis for your
research. This will produce a detailed listing of all transactions that have affected your tax
amounts. You may wish to go to the filter tab to restrict the information to a specific type of tax.
The most common cause of incorrect values in these boxes are:

1 — Some type of Earnings, Benefit or Deduction code was improperly set up on the Taxes tab
of that code. As a result, it improperly affected taxes (making them too much or too little).

2- An adjustment was done to the employee information, but the Taxes tab of the adjustment
was not correct. Usually earnings, benefits and deductions were entered on the adjustment, but
nothing was done in the taxes. As a result, the taxes are off by the amount of that payroll.
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Correcting Amounts in Boxes 1-6

To correct the values in Boxes 1-6, go to Activities>Payroll>Setup Adjust Employee Balances.
Select the employee ID, create and adjustment number and give it an adjustment date (usually
12/31 if you are making one adjustment for the whole year). On the Taxes tab you would select
and adjust the various taxes that are incorrect.

When making the adjustment, be sure to adjust both Subject and Gross Taxable earnings
together. The amount of the adjustment is the difference between the current value and what
you want it to be. Therefore, if your current value for a particular tax was $900 and it needed to
be $950 you would do a +$50 adjustment. Alternately you can just adjust the amounts in the
Aatrix® grid. This is discussed in Section 2.

Select] Earnings] Beneﬁts] Deductions ] Workers' Compensation Taxes }Leave]

S SUTA Employee Employer Subjec] Gross Taxable Employee Employer
Tax Type Jurisdiction Weeks SubjecF’:E:rnings I:.E.'afnings ! Earnings Ar?‘loxnt Arﬁo:nt
FIT 0 1 o000 oo 1 100.00 2 1o 0.00
55 0 =00.00 = 100.00 210000 4 620 4 6.20
MC o] 5§ Toww| § 1000 5§ 100.00 6145 6 145
* S

The numbers here represent what box number the adjustment is associated with (1-6).
Numbers in RED are the boxes that directly affect the values in Aatrix.

Numbers in are normally associated with adjustment to that value but adjustents in
those boxes will not actually change the value on the aatrix grid.

Auditing Boxes 15-20

The same <W2 Detailed Audit Report> also is useful for auditing your boxes 15-20. However,
because of the limitations of the MIP FUND ACCOUNTING system and the varied requirements
for the contents of Boxes 15-20 it is common to have amounts that are not correct. If this is the
case, you can correct the amounts in these boxes by using the same method for Boxes 1-6 but
adjusting State/Local/Other Taxes. If for some reason it is not possible or to complex to adjust
these boxes in MIP you can correct those amounts in the Aatrix® W2 preparer grid mentioned in
Section 2.

Auditing Boxes 12 and 14

These boxes are a little more difficult to audit. The reason being is that they often pull from
multiple sources and there is no one easy report that is guaranteed to pull them all. Amounts in
Box 12 can come from Earning, Benefit and Deduction codes. Most of the time discrepancies
are because Benefit codes or deduction codes are not set up as being subject to Box 12. In
most cases, only Benefit Codes should be flagged as being subject to Box 12.

To investigate those codes you should go to Payroll>Reports>History>(Benefits or Deductions).
There is a detailed default report that can be used to start with.
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Correcting Amounts in Boxes 12 and 14

Unlike other boxes, by adding or removing a W2 box number to a earning, benefit or deduction
code, the Aatrix® grid will add or remove all information associated with that code from the W2
box number. So, if you discovered your Box 12 information was off by the amount associated
with a certain benefit code, go into Maintain>Benefit codes and remove Box 12 (select W2 Box
Blank) from the W2 information. Recalculate your W2’s. The amounts from this code will no
longer contribute to Box 12.

'W-2 Information 4
Box Mumber: |m vI Box Code: I_;\, &
Code | Description 4(

'W-2 Box Blank

7 W-2 Box Mumber 7
8 'W-2 Box Mumber 8
10 W-2 Box Mumber 10
11 ‘W-2 Box Mumber 11

14 k W-2 Box Mumber 14

R e N

To get a list of which codes affect what W2 box you can go to Reports>Payroll>Lists and see
listing of the different types of codes. In the content tab of the report, there are fields called W2
Box Number and W2 Box Code. Add those to your report body to see what is currently affecting
your W2's.

Remember if you make any changes you should recalculate both your W2 Information report
and the W2’s in Aatrix® or the changes will not take effect.

Alternately you can just adjust the amounts in the Aatrix® grid. This is discussed in Section 2.

Health Insurance Reporting Requirements

The Patient Protection and Affordable Care Act of 2010 (Obamacare) requires that you report
the cost of group coverage health care on the employees W2, specifically in box 12 DD. To do
this you would mark the Benefit AND Deduction Codes used for health insurance as subject to
Box 12DD. This will net the two values in the W2.

Extra Medicare Taxes

Tax law states employees earning more than $200K will see Medicare wages taxed at a higher
rate. All earnings under $200K are taxed at 1.45%. Any earnings above $200K are taxed at
2.35% regardless of filing status.

Form 1095-C

Some employers will be required to report additional information regarding health insurance.
This is not a requirement on the W2’s, it will be reported on a separate form (1095-C).

41



