
 
 
 

How to Process W-2 Forms 
 

1. Select Payroll Tax Forms from the Payroll Main Menu. 

 



2.  Select Extract W-2 Information. 

 



3. You will see this screen: 

1. Select the year that you wish to extract W-2 data. 
2. For each deduction select the appropriate checkbox (pension plan or 
deferred compensation) or leave blank. 
3. Select the appropriate box that the total should be printed in. 
4. Enter the appropriate tax code for the deduction. 
5. Select F10 to proceed when all the options have been selected. 
NOTE: Tax question should be directed to you auditor or CPA. 



4. When the extraction is complete, select Print W-2 Report. 

This option prints a list of all the Employee’s W2 totals. Review this report 
and compare it to the gross wage report for the Payroll year (January – 
December). 



5. If any corrections are necessary, select Edit/Review Employee’s W-2.  

In this option, any of the W-2 employee information may be changed.  If 
any changes are made, it is important to run the W2 Report again to verify 
that the W2’s are now correct. 



6. When you have reviewed the employee’s data thoroughly, you are ready 
to print the W-2 Forms.  Select Print W-2 Forms.  

 



7. The following screen will appear:  

1. Select the starting number. 
2. Select the W-2 form format. 
3. Select F5 for an alignment if a dot matrix form is selected.  This is not 
necessary for a laser form. 
4. Select F10 to print the forms to the screen.   

 

 

  


