Springbrook — W2 Processing

Enterprise and Cirrus
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Agenda

= |RS information

= W2 process - Generate
= Exceptions
= Edit
* Proof List
= W2
= Export
= Commit

= 7.18 and Cloud only tax table updates
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IRS information

= General Instructions for W-2

https://www.irs.gov/pub/irs-pdf/iw2w3.pdf

= Accuwage

https://www.ssa.gov/employer/accuwage/index.html

= Be sureto have an active BSO login to be able to submit your W2
electronically.

= Springbrook does not give legal advice so will direct you to the
resources above to obtain specific code and reporting information.
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https://www.irs.gov/pub/irs-pdf/iw2w3.pdf
https://www.irs.gov/pub/irs-pdf/iw2w3.pdf
https://www.irs.gov/pub/irs-pdf/iw2w3.pdf
https://www.ssa.gov/employer/accuwage/index.html

No Tax on Overtime under the One, Big, Beautiful Bill (OBBB)

Effective for 2025 through 2028, individuals who receive qualified overtime compensation may deduct the pay that
exceeds their regular rate of pay - such as the “half” portion of “time-and-a-half” compensation -- that is required
by the Fair Labor Standards Act (FLSA) and that is reported on a Form W-2, Form 1099, or other specified statement
furnished to the individual. (Click here for more details.)

Per the IRS, Forms W-2 and 1099 for tax year 2025 will not be updated to account for the OBBB-related changes.

The IRS suggests “employers and payors are encouraged to provide employees and payees with separate
accountings of overtime compensation, so the employee or payee has readily available the information necessary
to claim the deduction for qualified overtime compensation for tax year 2025”. (Click here for more details.)

In Springbrook, for 2025, employees can use their last pay stub of 2025 to find their yearly overtime earnings, or you
can run the Pay Type Register only for the OT pay codes with Totals by Employees as the Report Type. Employees can
then furnish this information to their tax preparer to take the proper deduction.

Our Engineering team will review to see what changes are needed for 2026 W-2 reporting.

Spril'gjg;)—_@



https://www.irs.gov/newsroom/one-big-beautiful-bill-act-tax-deductions-for-working-americans-and-seniors
https://www.irs.gov/newsroom/treasury-irs-provide-penalty-relief-for-tax-year-2025-for-information-reporting-on-tips-and-overtime-under-the-one-big-beautiful-bill

An additional informative resource is a webinar from the Government Finance Officers Association (GFOA) provides in
depth review of the new law and what constitutes eligible Overtime earnings. We strongly suggest you review this
webinar as it may answer many of your questions and provide additional information.

GFOA Implementing No Tax on Overtime
(This is a YouTube video and starts with a short ad, which you can skip.)

L

Just in Time: Implementing
“No Tax on Overtime” for

Government Employers

December 1, 2025

No Tax on Overtime FAQ
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https://www.youtube.com/watch?v=6QTRcRBnC8k
https://www.gfoa.org/no-tax-on-overtime-faqs

Prepare for W2s - Balancing

Remember - If the Payroll history is correct in the system W-2’s will process
without any issues or modifications.

= Complete 4" quarter reports.
= Do any manual check adjustments to handle items like disability pay.
» Total the reported amounts for the year.

* Run adeduction register (Totals only) for the year.
= Checkagainst W-2 proof list
= Make sure the totals for FICA/FICAR and MEDI/MEDIR match.
=  MEDI will not match if you have employees that earned over $200,000.
=  FICAwill not match if you had employees with disability pay (depending on plan).
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W2 Process (Enterprise and Cirrus)

= Generate - Brings in employee information to the batch.
= Exceptions - Optional step.
= Edit - Optional step.

* Proof List - Summary and Detail available. Used to balance and find
errors.

= W2 - Prints the forms.
= Export - Exports data to be uploaded.

= Commit - Sends data to Employee Self Service (ESS). You must
commit batch for employees to see W-2 in ESS.
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. a Generate / W-2s

a Generate / W-2s — = X
File Window Help
©(// - [lxBe?
| Settings
11 | Year: [2024] [2]  Employer: Springbrook
Date to Use: Check Date || Employer Type State or Local Govemment ]
Sort By: Last Name M Address Line 1: 123 Main Steet
FICA Max: 168,600.000 Address Line 2:
:‘ SDI Max: 000, Ciy: Springbrook
— Federal ID: |999-93-99599 State: 1A b
4 | Reporting Group: Zip Code: 54220-4543

NY: State wages = Federal wages when printing W2s form

|| Ded/Ben Code Description w / Box Number j Code / Retirement Plan |-
| |OPSER OPERS - Employer 0
|| OPS PU OPERS Employer Pic... 0
| |oPsuAL OPSRP UAL 0 —
| | ORSHS Oregon SHS tax 0
1}7 | ORTRAN Transit tax 0
| » | OTHER Metro Tax 0
|| PEHP#1 Pol Prof PEHP MO 0
| _|PFHP#2?  Police Pmf PFHP Ma 0 F ¥i)

Batch: 00001.122024 .
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W2 Process - Generate

= Select 2024 (proper year being reported). S —
= Always use Check Date. '

@ |77 - e @@ P

= Select desired sort for the W2s. —

* Department Then Name - 2004

* Employee Number Date to Use: Check Date

= Last Name Sot By: Last Name

= Social Security Number At s
z .Check the FICA maximum and change ::D T e

if necessary. | —

= |f California, check the SDI Max.

= Verify the Federal ID is correct.
= Use Reporting Groups only if required.
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W2 Process - Generate (cont.)

* Employer Name and Address come | |
from System Setup. o e

Employer Type State or Local Govemment | 3 |

Address Line 1: 123 Main Steet

= Employer Type - Does not save in
earlier versions. o —
= Federal Government St kY ]

= Not Appllcable Zp Code: 542204543
NY: State wages = Federal wages when printing W2s fom

Address Line 2:

= State or Local Government
= State of Local Government tax exempt
= Tax Exempt

= NY: State wages = Federal wages on W-2 toggle — Used in NY. Forces
the State Wages to equal the Federal wages regardless of history.
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W2 Process - Generate (cont.)

= Mark Retirement Plan —

| RetOT

= Mark any deductions or s

| IMPUTE

benefits identifying REGON___

Oer Tax

—F

em p[oyee isin a Retirement _ feach

| HICHER

p[a n. HIFIRE

| HIFIRR
= Checks box 13 on the W2. Fp
| HILBNE
| HILBNR

= Fill in Box Numbers and
Codes o

| Description

Retirement for Overtime

Imputed Income Tax
Statewide Transit Tax

|_} Box Nu... j Code |_} Retirement Plan -

0 v
0

12 C

19 CITY

B CouNTY

Health - Providence

Health Ins - Providenc...

Heatlth Ins. - Fire Union
Health Ins. - Fire Union

Health Ins. - Lib Union...

Heatth Ins. Lib Union ...
Health Ins .-Lib-Non-R...

Health Ins - Lib-Non-R...

Health Ins - Kaiser ER
Health Ins - Kaiser

12 DD
12 DD
12 DD
12 DD
12 DD
12 DD
12 DD r
12 DD U
12 DD
12 DD

= 7.15+will create second W2s if more information than will fit in boxes 12, 14

and 19

Tip - The down arrow can make entry easier in this section of the window.
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Generate Notes

= Generate settings are not saved from year to year.

* Local Taxes (boxes 18, 19, 20) on the W2 - Functiona
been added to print the description keyed in the coc

ity has
e box if

filled in. If blank the description will come from the deduction

description (as room allows).

= DON’T forget to toggle the Retirement Plan box for any
deduction/benefit codes that should mark this box!

= Reporting Groups - Used to report separate Employer tax ID

numbers. Not often used unless you report multiple

agencies

separately. IF USED - MAKE SURE TO CHECK THE EMPLOYEES

IN THE REPORTING GROUP BEFORE GENERATING!

Sprirrggr-;;@



Form W-2 Reference Guide for Box 12 Codes

Uncollected social security or RATA tax on tips Substantiated employee business expense Y Deferrals under a section 409A nonqualified
reimbursements deferred compensation plan
Uncollected Medicare tax on tips (but not Uncollected social security or RRTA tax on Z Income under a nonqualified deferred
Additional Medicare Tax) taxable cost of group-term life insurance over compensation plan that fails to satisfy
‘550,000 (former employees only) section 409A
Taxable cost of group-term life insurance over Uncollected Medicare tax on taxable cost of AA Designated Roth contributions under a
$50,000 group-term life insurance over $50,000 (but not section 401(k) plan
Additional Medicare Tax) (former employees
only)
Elective deferrals under a section 401(k) cash Excludable moving expense reimbursements BB Designated Roth contributions under a
or deferred arrangement plan (including a paid directly to members of the Armed Forces section 403(b) plan
SIMPLE 401(k) arrangement)
Elective deferrals under a section 403(b) salary MNontaxable combat pay DD Cost of employer-sponsored health coverage
reduction agreement
Elective deferrals under a section 408(k){(6) Employer contributions to an Archer MSA EE Designated Roth contributions under a
salary reduction SEP (this includes elective governmental section 457(b) plan
deferrals made to a Roth SEP IRA)
Elective deferrals and employer contributions Employee salary reduction contributions under | FF Permitted benefits under a qualified small
(including nonelective deferrals) to a section a section 408(p) SIMPLE plan (this includes employer health reimbursement arrangement
457(b) deferred compensation plan salary reduction contributions made to a Roth
SIMPLE IRA)
Elective deferrals to a section 501(c)(18)(D) Adoption benefits GG Income from qualified equity grants under
tax-exempt organization plan section B3(i)
Nontaxable sick pay Income from exercise of nonstatutory stock HH Aggregate deferrals under section 83(i)

option(s)

elections as of the close of the calendar year

20% excise tax on excess golden parachute
payments

Employer contributions (including employee
contributions through a cafeteria plan) to an
employee's health savings account (HSA)

Medicaid waiver payments excluded from
gross income under Motice 2014-7

For more information on the Box 12 Codes click here.

Springbrook
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https://www.irs.gov/pub/irs-pdf/iw2w3.pdf

Exceptions

= Exceptionsinclude an exception if & -0

File Window Help

there are any negative totals brought =222

Drag a column header here to group by that column

into the process. These will rejectin | e eviomsoe
Accuwage.

= [faName, SSN or other required
information is missing the Exceptions
step will warn you.

4| il | >

= Besuretocheckfor Exceptionsand | T
make any corrections even if it is not
a stop error.
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Edit Step

= Do you need to edit anything?
* Hopefully not any primary information.

. Mda.ke sure the Retirement box checked before making any
edits.

= Change address information on the employee if possible.

= Toadd a new W-2

= Typically, only necessary if an employee did not have regular
wya%es b)L/Jt haé disabilityypay for tfl?e eyntire year. °

= Best Practice: Have W2 generated information match Payroll
History.
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Overflow W-2s

If an employee has more than 4 itemsin box 12 or more than 2 in box 19 a second page will be
created. Thisis being added for box 14. Not available in all versions.

The Plus| [ indicates the second W-2 record. If you edit one of the records you must also edit the

second record. [@uw: s w — o x|
File Window Help
2 & N & ®@e ?
| Control Number Name | Fed Wages | Fed Tax | SS Wages SS Tax | Medi Wages | Medi Tax | State Wages | State Tax

| 0000000001 Able, Zena Ann $52,323.48 $2.969.79 $52,323.48 $3.244.10 $52,323.48 $758.69 $52,323.48 $3,235.27

= » ;0000000004 Disch, David*M $1,391.63 $14384 $1,591.63 $98.68 $1,591.63 $23.08 $1,391.63 $8050 :
| Overflow 12a Overflow 12b Overflow 12¢ | Overflow 12d | Overflow Localit... | Overflow Localit.
__|H J N P
) 7. 0000000005 Glaeser, Kevin D $2,366.57 $280.08 $2,325.77 $14420 $2,325.77 $33.72 $2.366.57 $147.01
| 000000000S Hagenow, Lee”... $1572.12 $232.41 $1722.12 $106.77 $1.722.12 $24.97 $1572.12 $3458
| 0000000007 Junk, Rudolf L $2.261.67 $223.96 $2,263.49 $140.34 $2,263.49 $32.82 $2,261.67 $140.19
4 | 0000000008 Keil, Jeffery R $1,646.45 $182.06 $1,646.45 $102.08 $1,646.45 $23.87 $1,646.45 $100.20
) | 0000000013 Knowles, Kelly K $23,170.98 $1.791.05 $23,530.98 $1.458.93 $23,530.98 $341.18 $23,170.98 $1207.23
4 | 000000000 Lacroix, Paul A $1,659.33 $174.00 $1,659.33 $102.88 $1,659.33 $24.06 $1,659.33 $101.04
| 0000000002 Palmer, Carol A $39,736.49 $5.949.27 $39.736.49 $2401.64 $39.736.49 $561.65 $38.736.49 $2,329.79
| 0000000010 Rhode, Randal L $1,690.35 $178.65 $1,690.35 $104.80 $1,690.35 $24.51 $1.690.35 $103.06
| 0000000003 Rubio, Anthony M $44,043.79 $4,808.85 $44,043.79 $2,730.77 $44.043.79 $638.65 $44 043.79 $2,699.24
4 | 0000000011 Sorenson, Roger... $1,665.59 $154.74 $1,665.59 $103.27 $1,665.59 $24.15 $1,665.59 $101.45
£ 0000000012 Soukup, David E $11.849.40 $1.132.62 $11.849.40 $73464 §11.849.40 $171.81 $11.849.40 $448.80
Batch: 00001.122017 %

Springbrook




Example of a W-2 with overflow in the Edit step. Box 12 on the first entry is full and the additional Box 12 entries will
print on a second W-2 which is the second entry.

@ Edit w-2 Record / W-2s - O X ‘ @ Edit w-2 Record / W-2s - O
File Window Help File Window Help
T @ e ¢ < @ e ¢

Maintenance Maintenance

Control Number: Emﬂ SS Tips: | 0.00| State Wages: 1.391.53‘ Control Number: Emﬂ SS Tips: | 0.00|  State Wages: G.GD|
Employee SSN: 999-99-0405 Allocated Tips: 000, State Tax: 80.50 Employee SSN: 999-99-0405 Allocated Tips: 0.00, State Tax: 0.00
First Name: [DAVID'M | Local Wages: . D.DD‘ First Name: [DAVID™M | Local Wages: D.DD|
Middle Name: . I Dept Care Benefit: I 000  Local Tax: D.DD} Middle Name: . I Dept Care Benefit: I 0000 Local Tax: D.DUI
Last Name: DISCH | Nongqual Plans: | 000/ Locality Name: ‘ Last Name: DISCH | hlongual Plans- | 0.00 Localty Name: |
Name Suffix: | Box 12a: |D 1276  2nd State: 5 Name Suffx: | Box 12a |H 1276 2nd State: =
Employee Address 1: | 2629 So &h St Box 12b: (DD | 32170 2nd State ID: Employee Address 1: 2629 So &h St | Box1» b 1276 2nd State ID:
Employee Address 2: | | Box12e: |EE 350]  2nd State Wages: | 0.00| Employee Address 2 | | Boxize N 9.14)] 2nd State Wages: 0.00)
Employee Ciy: | Springbrook | Box12d: 6 || 1276]  2nd State Tax: 0.00| Employse Ciy: | Springbrook | Box12d P |l 115381 2nd State Tax: 0.00)
Employee State: OR Z | Box 13: ' adpatysik |  2nd Local Wages: 0 Dﬂ‘ Employee State: OR = | Box 13 [ 3d party sick 2nd Local Wages: 0 DD|
iy ZIE 93995- | ;?E:;r;:’:” o e 0.00| Fadryee 71, 99955- | S ::'S:::::” el el e 0.00)
Federal Wages: 1.391.63 2nd Locality Name: Federal Wages: 0.00 2nd Locality Name:
Federal Tax: 14334]  Box14: \oc 20000, | Void Federal Tax: 000 Box 14: | 0.00 Void

SS Wages: | 159163 Bax14: [ oo SS Wages: . o000l Bexia ) oo

S5 Tax: 9868  Box 14: | 0.00 S5 Tax: 0.00| Box 14: | 0.00
Medi Wages: 1581 53| State: |OR - Medi Wages: 0 C'D| State: | =
Medi Tax: 23.08| State ID Number: 95-876543 Medi Tax: 000/ State ID Number:

Springbrook

Batch: 00001.12.2017

Batch: 00001.12.2017




Proof List

= Run Summary first. You will need to
change from Detail to Summary.

= Detail can be run for a single box that
doesn’t balance to other reports.

= Tip: Send detail to Excel as well as
the deduction register (summary)
or General Wage report.

= |f you want to save the detail, go back and
run the detail for all boxes.

= Only the last version run will be retained
in the batch.

Sprirg]gr-;;@

B W-2 Proof List / W-2s

File Window Help
> SQL

Print Options

Report Type: iSummary

v'.\"’ -2@9'5

"| | Box Selection

:Show zero dollar entries

Box 1 - Federal Wages
Box 2 - Federal Tax
Box 3 - SS Wages

Box 4 - SS Tax

Box 5 - Medi Wages
Box 6 - Medi Tax

Box 7 - SS Tips

Box 8 - Allocated Tips
Box 10 - Dep Care Ben
Box 11 - Nonqual Plan
Box 12

Box 14

Box 16 - State Wages
[~] Box 17 - State Tax
Box 18 - Local Wages
Box 19 - Local Tax

Batch:00001.122017




Balance W2 data to Payroll

=  Run aDeduction Register (Totals only) for the year by check date.

=  Check against W-2 Summary proof list.

=  Make sure the totals for FICA and FICAR match each other and
between the reports.

=  |f no employees exceed $200,000 , MEDI and MEDIR will match.

=  Balance wage totals (FED, STATE, FICA, MEDI) to the Quarterly Wage
report for 4t quarter.

=  Use General Wage report or export (7.17+) to balance local wages.

: Other has been added as a Subject Wages option to the General Wage report.
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Print W2s

This step prints the W2 forms. B s W ————
Fille Window Help
=Employee Copies (B, 2, C) - X 185
(this is what needs to print to send W-2s to ESS) Print Options
.EXtra COpieS (2, C, 2) e E:rp‘.:-wfe Copees Copy B. Copy 2. Copy C)

*State Copies (1) e e
"Employer Copies (D)

Sate Copes Copy 1) =i
tpioyer Copes Kooy U

W2s print the entire form 3 to a page so no line-ups are needed.
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Forms

= Springbrook prints the entire front of the W-2
= 3 W2s to a page
. Approved vendor — Some print on plain paper.

" The Solv Group—800.388.3650
= https://www.thesolvgroup.com/

= This link takes you to their forms page - Forms

Sprim


https://www.thesolvgroup.com/
https://www.thesolvgroup.com/
https://qnet.e-quantum2k.com/~ibf/Custom/016138/RETAIL/cgi-bin/qnet-main-rs.cgi

s Smployes's secl “';“;';_";T;_‘; 963 OMB No. 1545-0008 Copy B To Be Filed With Employee's FEDERAL Tax Retumn
b Frglover dertlcation number (HIN) 1 Wages tips. othsar COMpes s atsn £ Federsl mcome e withheld
396-00-5599 1480.59 90.56
¢ Empiloyer's name, address, and ZIP code 3 Social securlly wages 1780 .89 4 Socid securily Lax wihheld 21080
Sprinqbrmk 5 Masdicare wales 3nd hps £ Medicare lae wilhield
123 Maln Steet 1780.59% 25.82
Sprinqhto-ﬂk, OR 54220-4543 7 Soual securily ips B Alocated oS 9 Verificabion code
10 Dependeni care benelfits 11 Nongualfied plans 12a Code
d Control Number 0000000001 | oo - . 12¢ Code 128 Code
e Empioyee’s name, address and ZIP code St ™
o
DEBORAH A NEUSER Statutory employes S
5201 Reifs Mills Rd
Retrement Plan X
Springbroock, OR 995955
Third-party sick pay
15 58e  Employers stale 1D number 16 Siale wages, Ups, el 17 Stale mcome lax 18 Local wages, lips, &lc 19 Local incoms Lax 20 Locality name
uT| 95-876543 1,480.59 87.44
l 0.00 0.00
Form W-2 Wage and Tax Statement 2018 Department of the Treasury - Intemnal Revenue Service
b Enployess soctet H099-59-3963 OMS No. 1545-0008 Copy 2 To Be Filed With Employee's State, City, or Local Tax Return
b Emolowat idordmcation rumber (LIN) 1 Wades, fips. otfsar COMD &SN < FPedertal ncome lax withfeld
396-00-5599 1480.59 90.56
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Export

| i
&3 Export W-2 Data / w-2s

=  Springbrook does not = .
create a printed W3. S Mot
= All reporting is done T
electronically. Cortact Name: Doy Dohrsr | Prfeence: [Cotoct by o
Contact Email:  |r.danheiser@sprbrk. com| Resubmission: | No
= NOTE: Norecord layout || comemee mosmsss]
i l W2 Type: W2 - |
changes to the Federal file R

for 2025 reporting.
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Oregon Clients ONLY

Oregon Transit Tax is reported in Box 14 for Federal Filing.
After uploading your file to Accuwage -
Generate a second W2 batch to upload to the State of Oregon.

This time, code the Oregon Transit Tax to Box 19, code ORSTT to
submit to iWire.

If you made edits to your original file, you will have to make them
again. -

On the Export Step, say NO to Resubmission. |== ===

Run through the steps and export again to upload to OPRS.

Spril'gjg;)—_@




SSNVS - Social Security Number Verification Service

g e —X
" Checks employee names to SSNs. File Window Help ‘
v / - i @@ P
= Export available in both Enterprise and ———
Cirrus: Payroll > Utilities > SSNVS. Check Date From: [ 1/.1/2025 []
Check Date To: 12/31/2025 -]
= Exports a file that can be uploaded to
BSO SSNVS for Social Security Number

verifications prior to sending W2s. .. ..
[ Llnk to SSNVS File Edit Format View Help

b99994645TPV214THEEL ADAM R 87011986M
999922674TPV214GROELLE DEAN A ©3141974M
S99993963TPV214NEUSER DEBORAH A 12021964F
899997627TPV214VOLT JOHN C 87241964M
S99999001TPV214KRACHT RALPH " ©1311973M
S99997825TPV214MUELLER MIKE J 11131964M
899997448TPV214VOGT RICKY L 82281961M
999998952TPV214LEMBERGER CHARLES E ©8091949M

Spril'gjg;)—_@


https://www.ssa.gov/employer/ssnv.htm

IRS Regulations were amended in 2023, lowering the threshold to 10
Employees. Meaning that if you have 10 or more W-2s to issue, you
must file electronically going forward.

E-file information returns | Internal Revenue Service (irs.gov)

E-file information returns | Internal Revenue Ser...

10 or more returns: E-filing now required Starting tax year
IRS 2023, if you have 10 or more information returns, you mu...

WWW.irs.gov

New electronic filing requirements for Forms W-2 | Internal Revenue Service (irs.gov)

New electronic filing requirements for Forms W...
Regulations section 301.6011-2 was amended by Treasury
IRS Decision 9972, published February 23, 2023, which lowers...

WWW.irs.gov

Springbrook Presentation Title Here) 26


https://www.irs.gov/filing/e-file-information-returns
https://www.irs.gov/forms-pubs/new-electronic-filing-requirements-for-forms-w-2

Thereis also a change to how an employer can
access Business Services Online (BSO) in order to
be able to submit W-2’s to the Social Security
Administration.

Go to Business Services Online for more
information and the steps to create/use a Social
Security online account, Login.gov, or ID.me
credential to gain access to the BSO application.

We would encourage you to create your accounts
sooner rather than later as this would eliminate
frustration when it comes time to file W-2s.

SprirE:]g;)D

Alert

Do you need to submit W-2's to SSA?
Business Services Online (BSO) Registration has changed!

What does this mean for you?

Your existing BSO User ID and password is no longer used to access BSO employer
services. You must use a Social Security online
account, Login.gov, or ID.me credential to gain access to the BSO application.

Start by visiting our Social Security Sign in page.

If you do not have a Social Security online account, a Login.gov or ID.me credential,
you will need to create one from our BSO Welcome page. Scroll down and select
“Create Account” in the “Employers” box.

Extra security is a requirement to access the following BSO employer services:

e Wage file upload

o W-2/W-2C online

e AccuWage online

* Social Security Number Verification Service (SSNVS)
e View wage report name/SSN errors

You will not be able to use the above services without adding the additional
levels of security to your account.

Presentation Title Here)



https://www.ssa.gov/bso/bsowelcome.htm

BSO - Business Services Online

" Check now to make sure you can log In to BSO.
" You can add additional services (SSN checking) if you need it.

https://www.ssa.gov/bso/bsowelcome.htm

" Accuwage — Used to upload the W2 file export.
=" Must log in to BSO to get to Accuwage Online.
" Instructions on the page linked below.

https://www.ssa.gov/employer/accuwage/index.html

SprirE:]g;)D


https://www.ssa.gov/bso/bsowelcome.htm
https://www.ssa.gov/employer/accuwage/index.html

Accuwage

< C @ Social Security Administration [US] | https://www.ssa.gov/employer/accuwage/indexhtml Yo (o) e

Social Security O SEARCH = MENU @ LANGUAGES & SIGN IN /UP

Home Employer W-2 Filing Verify SSNs Reconciliation Publications & Forms

AccuWage Online Information

What is AccuWage Online? | How do | access AccuWage Online | Helpful Tips | More Information Quick Links

What is AccuWage Online? 6

Business Services Online Home Page

AccuWage Online is a free application from Social Security Administration that enables
you to check W-2 (Wage and Tax Statement) and W-2C (Corrected Wage and Tax
Statement) Wage reports for format correctness before uploading them to the AccuWage Online Help Guide A
Electronic Wage Reporting (EWR) system. AccuWage is a part of Business Services
Online (BSO) which allows organizations and individuals to exchange wage information
with SSA securely over the internet.

EFW?2 - EFW2C Publications

AccuWage Online FAQ A

BSO Help and Information

Spril'gjg;)—_@




Questions so far?

Springbrook




7.18 and Cloud Only - Federal Tax Table Updates
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Payroll > Utilities > Federal Tax Table Update
= Available for 7.18 and Cloud

B Federal Tax Table Update
databases only. Fle Window Help
k@0 P
= |fyou can’t see Federal Tax Table o Hef o e
Update - You will need to update v D e Head H/H Step 2check
. . FED 2025 HH Head H/H Step 2 unck
Menu Security to access it. - s R
. __|FED 2025 M2 Mamied Joint Stept 2 checked
= Will NOT update State tax tables. FED 205 MM Memied Join Step 2 unchecked
- FED 2025 S Fed Single
m When the Year Says 2026 (the next FED 2025 S2 Single/Mard Sep Step 2 checked
FED 2025 SP No W4 - 227 WH
calendar year), the tables are FED 2025 SS Single Step 2 Unchecked
1 FED 2025 ST Supplemental
available to update. N = o
= This window says 2025 which |

indicates the 2026 tax tables are
not available yet.
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Cirrus > Payroll > Utilities > Federal Tax Table Update

vz [} Federal Tax Table Update

Code Year Status T & Filing Status Description

FED 2025 H2 Head H/H Step 2 check

FED 2025 HH Head H/H Step 2 unck

FED 2025 M Fed Married

FED 2025 M2 Married Joint Stept 2 checked
FED 2025 MM Married Joint Step 2 unchecked
FED 2025 5 Fed Single

FED 2025 52 Single/Mard Sep Step 2 checked
FED 2025 5P No W-4 - 22% WH

FED 2025 5SS Single Step 2 Unchecked

FED 2025 ST Supplemental

FED 2025 X Fed Exempt
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Federal Tax Table L

= Select your tax table that matches
the code in the window. These are
the codes and descriptions on your
tax tables.

= Clickinthe Filing Status box to
display the down arrow to select
the table with the update
information.

pdate

= Select each table to update. You
can do this in several steps if
desired.

a Federal Tax Table Update

File Window Help

B x0e °
Code | Year | Status | & Filing Status Description
b (FED 2025 M Married - 2019 or Prior Fed Mamied
FED 2025 HH Head of Household - Standard 2020 or later Head H/H Step 2 unck
L FED 2025 H2 Head of Household - Box 2 Checked 2020 orlater  Head H/H Step 2 check
FED 2025 S Fed Single
. |FeD 2025 X Fed Exempt
FED 2025 SP No W-4 - 22°% WH
L FED 2025 MM Mamied Joint Step 2 unchecked
. |FED 2025 SS Single Step 2 Unchecked
FED 2025 M2 Mamied Joint Stept 2 checked
. |FED 2025 S2 Single/Mard Sep Step 2 checked
FED 2025 ST Supplemental

SprirE:]g;)D



Federal Tax Table Update

= Available selections match Publication
15-T table information.

= Standard indicates Box 2 is unchecked.
= Single - Standard
= Married Filing Jointly - Standard
= Head of Household - Standard
= Married Filing Separately (same as
single)
= Married Filing Jointly-Box 2 checked
= Head of Household-Box 2 checked

= Married Filing Separately - Box 2
checked
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Federal Tax Table Update

B Federal Tax Table Update -
= Sgve your ChangeS. File Window Help
B x @0 #
u If a ny ta ble(S) have a Cu rrent thCode | Year _wr_Status j Flling_ Status | Descnptvon
1cl ; @) FED 2022 @ S2 Single - Box 2Chec... Singl/Mar Sep box 2 ch...
revision with the date l/l/YYYY you | |FeD 2022 S Single -20190or Prior  Federal Tax - Single
Wi “ get a n erro r || FED 2022 M Manmied - 2019 or Prior Federal Tax - Mamied
) > (FED 2022 ST Federal Tax - Supplemen...

= You can either change the revision
date or delete the revision to
resolve.

= Change the error line to blank to
save the rest, then check the
others to resolve the issue(s).
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Questions?

Springbrook




W2 Process in Cirrus
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As in Enterprise, to access the W-2 process in Cirrus go to Payroll > W-2s

(@) Payron . l? @ Payroll

% Favorites ~
PR Home @ computer Checks B Menual Checks

Q_ Employee Search

&, 1099Rs

& Accrual Adjustments

& Admin ~
&, Computer Checks

#° Maintenance ~
&, Manual Checks

& Multiple Worksites

© Reports ~
&, Retro Pay

& State Reports ~
@®© Timesheets

(9 Timesheet Administration

&, Timesheets Approval

& Timesheets Reports ~
{'§3 Utilities ~
O vod chook

H & w-2s
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After you have clicked on W-2s, you will then have the option to Create New Batch. Click oniit.

7 @ wW-2s
Batches

@ EXCEL EXPORT Z €SV EXPORT

No records to display

In the box that pops up, enter in the Name (if you
want to name this batch it is not required) and the
toggle is checked next to Autogenerate batch
number. The batch month is usually 01 and the
current year.

Select Create.

Sprirgjgr-;)__@

B B
C' RESET GRID DEFAULTS COLUMNS ~
Create Batch

Name

2024 Webinar
Group Security
Month#* Year®

12) 2024

Autogenerate batch number

CAMCEL
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Once the Batch is created, you will then see the steps for the batch process. You will then need to click
on Generate to begin.

@ w-2s

M Processing Next Steps

ST No batch steps are currently processing.

¢# Generate REQUIRED
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Within the Generate step, this is where you will confirm the Year, verify that your entity’s information is
correct, enter in the FICA max and then for your deduction codes, as in Enterprise, fill in the Box
Number and applicable code or if a retirement plan check the toggle. Once entered, click Submit.

@ w-2s L susuir |

Year Federal ID Address Line 1
i) 2025 v o a 999-99-99999 123 Main Steet
Overvi
Date To Use Reporting Group Address Line 2
Check Date hd Q
Sort By Employer City Srate
Generat Last Name v Springbrook Springbrook 1A v
FICA Max Employer Type Zip Code
176,100.00 State or Local Government hd 54220-4543

D MY: State Wages = Federal Wages When Printing W2 forms

Ded/Ben Code Description I # Box Number # Code # Retirement Plan I
OTHER Metro Tax

REGION Statewide Transit Tax

IMPUTE Imputed Income Tax 12 C

ASS0C Association Dues

CRUN Credit Union

DENTAL Dental Ins. - Employes

DENTER Dental - Employer

NOSHOR Deferred Comp - North Shore

NATION Deferred Comp - Nationwide

WIDEF Deferred Comp

HEALCH Health - Providence 12 DD D
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As in Enterprise, check to see if there are Exceptions. Be
sure to review any Exceptions and make the necessary

Next Steps

corrections. 2 Exceptions
The Edit step will provide the list of employees receiving a o
W-2 and their wages and taxes for the year. Justasin i -

Enterprise, you have the option to go in to review and make
corrections.

The next required step is the Proof List. Click onitto run.
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You have the option to run the Proof list by Detail or Summary. Make your selection then in the upper
righthand corner there will be a drop down, where you can select how you would like to report to run,
either in Excel or PDF.

@ w-2s - @ 2 B
Send PDF to Job Viewer PDF
”
Overview RDZ[;iryp Box Selection TEST3-1
|
At any time if you | Box 1 - Federal .. -
need to go back to 2 e Box 2 - Federal... S e
a previous ste . [ Box 3 - S5 Wag..
g i P’ uuuuuu ' Box 4 - 58 Tax @ Excel (Formatted)
you can just click -
On the Step here On Exceptions Box 5 - Medi W...
the side and it will Box 6 - Medi Tax
take you back. _ P Box 7 - 5§ Tips
Edit Box & - Allocate...
Box 10 - Dep C...
r—\ Box 11 - Nonqu...
=
Proof List Box 12
Box 14
Box 16 - State ...

L Box 17 - State T...
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Once the Proof List is finished
running, it will be accessible
under Batch Outputs or
under Jobs Viewer. If you
ran the Summary Proof List,
you can go back and run the
Detail Proof List.

Sprir%g;)__@

Processing Next Steps

No batch steps are currently processing.
e W2s REQUIRED

-

Last Completed

Proof List

=
N
@ Payroll -
{ar Home
(© Jobs Viewer
? Support ~

REQUIRED

TEST3-1 «

Batch Outputs

2 Proof List
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The W-2s step is where you will create the file to be able to print the W-2s.

@W-ZS 22222222222 < @‘Qpnr‘v‘

{ Print
Employee Copies (Copy B, Copy 2, Copy C) ‘

And the Export step is where you will enter in the information needed for the
file to send to the IRS. Once entered select Submit.

@ W-2s 2023 WEBINAR ©

BSO User ID* Contact Fax
i) -
Overview
Contact Name* Preference
Contact by email
-] r Contact Email* Resubmission
Generate Ro
Contact Phone* WFID
—)
S g W2 Type
xceptions
' w2

Springbrook Presentation Title Here) 46




Thank you!

support@sprbrk.com

Springbrook
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