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Getting Started with End of Year
Processing

Learn about these topics:
e Determining Your Processing Option

e Submitting Numbers to Sandata for Quoting

e Important End of Year Dates

e End of Year Processing Check List

o Summary Of Changes

o Verifying Federal ID, Employer Name & Address




Determining Your Processing Option
Adding Employees to Solana MyPay

Determining Your Processing Option

Itis time to think about Sandata offers three options the processing of W-2, 1099 and 1094/1095-
Cinformation. We need a commitment from you by Odiober 26, 2026, on which option (A1, A2 or B)
you want to follow this tax year. Your agency controls the accuracy and setup information of the

data for all three options.

Option A1* — Sandata posts to Solana
MyPay and will work with our
processor to provide PDF copies for all
required forms

(This is Sandata’s recommended
option.)

This option saves you labor-intensive
tasks, Yearli purchase and postage
costs for mailing employee W-
2s/1095-Cs.

Our processor imports the ProviderPro information you
submit to us.

We post the employee copies of the W-2 and 1095-C to the
Solana MyPay website.

Our processor prints the vendor copies of the 1099 only.

Our processor seals and mails the vendor copies of the 1099
only.

Our processor files electronically with the SSA/IRS.

Our processor provides an Acrobat file (PDF) of the employer,
employee and vendor copies of each W-2, 1095-C/1094-C
and 1099.

An Acrobat file (PDF) copy of each W-2 that is applicable to
every state and/or local tax agency.

Electronicfiling is available for some states and cities. You
must make special arrangements with Sandata to do so.

You mail the W-2s to each state and/or local tax agency.

Option A2* — Sandata processor prints,
mails, and files.

This option saves you labor-intensive
tasks and Yearli purchase.

. We import the ProviderPro information you submit to us.

. Our processor imports the employee copies of the W-2, 1099,

. Our processor will seal and mail employee copies.

. Our processor will file electronically with the SSA/IRS.

. Our processor will provide an Acrobat file (PDF) of the

. An Acrobat file (PDF) copy of each W-2 that is applicable to

. Electronic filing is available for some states and cities. You

. You mail the W-2s to each state and/or local tax agency.

1095-C, including one Copy B, one Copy C, and two Copy 2s.
Also includes additional W-2s for each employee, if an
employee has more than two states and/or two locals.

employer, employee and vendor copies of each W-2, 1095-
C/1094-C and 1099.

every state and/or local tax agency.

must make special arrangements with Sandata to do so.




file

Option B - You print, stuff, mail, and 1.

You purchase Yearli and associated perforated paper for
printing.**

You import the ProviderPro information into Yearli.*
You print the employee copies of the

W-2/1099/1095-C, which could include one Copy B, one
Copy C and two Copy 2s.

You handle any addendum sheets or additional W-2s for each
employee, if an employee has more than two states and/or
two locals.

You handle mailing employee copies, including stuffing into
an envelope and postage.

You upload to Yearli to e-file with the SSA/IRS*.
You print an employer copy of each W-2/1099/1094-C.

You print a copy of each W-2 that is applicable to every state
and/or local and then organize by state and/or local.

You mail the W-2s to the appropriate state and/or local tax
agency.

Electronicfiling is available for some states and cities. You
must make special arrangements with Sandata to do so.

submitted to us.

competitive pricing.

*Any returned “undeliverable” W-2, 1099 or 1095-C will be forwarded to you. All corrections and
reprints will be invoiced at the originally quoted price. We are not responsible for any incorrect or
missing information provided by you. If the whole batch needs to be reprocessed/reprinted because we
were given wrong or missing data, then the whole batch will be reprocessed/reprinted based on new
job pricing. Additional fees may be incurred for any corrections made to the original information

**Yearliis a third-party (not programmed by Sandata) product that is outside the scope of the Sandata
maintenance and support agreement. Yearli continually updates the product from year to year and
requires an annual purchase of the current year’s copy. We will supply Yearli and associated paper at

Note: Remember you perform the following steps regardless of the option you choose:
e Tie-outall wages, deductions, and taxes utilizing the reports in ProviderPro.

o Verify Federal ID Number, State Unemployment Number(s), State ID Number(s) and school

district numbers in the software.

o Verify/enter the proper Code in ProviderPro for any deductions that should appear in the
special boxes on the W-2 (i.e., 401K/403B amount)

e Enter any extra W-2 income in the Non-Payroll Compensation tab for applicable

employees.

o Verify that all addresses are valid and up to date.
e Perform the Gather W-2/1099/1094/1095-C process in ProviderPro.

e Make sure the Payroll and Accounts Payable tax reporting groups are set up for all payroll
groups/EINs (W-2s/1094/1095Cs) and control accounts (1099s).
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Submitting Numbers to Sandata for Quoting
Adding Employees to Solana MyPay

Submitting Numbers to Sandata for Quoting

Sandata needs your W-2, 1099, and 1094/1095-C totals to prepare a cost comparison. Please
submit your counts between 10/26/2026 and 11/2/2026. You will receive a quote by email
by between 11/17/2026 and 11/20/2026. Your processing selection is due by
10/26/2026. End-of-year processing is just around the corner!



Submitting W-2 Counts (or 1099 Counts if issuing from Payroll)
Adding Employees to Solana MyPay

Submitting W-2 Counts (or 1099 Counts if issuing from
Payroll)

To send the counts, complete these steps for each UNIQUE database and tax reporting group:

TAsK:
1. Goto Employee Management > Payroll > Tax Forms > Employee W-2s.

SteP REsuLTs: You'll see the Employee W-2s transaction grid:

(D Employes W-25 X
Sethirgs
Tan. Repieiing Gooup Eouais ¥ i +H
Ftien
Impayee Eqjuss +

el - aeprint True
Add Ftet

Ar Frter Gepun

(37 Finers Summary

B & e B S W NPV

2. Change the Tax Reporting Group filter to the appropriate one.
You will need to repeat this process for each Tax Reporting Group.

3. From the Processes toolbar menu, select Gather.

| Brocesses~|
Gather * -

Send Counts Te Sclana

Send Files To Solana
Create Files To Send To Sclana Manually

Create Files For Yearli

Step ResuLTs: You will be prompted to enter the gather settings.



Submitting W-2 Counts (or 1099 Counts if issuing from Payroll)
Adding Employees to Solana MyPay

Make sure the Tax Reporting Group and Year are correct.

‘l;‘-.- Prenadedfro ) e

[}'J Enter the Gather settings

¥ Gather Payroll Data /

vear 2020
First Employee o 3 4

\LastE'r-pl::-yee N .,-i.
Tax Reporting Group f = IRE =

Cimly Pull Gross Wages (for consumer 10535

Gather Mon-Fayroll Data

Mo City Tax BN IR
admin Cost Center o 3 4
« Remove Prior Data
Dk | Lancel

If the selected Tax Reporting Group is used for those employees for whom you are
processing 1099s through payroll (for example, client wages), select the Only Pull Gross
Wages (for consumer 1099s) check box.

(| ProviderPro 7 i

.
L§#  Enter the Gather settings

« (Gather Payroll Data

Year MM
First Emplojyee | 3 <
Last Employes | 3 e
Tax Reporting Groug \ ol NRIE -

¥ Only Pull Gross Wages (for consumer 10895

Gather Hon-Payroll Data

No City Tax op| 3|
Admin Cost Center o i .-.].

+ Remove Prior Data

Ok . | Cancel

Leave all the other boxes as they are and click OK.

Step ResuLTs: Depending on the number of employees, this process may take several
minutes. A confirmation message will appear when the process is complete.

Click Ok.
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Submitting W-2 Counts (or 1099 Counts if issuing from Payroll)
Adding Employees to Solana MyPay

10.
11.

12.

SteP ResuLTs: You will see a list of employee W-2 information appear in the grid. You do not
need to worry about reviewing or modifying the data at this time unless you are reviewing
client 1099 information. If it is client 1099 information, then you should delete the clients
to whom you do not expect to issue 1099s.

From the Processes toolbar menu, select Send Counts To Solana.
re—

Gather ( |
Send Counts Te Sclana |_

‘ Send Files To Solana
| Create Files To Send To Sclana Manually
1

Create Files For Yearli

Verify the Tax Reporting Group is correct and click Ok.

:‘E: PrenaderPra ? x

s
I«‘f‘ Enter the Send Counts To Solana settings

51.4

Lol » +

\ = —_—

STEP RESuLTS: You will see a confirmation message when the process is complete.

Tax Reporting Groug |-

Click Ok to exit the confirmation window.

If you cannot send your counts to Sandata automatically because of technical difficulties,
click '« Reports on the toolbar to print a report to mail or fax to Sandata.

Select PR W-2 Counts and click Run Report.

Ernployes 'W-2y Baport - u} b

Which reporting 1ask de you want 1o da?

Work mHh Heport Graap
ey

Crewte, marage ar nn §groep of repot

| Lreats 3 New Repart
L‘- Créans B e renoet uoing SHINET & new BTt oF an Editing pne

Select an Existing Report  Sanage or nna meoort rom e orid below, Click Me 10 charge Myout, Shars oo aad other cemings of Click Run Rapor

nmndacs sy deganicy oy Hepearts Famperten Emplopes -5 Crdy

Coexied v S0iyes /
B R Regar

Bt
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Submitting W-2 Counts (or 1099 Counts if issuing from
Payroll) Adding Employees to Solana MyPay

13.

14.
15.
16.

Click Print f_r_gm

| PromidderPio - FRW-2 G

he print preview window.

- (@ EE  w

My Company
Payroll - W-2 Counts

(her oz it in

Gity: TOL Tolsdo Ciy Tax

City: WALIS W e deh Cilty Tie

Caunty: FLLTON Fulion County

County LUCAS Lucas Courty

County: LUCAEW Leces Coumy Tad - #ork

County: WILLLAME Willipme County T
Fumber Of Employ s
Humbe Of Employess poross sl SalesfOikesCountes

Humber af Employaess with mulishs Wi
Mumber of Melttiple W-2s

Mumber 0f Fales b e T oumes:

Saale OHOH STATEWH

-qﬂ-ﬂu-.--u-o-ug

Click the X to exit the print preview window.
Click Finish to exit the Report Wizard.
Mail or fax this report to Sandata.

Once you receive the quote, you will need to return the completed End of Year Processing
Selection Form.
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Submitting 1099 Counts
Adding Employees to Solana MyPay

Submitting 1099 Counts

Note: Make sure the vendor’s 1099 information and the AP tax reporting groups are set up.

Note: See Processing 1099s Through Payroll, if your 1099 information originates in Payroll
instead of Accounts Payable.

To submit a quote to Sandata, complete the steps below for each UNIQUE database:

TAsSK:
1. Go to Financial Management > Accounts Payable > Vendor 1099s.

Step ResuLts: You'll see the Vendor 1099s transaction grid.

2. Setthe appropriate Tax Reporting Group.

endor 1099 X

g ‘,,.—-"'"
Tax Reporing Group Fouss - Coatrol Account #

Fitters
[CJFaem Eques = | MISC 10499
Ard [vandor Equs =7
AMD TRepEint Tro
Agd Fitter
Adid Fifier Group

-
{"’,‘ Filbers Sufrimany

3. From the Processes toolbar menu, select Gather.
e Y

Gather * |

Send Counts Te Sclana

Send Files To Solana
Create Files To Send To Sclana Manually

Create Files For Yearli

STEP RESuLTS: You will be prompted to enter the gather settings.

4. Verify the tax reporting group is correct and set the correct tax year. Leave the Begin
Vendor and End Vendor boxes blank to include all vendors set up with 1099 information
and click OK.
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Submitting 1099 Counts
Adding Employees to Solana MyPay

10.

T'i; Prenaderfra ? x

[
'n.?)- Enter the Gather settings

vear 015 M-
Begin Yerdor | i3 -+
Erd Vendor | i3
Tax Reporting Group b i r | ) -+

A e

STEP RESuLTS: Depending on the number of vendors, this process may take several minutes. A
confirmation message will appear when the process is complete.

Click Ok.

STEP RESuULTS: You will see a list of vendors that have 1099 information appear in the grid.
Edit this information to remove any vendors that will not receive a 1099. We need to have
an accurate count of the number of 1099s that will be processed.

From the Processes toolbar menu, select Send Counts To Solana.
re——

Gather ( |

‘ Send Counts Te Sclana |
‘ Send Files To Sclana
1

Create Files To Send To Sclana Manually

Create Files For Yearli

Verify the tax reporting group is correct and click Ok

] ProviderPro e

[:fi Enter the Send Counts To Solana settings

Tax Reporting Group

N )

RG—— o

SteP REsuLTs: You will see a confirmation message when the process is complete.

Click Ok to exit the confirmation window.

If you cannot send your counts to Sandata automatically because of technical difficulties,
click 4 Reports on the toolbar to print a report to mail or fax to Sandata.

Select AP Vendor 1099 Counts and click Next.
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Submitting 1099 Counts
Adding Employees to Solana MyPay

0 Verdor 1059 Reports

‘WWhich reporting task do you want to do?

Wi it R pont Grougs
Cremis. mansge armun 8 groug af reparte
Creie aMam Rapart

Cremie & rew report wi ng #Rher B e byoud of ansaiting ane

Selact an Exletieg Awpset  mfanage or rum s report from the gid belom Click Mt fo change lyows, Skers, style and other sefangs: or Clide Run Report
Find | Swndands | My bpmey | MyReeos | Faserites |

Aecgunits Pagable Only | Vandar 1095 ey
o oy [l Remare o« oo i Ddeis  AddTolrwue  + f} Pemisiors

Kane Data Diject Wodols | Delvery | Changsd On
e B g

B APVendar 1099 Enors wendor 1095 Emar Arcoants... Fievdew

i AFerdor 1098 Uising vendor 1095 Listing Brcoanks.. Fredew
i AP Vergar LK Senmary Report wermior 1095 Summan Apcpants,..  Freview

Ll

COEEES

"
. 1
o O e | oo |

Verify the correct tax reporting group is selected and click Run Report.

" Verdoe 10555 Reports

11.

[ |

JurpTa Lapowt  Side  Fiies St ThHes  Delesy

Sat the filters to select the records that should appear in your final report

ekt the repert o Too: Flaparting Greup Equsis =} | Contral Azczert 1 |
Tubapert b= nat Al b
VeRIDe 108 Coasts o o D
Add Fller  Add Cusion Fraie Fillar
b Fies THvap

12.  Click Print from the print preview window.

My Company

Accounts Payable Wendor 1099 Counts

1358 Counta For: KMy Conpany
Form Type:  WISC 1085

13. Click the X to exit the print preview window.
14. Click Finish to exit the Report Wizard.
15.  Mail or fax this report to Sandata.

SteP REsuLTs: You will receive a quote back from Sandata.
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Submitting 1099 Counts Submitting Form 1095-C Counts
Adding Employees to Solana MyPay Adding Employees to Solana MyPay

Submitting Form 1095-C Counts

To send the counts, complete these steps for each UNIQUE database and tax reporting group:

TAsK:
1. Goto Employee Management > Payroll > Tax Forms > Form 1095-C (Employees).

Step ResuLts: You'll see the 1095-C (Employees) transaction grid.

2. Change the Tax Reporting Group to the correct one.

(e Form 1985
Settings r-ll"‘
Tan Reparting Group Eeua . wp
By
|Empmpes (LB - +
Ang -+ Ave Trae
ARD Erspicred T vear
] ™
Dehe Prgtiem e
4HD Il A0A RECen 2
= Facwrern 1091 Tram
AHD Sation 49304 Propier Trae
it
Add Fiter Group
[ 3 I 000001 -Adarn, Kevin Robert 0 o o
BOOELI -Listkricn, Ay 80 o 3
D000 -Rodgery, Bvar o0 = -
(00004 - Batew, Kanes Kim barly o0 o 3
DO000T -Brady, Breckehn Mickella o0 w 5
" e

Note: You will need to repeat this process for each Tax Reporting Group.
3. From the Processes toolbar menu, select Gather.

[ Processes.v!
Gather * -

Send Counts Te Sclana

Send Files To Solana
Create Files To Send To Solana Manually

Create Files For Yearli

StEP REsuLTS: You will be prompted to enter the gather settings.

4. Make sure the Tax Reporting Group and Year are correct.
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5. Leave all the other boxes as they are and click OK.

"'l_-,._ PrenaderPra ? b4

l\i’) Enter the Gather settings

Year 2020 /

First Employee ﬂ &
Last Employes \ e
Tax Reporting Group : >0+
Email Ermiail Adidress 1 -

Canced

Note: This process may take a little while depending on the speed of your computer and/or
the number of employees.

STeP ResuLTs: You will see a confirmation message when the process is complete. You will
need to research and correct any errors that were found. Once you correct the errors, you
will then run the gather again.

6. Click Ok to close the wizard.

7. From the Processes toolbar menu, select Send Counts To Solana.
 r—

|~Processes-
I Gather ( |
| Send Counts Te Sclana |
‘ Send Files To Sclana
|
L

Create Files To Send To Solana Manually

Create Files For Yearli

8. Verify the Tax Reporting Group is correct and click Ok.

[&| ProvadedPre 1 X
[
f) Enter the Send Counts To Solana settings

Tax Reporting Groug EXl Bl RIS o

\ = —

STEP RESULTS: You will see a confirmation message when counts have been sent.

9. Click Ok to exit the confirmation window.

10. If you cannot send your counts to Sandata automatically because of technical difficulties,
click 4. Reports on the toolbar to print a report to mail or fax to Sandata.
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11. Select PR Form 1095-C Counts and click Run Report.

‘Which reporting task do you want to do?

Work mith Repont Grougs
Creste BIRAGE OF A B oD O POt [:{

g Cieate 4 Hew Repan
Crewts o mew report Leng eithar @ raw Tt or an exitbing one

Sélect an Existing Repom  Ranage or un a report from Se grid below, Clidk Hexd to change fapout, Skers, stle snd other sefings or Chck Aun Report

Fd | Smdan | tdyhgeney | Mpfapess | Femtm | Gocin | Fem 095G iEmplopeet Gy |

Copy [T Meroms Favoriie (31 Deisis  dod Todeoup = 3 Fermosicr

Hame / [ e ] Woduds Dy
i

i - | .

[ Piet | Bon Aepart Carcel |

12. Click Print from the print preview window.

Payrall - Form 1095.C Counts

Description Coount
1055 C Counts fod

Sofwwre'Yemuon & 142032

Harber of Empdayess with Dates Pobens

Harber of Emglay ees Emplopsd This Ve
Kiarber of Emglayees with Invakd ACA Reconds
iarabar of Erfeglay s aith Vaks A0S Recrds
Hurabar of Emplay ey with Saction 435H Potiern.
Hgrmber of Emelgyeas Recehang WEGE

13. Click the X to exit the print preview window.
14. Click Finish to exit the Report Wizard.
15. Mail or fax this report to Sandata.
STEP RESULTS: You will receive a quote back from Sandata .

Once you receive the quote, you will need to return the completed End of Year Processing
Selection Form.
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Important End of Year Dates

Form/Action Deadline Communications
Contact Information October 26, First Communication: October 7, 2026
Form 2026 Final Reminder: October 26, 2026
Processing Selection October 26, First Communication: October 7, 2026
Form 2026 Final Reminder: October 26, 2026
Counts Files for November 2, First Communication: October 27, 2026
Quoting 2026 Final Reminder: November 2, 2026
ll::l:::sr:stlgr(l);gn:rn;:or December 1, First Communication: November 16, 2026
9 2026 Final Reminder: December 1, 2026
Forms
Completed Quotes November 17, 2026 — November 20, 2026
4th Quarter Release -
ProviderPro December 31, 2026 (approx.)
First Communication: December 22, 2026
Final Reminder: January 5, 2027
Final File(s) W-2, 1099 January 5, Note: Files received after January 5, 2027, will not be
and 1094/1095-C 2027, by processed. Your agency will be responsible for
Submission 10:00pm EST | arranging alternative processing.

Sandata will not begin to process your data until all of the
above information is received.
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End of Year Processing Check List

End of Year Processing Check List
Adding Employees to Solana MyPay

Verify contact information.

Submit counts to Sandata.

Place order with Sandata.

Verify Social Security Numbers.

Review employee/vendor data.

Review employer/payer data.

Review taxes and deductions setup.

Review payroll and AP tax reporting group setup.

Enter/verify non-payroll compensation.

Tie out data.

Gather W-2s/1099s/1095-Cs.

Complete manual edits (if needed).

Delete any returns you do not wish to process.

Correct any errors on Error Reports.

Tie out final data.

Submit files to Sandata for processing -or- Create files to process with Yearli.

Review forms.

Receive employer packet.

Download files from secure FTP site.

File paper copies with state(s).

OO0O0O0000O0000f0000O000Ooo

File paper copies with local tax agencies.
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Verifying Federal ID, Employer Name & Address

Before creating your W-2, 1099 and/or 1095-C data, make sure that your Federal Tax ID
(including any required dashes) and address information is correct and appears as you want it to
appear on the W-2s, 1099s and the 1095-C forms.

To verify the Federal ID Numbers and Employer Name and Address Information:

TASK:
1. Goto Tools > Database Preferences.

2. Verify the following information is filled out as you want it to appear in the W-2s, 1095-C
and/or 1099s forms:

e Federal Tax ID (including any required dashes)
e Company Name
e Address Information

gr Database Preferences X

Phoe: Bumb s

Piore 1

.

123 5 Fuiltam 51

s on

Sisie |OH

Faderml ID

Address 2

Iip Code

419] 335-1284 FAK

43587

4

Repariing Options

Repart Name Soleng. ..

Laga - gl ibled |(3
—— e S e AR a6 -

3. Click k Save on the toolbar.

4, C(Clickthe X on the Database Preferences window tab to close it.

If you have licensed the multiple EIN feature set, verify that the Federal ID and employer
name is correct for each of your EIN groups:

a. Go to the Tools menu and select Employee Management -> Payroll -> Setup -
> EIN Groups.

b. Open each EIN Group.
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c. Verify the Federal ID and employer name is correct.

HENGow X

Gﬁa.ﬂ“:\n Cuir Agendy Childeery' s Divsion ¥ Acthe

Account and Tax [k

Subjpect To FUTATa:,. _»
de““ Tax IO 1-BEGTTAS )]

Agercy Cherk Morey Accoent -'?@'L:?“I"
L Cost Center ' EISIET
Acerued PTO Account ol =
Accrusd Wage ACCournt .'_3'.'!-@ +
Arcrued Expense Account 3" 1‘@ +
Eil Groep Allpcation Accountiy

D Open @) Add () Add Copy () Delete 4 Rapors =

ImporiExport = [7] Memorze/fecal  + 4 Mess Meintenance BB Select Columns  Defoults

Allsrabao Type AL

Important: The employer name is the Description of the EIN Group. The address
information will come from Database Preferences.
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Setting Up Employees for Solana MyPay

Agencies now have the option to allow employees to view and download their tax forms (W-
2s/1095-Cs) via the Solana MyPay secure website (https://mypay.solanapro.com) instead of
printing and mailing them. Employees will then receive an email message to the email address that
they used to create their Solana MyPay account when Sandata has posted their W-2 and 1095-C
forms or when your agency posts a new EFT stub for them.

If your agency has selected this option, Sandata will be in contact with your agency after we have
configured your Solana MyPay website. Once Sandata notifies your agency that your site is ready,
there are a few setup steps you will need to complete below.

When Sandata posts employee W-2s and 1095-Cs to Sandata MyPay, employees are
automatically added to Solana MyPay. Likewise, if you also license Sandata MyPay to post EFT
stubs, when you run the Send Employee EFT Stubs To Solana MyPay wizard, new employees are
added at that time as well. However, we recommend that your employees register and set up their
account on Solana MyPay before they have any documents to view if they haven't already done
so. Therefore, we recommend you run the Add Employees to Solana MyPay process each time
you add new employees.

Important: If the employee has not created their account/registered on Solana MyPay prior to
when the tax documents and/or pay stubs are posted, Solana MyPay cannot notify them of their
new documents because it does not know what email address to use (the notification email
address is set when they register).

To add employees to Solana MyPay:

1. Select Employee Management > Employees to open the employee.
2. Select Add Employees to Solana MyPay from the Processes toolbar menu.

Processes ‘/

| Copy Photo to DataPlus Avatar
|

Update All Missing DataPlus Avatars

i Add Employees to Sclana hhrpa}r

3. Select OK to close the confirmation box.
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B ProviderPro 7 4

Add Employees to Solana MyPay

Upload completad Succasilully

ik

Any active employees who are tied to a Payroll Group that has the Upload to Solana MyPay
check box selected and inactive employees who are tied to a Payroll Group that has the
Upload to Solana MyPay check box and were paid in the current year or in the last few
months of the previous year were uploaded to Solana MyPay. The Solana MyPay
administrator can sign in to Solana MyPay to verify the employees appear.

Important: Each employee must have a unique employee key that they will use when they
register on Solana MyPay. This employee key is auto generated when you add a new
employee. However, if in the past you imported employees or created a new employee by
copying an existing employee, there is a chance the employee key was duplicated. If this
happens, the employee will get an error when they try to use it. If an employee reports this
issue, you can create a new employee key for that employee.

To do so open, the employee that has a duplicate key, and then select Create new Solana
MyPay Employee Key.

3 Schedule - i Mass Maintenance Processes
I , e '
| Copy Photo to DataPlus Avatar !
[ Update All Missing DataPlus Avatars

]

] [

[ Add Employees to Solana MyPay /

Create new Soclana MyPay Employee Key 3

Once you have created the new employee key, you will then need to Add Employees to
Solana MyPay again.

You can view the information an employee will need to register on the Solana MyPay website
(https://mypay.solanapro.com) when they sign in the first time on the Solana MyPay tab of the
employee form in ProviderPro. You can also run one of the registration letter reports to print and
mail them to your employees (the letter is formatted to fit into a standard window envelope) or
automatically email the letter to your employees as an attachment. The instructions below show
you where to view the registration information in the employee form as well as how to distribute

-24 -



Setting Up Employees for Solana MyPay
Distributing Solana MyPay Registration Keys to Employees

the registration letter report to employees via email to multiple employees (such as when you first
begin to use MyPay) or to a few new hires ongoing.

To view the registration keys:

1. Choose Employee Management > Employees from the menu.
2. Selectthe Solana MyPay tab.

Bgency ey AgEnCFl e ramalana

Ergrioyae Kiry RAWTGTIEG

The Agency Key comes from Payroll Options and a unique Employee Key is automatically
generated for every employee. Employees need both keys to register on the Solana MyPay
website.

Important: Each employee must have a unique employee key that they will use when they register
on Solana MyPay. This employee key is auto generated when you add a new employee. However,
if in the past you imported employees or created a new employee by copying an existing
employee, there is a chance the employee key was duplicated. If this happens, the employee will
get an error when they try to use it. If an employee reports this issue, you can create a new
employee key for that employee.

To do so open, the employee that has a duplicate key, and then select Create new Solana MyPay
Employee Key.

= = .
il Schedule - & Mass Maintenance Processes =
I M

Copy Photo to DataPlus Avatar

Update All Missing DataPlus Avatars

Add Employees to Sclana MyPay /

Create new Sclana MyPay Employee Key i

Once you have created the new employee key, you will then need to Add Employees to Solana
MyPay again.

To run the registration letter report to distribute to one or multiple employees:

1. Choose Employee Management > Employees from the menu.
2. Select Reports on the toolbar.
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3. Enter“MyPay” in the Find box.

Imployees Reparts

‘Which repaorting task do you want to do?

Winrk with Repant Grosps
Coeaie, Qe oF fun 8 Qroen of sepaits

H -

=]

Creste s Mewe Repart
CHRmIE 5 MW B0t Hng SIRer 3 ndw Il

OF 31 ESling o

Salect an Existing Rapon  Marage or run & neport from the gnd below, Cick Mest to crange lout, Shers, style and ofher settings or Clide Rum Report

Fird byt Stanasnds by dgency My Ragonis | baeormies bmployees Dnly
Copy Faetrite Aeidd Te Gromap

Sokus MyPay Lether Pap Studs Only Emplopest  Paaodl  Preview

Sakana MyPay Lethir Py Shube%-2u Orly Employem  Pmroll  Posview

Saksng MyPay Lether Py Shub s 5/ W385-Cr Empiopes;  Paooll  Preview

S0 ks My Pay Letey fw-s Ond B pirpets Panipal  Peeriew
Erewhed ty Soinra

[ Bun Fapart Cangs

You will see several variations of the letter that you can print or email to employees to
distribute the keys to your employees. If you do not see the combination that you are using,
you can copy one of the existing letters and then modify it. Refer to the Report Wizard Guide

for details on copying reports.

4. Select the appropriate letter and click Next.

‘Which reporting task do you want to do?

Wk with Repant Ge oeps
Creaie, manae of 1uf 3 QroveD of sepats

H 4
E Creste a Wew Report

Cregie 3 new report uging efifer 3 new igput o #n eesiing one

Salect an Existing Rapon  Marage or nun 3 report from the gnd bebow, Ciick Mest S0 change lepout, Shers, style srd ofher setings or Click Rum Report

LU

MBnGands | Wiy Agency | Py Reports |

Farvcimies [impdryeees Dindp
Copy Favexile Aeddd Te Gromap
St biyPay Lether Pay Stub s Only T Fanoil  Preview
Salana MyPay Letter [Py Shub u/-2u Oniy fmpiopem  Pmroll | Pordew
S tana PyPay Letter Fay Shib B°W 25/ 00550k [ mipio e Fasandl  Predew
S iy M Pay Lette P15 Onl Emplopesl  Pwand  PeEdEs

Creabed ty Sainra

5.
Activeis True

N

bt Bun Fapart Carge

If this is the first time your agency is using MyPay, set your filters as follows:

Last Payment Date is Greater Than or Equal To the first day of the tax year

Note: Leave the filter group box operator set to Or.
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Jorep T Lyl e For Tt Dwleg
Sot the filvers 1o select the records that should appear in your final repen

Papecrt  Sarbwrepend Fitera
Select i mpoet o Cnniet ey
e L L AL T

or - ,r\.-li‘n--iﬂ— rmaier Thae oo Egunl Tr gl gl 1 ]

Eill.i'...m

Sac i Lo ¥ g Crer

Otherwise, for new employees hired after you sent out your initial letter to all employees,
set your filters as follows:

Last Hire/Rehire Date is Greater Than or Equal to the new employees' hire date.

JampTo  Layout  Shie | MRters | Sorl Tl Delwery

Set the filters to select the recerds that should appear in your final report

Aeport ! Sulmpord Fignry
Galect tha report oo ke Eacls
Suldepodt 10 el My A
e And - —Full Name Contars : I ’
AND ol Hing Fighinn Daten Grester Tham o Equal Te = | 12012013 g
i Pl i Compdorn Fplicl Falien
AND
Fuidrew Triaw
O = flest Paymeet Duta Graster Thae o Egual T4 [yt
b Pt

i Fabae Caros i

] Fulbew o
o

Eari tpeat Een Repart Canoel

Note: Make sure you clear the check boxes next to the Active and Last Payment Date
filters in the filter group box.

Click Delivery on the Jump To bar or select Next twice.

Select Run Report to print the reports to distribute paper copies OR email it to each
employee directly. To do so:

a. Selectthe + nextto Split Report Property.
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% Payrcll Reports ™ o o

Jump To Lo Syle  Filss S Tees | Delay

Select the delivery method and enter any redated information nesded

E i EEpodt Pro peity
B |Pigaia g
" Send ba Printer
1 Save o Fakser

1 Send Email

Select Code.

" Payroll Repeorts - o b4

JumpTe Lo Shle  Filen  Sait Tilei | Delewry

Select the delivery method and enter any redated Information needed

= — | Spat Repart Property
ey COBRA, Chaliying Event
" Send o Prisier COERA REsporse
™ Svm b Paker M"‘W“
- e
T Ea Comprbency Add On kst
B Coumiry
Gty
Sl CFR Deke
DetaPie desbar Rlename
DataPius Card ID
(DataPiie Emasi Sddress Type
| | | BinBepsrt || Cance |

ampTs lout Shis AR Sot Ther  Dseery
Select the delivery method and enter any related information needed

=] sea Bapart Preperty
[T —r— =
vt b Priver COBRA fesp ornie

7 S i Palder (08#a A psapre Dt El
& Sarwd Ereail

" Pravviess

Competency Agd On bk
¥ Cogstny
H oty
CFF Duin
DutaPun &vuler Fiemama
DrataPg Cad 1D
Dutafis Eml Saaesis Troe -

Fis Trpe croh FOF w| dedgieecs Time
Endwr Az -

Fmpd T

Email St

Eranil Body

= [mermepon || concmt |
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Select the Email Address list and select which email address (1, 2 or 3) to send it to or
of a specified type.

File Type Acrobat POF ~ Address Type

Enter Address

Erter Address
Send to Email Address 1 in Employees
Send Lo Email Addieds 2 i Employesd

Send Lo Email Addneis 3 in Employesd
Send Lo Email of Type:

—

If you selected Send to Email of Type, enter the email description of the one you want
to send it to such as, Work or Home.

Enter a subject and message and then select Run Report to email each employee
their individual report as an attachment to the selected email address.

Pzl Reporh - o X

wmpTs  lpout Shis  Aken 5ot Ther | Osieery
Zelect the delivery method and enter any related information needed
- = | Spd#: Fapzrt Fropanty
Pravvie _— Sl
€ v te Prirsber
" e o Fakden
" Savwd Eregd
Sarom Dk
DrtaPan &vatar Flenama
DitaPas Cad 1D
Dotsfas Emsl Saoess Troe
Fis Tpe Aot FOF . dedcieesy Trpe
Sangd o Emd o Typss /
Erapi Adgres Ty A
Imail Subjeci Bbgoilet I Solarsh My Ry
Eragi Bapy
e e attacned o rume fos par Soieag My Py Soroesnt 18 girratian v prmason |
- \ v [ aes
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Processing W-2s

Learn how to process W-2s:

Registering with the Social Security Administration

Using the SSA Employee Verification Service

Verifying Tax ID Numbers

Verifying Deduction Type Setup
Verifying Wage Type Setup (This is rarely used)

Verifying Reimbursement Account Setup (This is rarely used

Verifying Employee Setup

Entering Non-Payroll Compensation

Tying Out the Numbers

Gathering the W-2 Data
Submitting Files to Sandata for Processing

Electronic Retrieval of Employer Copies from Our Processor
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Payroll Tax Reporting Groups
Distributing Solana MyPay Registration Keys to Employees

ConTexT: Payroll tax reporting groups are used when you gather data for the 940 Form, 941
Form, SUTA files, W-2s, 1094-C/1095-Cs or run related reports. You will need one tax reporting
group for each EIN/filing requirement. You must have at least one but can have more if need be.

The table below helps you determine where the information is pulled from that appears in various
forms based on the settings below.

Use
St N soprtorzn (S e
Form Field Applicabl One EIN Group A t Groups/ Global Global
pplicable ggregate | pach EIN Record 0ba% |SEIN
Record Company
Name
941: FEIN Database [EIN Group FEIN Database [EIN Group FEIN NA NA
Preferences Preferences
FEIN FEIN
941: Company Database [EIN Group Database [EIN Group NA NA
Name Preferences |Description Preferences |Description
Description Description
940: FEIN Database |EIN Group FEIN Database |EIN Group FEIN NA NA
Preferences Preferences
FEIN FEIN
940: Company Database |EIN Group Database |EIN Group NA NA
Name Preferences |Description Preferences |Description
Description Description
SUTA: FEIN Database |EIN Group FEIN NA EIN Group FEIN NA NA
Preferences
FEIN
SUTA: SEIN SUTA Tax |Tax/EIN Group ID NA Tax/EIN GroupID |NA NA
ID Number |Number Number
SUTA: TaxRate  |SUTA Tax |Tax/EIN Group NA Tax/EIN Group NA NA
Percent Percent Percent
W-2: FEIN Database |Tax Reporting Group |NA If Tax Reporting Used NA
Preferences [EIN Group FEIN Group Use Global
FEIN FEIN = true:
Database
Preferences FEIN
If Tax Reporting
Group Use Global
FEIN = false:
Employee EIN
Group FEIN
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W-2: Company
Name

Database
Preferences
Description

Tax Reporting Group
EIN Group
Description

NA

If Tax Reporting
Group Use Global
Company Name =
true:

Database
Preferences
Description

If Tax Reporting
Group Use Global
Company Name =
false:

Employee EIN
Group Description

Used

NA

W-2: SEIN

State Tax
ID Number

Tax/EIN Group ID
Number

NA

If Tax Reporting
Group Use Global
SEIN = true:

State TaxID
Number

If Tax Reporting
Group Use Global
FEIN = false:

Tax/EIN Group ID
Number

NA

Used

1094-C/1095-
C: FEIN

Database
Preferences
FEIN

Tax Reporting Group
EIN Group FEIN

NA

Does not work ...
would require
separate Tax
Reporting Group
for each EIN

Used

NA

1094-C/1095-C:
Company Name

Database
Preferences
Description

Tax Reporting Group
EIN Group
Description

NA

Does not work ...
would require
separate Tax
Reporting Group
for each EIN

Used

NA

To enter a new or modify a payroll tax reporting group:

TASK:
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1. Choose Employee Management > Payroll > Setup > Payroll Tax Reporting Groups. STep
REesuLTs: You will see the Payroll Tax Reporting Group form in a new window tab.
(£} Payra % Reparting Growp X
Payroll Graup Tax Reporiing Type Combined Payroll Groups -
ElM Group Tax Reporting Type Mot Applicable
Bl Growup
Tax Farm Type Farm W2 -
Lkse Global FEEN
Lis# GRabal SEIM
e Ghabal Compary Mame
FF.'u_,-ﬁII.-'-.-n::_: .
A Open @« W FEiters [ o .
Available o Felected
Contractors (Mo dctre Pay Period) =t
:-’;R.j.:l.-f.-f:.' E-'--\:II .-l: Fay Periad BERING
Fegular [Enbry Femave A
SEaf Posted
2. Click© Add to create a new tax reporting group or enter the code or description of an
existing tax reporting group in the Toolbar Lookup ( +) and press Enter to view or
modify it.
3. Complete the following information:
Description A meaningful description of the tax reporting group (up to 40 characters).

Note: This description will be printed on the report headers.

Payroll Group Tax Reporting
Type

Select a Payroll Group summary type: One Payroll Group or Combined
Payroll Groups. You will also need to select the applicable Payroll Groups
for this tax reporting group. You must have only one Payroll Group selected
if the type is One Payroll Group and at least two selected if the type is
Combined Payroll Groups.

Important: Helpful information for setting your Payroll Group Tax
Reporting Group Type:

o Ifyou only have one payroll group, you will set it to One Payroll
Group.

If you have two or more payroll groups, but need to report and file
them together, you will select Combined Payroll Group and select all
the Payroll Groups below.
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¢ If you have two or more payroll groups, but need to report and file
them separately, you will select One Payroll Group and then select
the appropriate Payroll Group below. You will then need to create
additional tax reporting groups - one for each Payroll Group or filing
requirement.

EIN Group Tax Reporting If your agency has licensed the multiple EIN licensed feature set, select an

Type EIN summary type: One EIN Group or Separate By EIN Group. If you do not
license this feature set, the EIN Group Tax Reporting Type will be set to Not
Applicable.

EIN Group If your agency has licensed the multiple EIN licensed feature set and you
selected One EIN Group above, select the EIN Group that this tax reporting
group is for.

Tax Form Type e Form W-2 - The employees in this group will receive a W-2 form (this

is the default)

e Form 1099-M - The employees in this group will receive a 1099-M
instead of a W-2.

e Form 1099-R - The employees in this group will receive a 1099-R
instead of a W-2.

Form 1099-M Box

If Tax Form Type is Form 1099-M, select which box it should appear i

Include State Wages

If Tax Form Type is Form 1099-R, select to include State Wages on the
1099-R.

Use Global FEIN

If the EIN Group Tax Reporting Type is Separate By EIN Group, then select
the Use Global FEIN check box to use the Federal employer tax
identification number (FEIN) found under Database Preferences for this tax
reporting group. Otherwise, it will use the FEIN found in the associated
EIN Group. (This is disabled if One EIN Group is set for EIN Group.)

Use Global SEIN

If the EIN Group Tax Reporting Type is Separate By EIN Group, then select
Use Global SEIN to use the State employer tax identification number (SEIN)
found under the associated state tax for this tax reporting group.
Otherwise, it will use the SEIN found in the associated state tax's
EIN Group. (This is disabled if One EIN Group is set for EIN Group.)

Use Global Company Name

If the EIN Group Tax Reporting Type is Separate By EIN Group, then select
Use Global Company Name to use the Company Name found under
Database Preferences for this tax reporting group. Otherwise, it will use the
Description found in the associated EIN Group. (This is disabled if One EIN
Group is set for EIN Group.)

Active

This tax reporting group should appear as a choice in lookups.

4. Select the Payroll Group(s) associated with this tax reporting group and click Add to move
them from the Available column to the Selected column. Select the Payroll Group and click
Remove if the Payroll Group should no longer be associated with this tax reporting group.
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Payrall l.'.-'l.'n.lu;l
Payrall Groups
i % Open (@ Add | W Fies [ “:Repert:'i

ailable / Salected
| aae

Description
Cantractars (Mo Atve Pay Period) | Remows
Dimy Services [Emry)
Executive (Mo Active Pay Period) | S
Regular (Mo Acthwe Pay Penod | Remwve &1

L2aff (Posted

Click k- Save when finished.
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Registering with the Social Security Administration

If Sandata is processing your W-2s, we will file them with our submitter PIN and password. This
means you will not have your information filed with your submitter PIN and password, and you
will likely receive notification from the SSA in the coming year informing you of this. Rest assured;
your information is still filed properly. Because of this, you will only need access to the SSA
website if you need to process corrections or use the SSA Employee Verification Services.

When you apply with the SSA, you will receive a submitter pin # and password. If you filed by this
method last year, make sure that you know your submitter pin # and password.

If you don't have a SSA submitter pin # and password (remember, you might have one from
previous year(s), you can register online at the following link:

https:/ /www.socialsecurity.gov/bso/bsowelcome/index.html

If you already have a SSA Submitter Pin # and password, make sure you can log in successfully to
the Website listed above and also change your password before it expires.

Complete the W-2 Electronic Submission Information Form available on the support website (
https://sandata.zendesk.com/hc/en-us). You must complete this form whether you are processing
your own W-2s or are having Sandata do them for you. Sandata uses this form to double-check the
company information contained in the submitted data files. If Sandata is processing your W-2s, e-
mail/fax the completed form to Sandata. You should fill out a form for each UNIQUE database you
have and/or each unique EIN, if you have licensed the Multiple EINs feature set.
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Using the SSA Employee Verification Service

You can create a verification file to upload to the SSA website. The SSA will then verify that the
first name, middle initial, last name and Social Security numbers for your employees are correct
and report back any problems to you. Eventually, the SSA may start charging if SSN and names
don’t match their records.

Important: Before you change an employee’s name in ProviderPro, it is a good practice to require
the employee to provide a copy of his or her updated Social Security card.

To create the verification file:

TAsK:
1. Goto Employee Management > Payroll > Tax Forms > Employee
W-2s.

SteP REsuLTs: You'll see the Employee W-2s transaction grid.

2. Change the Tax Reporting Group filter to the correct one.

([ Empioyes W-15 X0
Seinrgs
Tan Repowiing Geoup Eeiulk . M
FHer
Em piayes Euas +

ded - Spprint True

3. From the Processes toolbar menu, select Gather.
re—

‘ Gather t - |

Send Counts Te Sclana

Send Files To Solana
Create Files To Send To Solana Manually

Create Files For Yearli

STEP RESuLTS: You will be prompted to enter the gather settings.
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4. Make sure the Year and Tax Reporting Group are correct.

.‘G_ PranaderPro
I
k ‘f) Enter the Gather settings

o Gather Payroll Data
Year
First Employee

\L\!lit Employes

Tax Reporting Group

Cinly Pulll Gross Wages (for consumer 10595

Gather Hon-Payroll Data
Mo City Tax
admin Cost Center

« Remove Prior Data

5. Leave all the settings as they are and click OK.

+

Cancel

STEP RESuLTS: Depending on the number of employees, this process may take several
minutes. A confirmation message will appear when the process is complete.

6. Click Ok to close the confirmation message.

STEP RESuLTS: You will see a list of employee W-2 information appear in the grid. You do not
need to worry about reviewing or modifying the data at this time.

7. Click '« Reports on the toolbar.

SteP ResuLTs: The Report Wizard opens in a pop-up window.

8. Select PR Social Security Number Verification Export File and click Next.
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10.

11.

12.

% Employss 'W-2u Reporty - o b

Which reporting task do you want to do?

Wiork with Repart Graugs
= Lreate, Rarige a1 ne i grose B rasot

Crmats a New Raport
Create § nerw report wng sither & new Iyt o an sdiding e

Salect an Existing Report  Manage or run a report rom e grid below. Click Mewt 1o change layowt, fkers. side and other seings or Click Aun Report

Fnd | Samddeta | by dgucy | by Reports | Foronte | Pa Soh | By eda Oy |
, o Focrte (5 Dobets  Add ToGeup -+ ) Fermimices
harme [ T Mo Deinery Cranged On
4 PAW-ZCountn W2 Counia swyrall Car
- PR W3 frmare W Emar Fwmal R
PR3 Fageral Cunsides W) Fagersl Fmyral R
PRWL2 Pl Savensty .2 Fegersl Et] Pasview
PR VLD St ol Lacsl Deta bea W2 Sate: Ana Lot Payol PeEdEn
.2 Sl and Lacal Semminy -2 Skt Ard LoSE raral Friicn
i) - | i
|Ceeyied by Salama ke e AL e et D o SERA S |
Bt RenRegart Caeml |

Make sure your Tax Reporting Group filter matches the one you set in the grid.

Click the Delivery tab on the Jump To bar.

i Employes W-2u Faports — a H

jenpTo  Leoub  Propemisr Sy | Roes . SR Tioes Du-r_.-f

Set the filvers 1o aslest the recerds that should appear in your final report

Fapart | Subrepert R
el et vegan o Tad Reponing Groap Ezeain v [zar ¥
Bsbrapori o vt § e b

[ S S| |
Lkl Filer Lk Camom Fuskd Filer

i Pl Group

R W S N S R R B Pl

Click the Binoculars icon next to the File Name.

! Employes W-2x Raporia - o X

jenpTo Loul  Fropemias  SnAt FEers.  Somt Ties | Debeny

Select the delivery methes and enter any relatsd infermation needed

{Pwanw :erlmm

™ sardl i Frinter Rz Type: Fiu Laagin Do s

¥ Srw iz Palder e CUlnarsshasiys? Dunid g SEVE 20 ;..l""'
I Sard Emai

Sawn Qe

R e W I N N il & 2 ol g

Select the directory where you want to save the file and click Save.
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¢ Save &5 b
T BB ThisPC » Deskiop w B
Organize e Folder =
- " Date mcdillied Tt B
£F Dropbeox
bills a2
il Onelive ¢ g
ro Distrbartion (CAMYOM) - Shorout 5 E:A3 &M
B This PC i Documerdalion
[ Desktop ¢ Learremg - Shorbout . 44 A}
Decurments ¢ Marketing
[Hew T
& Downloads ALY bk Dot
& Prajecis - Shemeut
Musi
I\' i #* shartyn [bonnevillefsusers) () - Shortout 2 36 &)
IR Pt ¢+ Suppost Web
. Videns 7 Trawvng - Shortoul
‘e Local Diek () g Wab - Shercul

B8 DVD R Deive (C

-

- .F;_m:: ['___ __________ Do ""._"ﬂ“’

Save astype: | Tet File w

S B =

13. Click Run Report to create the file.

% Emplayes 'W-21 Reporty - n] b4

dbamp T Layosd Popertin e Fifen 304 il Deirvry
Seiect the delivery method and enter any related information nesded

= + | 5pii Repart Propert
™ Pravviars = -
™ Sand 8z Ferker Fie Trpe Fisiiad LEfgree Do uveir

™ Sawg 5 Foiicier

i~ Seng B

Srom Oy

N\

- RenRepart Lareni

14. Click Finish to exit the Report Wizard and then click No when prompted to save report
setting changes.

15. Upload the file to the SSA website as directed in their handbook.

16. Once you receive the report back from the SSA, make any changes to the employee
information as needed.
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Verifying Addresses

CCA follows the USPS Publication 28 for the addresses of employees and your company address.
Sandata highly recommends you check all employees and your company address prior to sending
your files to us.

You can run the PR: Employee Address Verification File and upload it to an address verification
website such as https: //www.address-validator.net/ to assist in finding any address issues.

To create the verification file:

TAsK:
1. Goto Employee Management > Payroll > Tax Forms > Employee
W-2s.

SteP REsuLTs: You'll see the Employee W-2s transaction grid.

2. Change the Tax Reporting Group filter to the correct one.

[ Empiloyes W-2s x
Setnings
Tan Repowiing Geoup Eepaiit . M
titers
fmpayee Equas -+

TR Zeprint True
Add Fme

A Frter Groisn

I'-::I FiRers Sammany

Pl gt o Pt GO o B e o i B nrnl?

3. From the Processes toolbar menu, select Gather.
- Processes =

Gather * -

Send Counts Te Sclana

Send Files To Solana
Create Files To Send To Sclana Manually

Create Files For Yearli

SteP ResuLTs: You will be prompted to enter the gather settings.
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4. Make sure the Year and Tax Reporting Group are correct.

"'G_cl;.v derPra T b4

2 Enter the Gather settings

4 Gather Payroll Data /

fear 2020

First Employee | 3 4
\LastE'r-pu:-,.-ze » 0

Tax Reporting Group | ] R

Omly Pull Gross Wages (for consumer 10895
Gather Hon-Fayroll Data
Mo City Tax o i3]
Admin Cost Center o 3 4
« Remove Prior Data

Dk Cancel

5. Leave all the settings as they are and click OK.

STEP RESuLTS: Depending on the number of employees, this process may take several
minutes. A confirmation message will appear when the process is complete.

6. Click Ok to close the confirmation message.

STEP RESuLTS: You will see a list of employee W-2 information appear in the grid. You do not
need to worry about reviewing or modifying the data at this time.

7. Click '« Reports on the toolbar.
SteP ResuLTs: The Report Wizard opens in a pop-up window.

8. Select PR Employee Address Verification File and click Next.
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5 Imployse W-2 Faports
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9. Make sure your Tax Reporting Group filter matches the one you set in the grid.

10. Click the Delivery tab on the Jump To bar.

b [rmipdrasee -2t Baporic

[m] x
lenpTo  Lipd  Meepiilei il | hFea | Se Tike  Deleady
Sot the filters 1o select the is that shwould appear in your final report
[y — Sl /
Eaduct the razort o T Raportrg Ginup [ * | Payral Man +
Sabiepoit to sel Hiss by
Emaloyee W25 a
[Empknyes Ezaaly + n
Lo Fiazert T u
Acki Fltm el oo, Pl il
Aab] Filke Gt
11. Click the Binoculars icon next to the File Name.
b Imnplerees \W-25 Raparis i | =
lomp Ta  Liphud Moperied Shie Fillers o fiE  Deirery
Select the delivery method and enter any related information needed
e o 1|Sal| Sepet Frogerty
™ Sera ba Peinds Fia Type Tarck Docurmant "'/
# Sawa to Folder Fie Hamae il s halyr' Dinkda paddrmnwmrfeatiznt .o =
" Serd Tmad

Swen Only

12. Select the directory where you want to save the file and click Save.
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13. Click Run Report to create the file.

" Imployee W-2 Baporis o w

Jgnp To  Lipnd  Preoparls Shyle fike ok fitlm | Cwirery

Select the delivery method and enter any related information needed

[
i llbp!l Epiet EEpEty

" Sl ta Peinter File Tyme Taut Documant
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14. Click Finish to exit the Report Wizard and then click No when prompted to save report
setting changes.

15.  Upload the file to an address verification website such as https: / /www.address-
validator.net/.

16. Once you receive the report back from the verification website, make any changes to the
employee addresses as needed.
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Verifying Tax ID Numbers

Verify that the correct code(s) (the code for state taxes should be the two-digit postal
abbreviation for the state) and tax ID number(s) are set up properly for each tax.

To verify your taxes:

TASK:
1. Goto Employee Management > Payroll > Setup > Taxes.

2. Opena Tax.
3. Verify the following information:
e The correcttax ID is in the Identification Number box.

The Ohio School District ID number must be the four-digit numeric code. The Indiana
County ID number must be C plus the two-digit numeric county code.

o Ifitis a State tax, the two-character postal abbreviation is in the Code box.

iTar x
Gn, oH ) Descriptian OH STATE WiH
GL Accownt £ e '._-:}_:' I,:f' E}' | Ackive
Tax Categody Hate Withrslding ” City Taw Location Work b
Shate ABbidalian 0OH ¥ Cairty Tax Loaaticd Wadk =
Resident Tax Percent QD000 Cther Tax Location Work ¥
Mindmum Tax Percent U000 Schon| Tax Location Whark -

Identification Humper 5161440110 Exemption Amaourk 000

Additional Wage y
W-2 Type Mone - 0000
il Threshal

W-2 Code Additioral Pevoeniage e Eni]

Remittarce Frequency  Payrall Period
Wilthholding Agercy T t ke |,5-_-'|_. | _-a-:.:i:..

Wages Celling S0.00

Note: You can now assign a code for boxes 12 or 14 to taxes. For example, to display HSA
employer contribution amounts in box 12W.

4. Ifyou have licensed the multiple EIN feature set, click the EIN Groups tab.
5. Selectan EIN group in the grid and click View or Open.
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.i (@) Accept (G Accept & Add (S0 Accept & Open Nest [ Reports =

{ Impo/Export */ [}  Comments Memorize/Recall = @ Mass Maintenance
EIN Group. Cur Agency Children’s Division ﬁ@&i‘
6L Account 2-20800-06 - Sotes Tax Poyeble (B B

Resident Tax Percent 00000
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Verifying Deduction Type Setup

Verify that all deduction types have the proper W-2 codes set up:

TASK:
1. Goto Employee Management > Payroll > Setup > Deduction Types.

2. Open a Deduction Type.
3. Verify the W-2 information is set up correctly:

.(i}.r'rlll-'- A Type XX
Description Medical Insurance 7 Betive
Main
Category Health Section 125 Cafeteria
GL Account ¢ .. ] () 2
Remittance Frequency  Monthly b
Withholding Agency BCBS - 5 Blue };.;:“E: HF

-2 Type Mone
W-2 Code

Mo Employee Deduction

In this field: Enter or select:
W-2 If the Category of this deduction type is “Other,” you must select where you want this
Deduction deduction to print on the W-2 form:
Type e None
e Box11

e Box 12 Generic - It will print in Box 12 with the code entered in the W-2 Code box.
e Box 14 Generic - It will print in Box 14 with the code entered in the W-2 Code box.

Note: If you are unsure of which W-2 deduction type to select, consult with your tax
accountant or the IRS.

W-2 Code If the W-2 Deduction Type is Box 12 Generic or Box 14 Generic, the one or two-character
code that will appear in the box.

If you started using Payroll prior to September 17, 2007, and will be using a two-character
code for the first time, submit a support request to have Sandata alter your database table
before processing.

Note: The following codes will automatically check the Retirement Plan box on the W-2 for
those employees that have a deduction amount for a deduction type that is assigned that
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code. If you need other employees to have the Retirement Plan check box selected, you
must do so manually when processing the W-2 Box 12-D, E, F, H, S, AA, BB.

If the Deduction Type should be included in the calculations for the Health Care reportable
law, you will need to open each Breakout Type:

a. Click the Health Coverage Reportable tab.
b. Verify the Health Care Reportable check box is selected.

( i) Breakout Type* l'—" | = .Iﬂﬁ
&) Accept ¥ Accept & Ad _," Acceph & ff'p-.-n Mext # Reports =
Import/Expart = [7] Cormments Memaorize/Recall = g Mass Maintenance
Code MEDOL ¥ Artive
Description Medical Employes Owverride Deduction Suppression
Caboulation Type Amount v

Health Coverage Repo '.a:le(

Deduction Type Breakout Premium Amounts
: 3k Open (@) Add () AddCopy (S) Delete | |5 Reports -

¥ Health Coverage Reportable

. "
Impert/Export = :‘. Memonze'Recall = &5 Mass Maintenance [BR Select Columns i
LA 5
Effecirve Month Effective Year Monthly Premium Amount
Pl L 72200

e

A

c. Ifthe Health Care Reportable check box is selected, open the Deduction Type Breakout
Premium Amount and verify the values are correct.
rtﬁ Premium Amount l =) &1

(@) Accept (4 Accept 8 Add (@) Accept 8 Open Next [g Reports -

Import/Export  ~| [F] Comments Memorize/Recall = 4 Mass Maintenance
Effective Manth 1=
Effective Year 2019 :
Manthly Premium Amount 572200

Click @ Accept to close the Premium Amount.
e. Click' @ Accept to close the Deduction Type Breakout.

f. Click k- Save to save the changes.
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Verifying Healthcare-Reportable Non-Payroll Benefit
Types

The Healthcare Reportable Non-Payroll Benefit Types were new in 2012. The Healthcare
Reportable law requires you to report the full premium cost of healthcare on the employee’s W-2.
While many of these items are set up as employee deduction breakouts, you may also have some
healthcare reportable benefits that are paid in full by your company and thus do not require an
employee deduction. You also need to assign the appropriate Non-Payroll Benefit Type to each
employee.

TASK:
1. Goto Employee Management > Payroll > Setup > Non-Payroll Benefit Types.

2. Open a Non-Payroll Benefit Type.
3. Open a Non-Payroll Benefit Type Breakout.

(54 Mon-Payroll Benaft Type X

Deszriplion Viskon
¥ Artive

Mon-Payrodl Benefit Type Breakouts
[ % Open (@) Add @) Add Copy () Delete [ Reports =

EmportExport [ IlemorizeRecal * i Moz Maintenance [ Select Columns Deefaults
Health Caverage Repadtable
bIVSFAM visonramer 4|
VISSNGIE  Vionsingle | @

U o Ve NI ) e W ¥ I e e e b W W VA"

4. Verify the Health Coverage Reportable check box is selected if it should appear on the W-
2.

5. Ifthe Health Coverage Reportable check box is selected, then verify the Non-Payroll
Benefit Type Premium Amounts are correct.
{4} Mon-Payrall Berefit Type Breskout® |‘ﬂ|‘ﬂ_ﬁ1

&) Accept (G Accept & Add (Y Accept B Open Mext 4 Repors =

ImparExpat 1 Comments Mernorizes Recall i Mads Menbenance

Code VISSINGLE

Description Wision Single

H Hesith Coverage Reportable

Hon-Payroll Benefit Type Breskout Premiem Amounts

% Open (@) Add (& AddCopy (8) Delete | Reports =
bnpo/Expor = : 1 MemonmaFecall = & Mass Maintenangs B Select Columns Dt lts

Effeciive Momih Effectmee Fear Ietointidy Pres i Amnount

1 ik §1545

| RSN, W

In this field: Enter or select:
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Effective Month The month (1-12) that this non-payroll benefit type premium went
into effect.

Year The year that this non-payroll benefit type premium went into
effect.

Monthly Premium The total amount this non-payroll benefit type breakout costs.

Amount

Click @ Accept to close the Non-Payroll Benefit Type Breakout Premium Amount.
Click oii.**:'Accept to close the Non-Payroll Benefit Type Breakout.
Click k4 Save to save the Non-Payroll Benefit Type.
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Verifying Wage Type Setup (This is rarely used)

Note: Standard wage types do not need to have a W-2 Type or W-2 Code set up to appearin
Boxes 1, 3, 5, 16 or 18.

Verify that any wage types that should appear on the W-2 have the proper W-2 codes set up:

TAsK:
1. Goto Employee Management > Payroll > Setup > Wage Types.

2. OpenaWage Type.
3. Verify the W-2 information below.

'%Wage Type X
Main |

Code
Description Relocation Assistance
V| Active
Type Amount -
Hours Type Mon-worked Hours -
Exclude From Overtime Calculation
Annualize Withhalding
Formula
W-2 Type Box 12 Generic 4
@ Code P )
In this field: Enter or select:
W-2 Type None, Box 12 Generic, Box 14 Generic
If you are unsure of which W-2 type to select, consult with your tax
accountant or the IRS.
W-2 Code The one- to two-character W-2 code associated with the W-2 type
selected.
If you started using Payroll prior to September 17, 2007, and will be
using a two-character code for the first time, submit a support request to
have Sandata alter your database table before processing your W-2s.

4. If you made any changes, click ki Save.

-51-



Verifying Reimbursement Account Setup (This is rarely used)
Submitting the SSA Electronic Submission Information Form

Verifying Reimbursement Account Setup (This is rarely
used)

Verify that any reimbursement accounts (that have a subaccount category of employee) that
should appear on the W-2 have the proper W-2 codes set up:

TAsK:
1. Go to Financial Management > General Ledger > Setup > Accounts.

2. Open an Account.
3. Verify the W-2 information below.

S Acrount X
ACroint M e Descrghion
10767 0-00 Mise Hom Reesbursable o | AT
hpcount Origin Gensral Ledger Afcaurd
Arcount Type Experes
P Eollup
Beport Detail Typs Cetail
Subaccount Categony EE 'préi |-H-
Suhaccount Filter :'-"l‘:':'l_}-:'.+
W-2 Imformation
W-2Tyoe | Nome ¥ W-2lode
In this field: Enter or select:
W-2 Type ¢ None
e Box 12 Generic
e Box 14 Generic
Note: If you are unsure of which W-2 type to select, consult with your
tax accountant or the IRS.
W-2 Code The one- to two-character W-2 code associated with the W-2 type
selected.

4. Click k1 save.
Note: The account must have a subaccount category of employees.
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Verifying Employee Setup

Before gathering your W-2 information, you will want to verify the employees’ information and
make any needed corrections.

To do so:

TASK:
1.

2.
3.

Go to Employee Management > Employees.

Open an Employee.

On the Main tab, verify the employee’s Social Security Number.

-
o} Emplayes X

Code First Mame
o000 Kavin
wain |
Bwko @l @@

jH’unﬂeer Int=gration

Ewcliaiie Fram Employes Regusementy
¥ Use In Billing/Day Senvioes

Billmg Flacehoider Employes
Prevvicter 10 4
Provvigier 1D 2

]

User @@r}l

Middle Marre Last Mame
Raber Adams
jpﬂmﬂﬂ Infarmation

Hicknams

MaigeEn Heme

SEx Male »

(Ss.hl 345675901 )

Marttal Stahus Zrgle

j Employment Inlbrmationy

Lise Pasifion Conral

Hire Date OLOL2009
Waork Satus Full-Tme
Directar

Mznager

Growup

Duetault Cost Center

Surffoy
I | Active
Date Of Birth 02081970
Date O Deathn »
Age Rl
¥ears Employed 514
Fudl-Time Equivalency L0
SEEEH
&3 TR )
bli 3
PR

-53-



Verifying Employee Setup
Submitting the SSA Electronic Submission Information Form

4. _On the Contact tab, verify the employee’s address.

T employes X

Code First Mame Middle FHame Lest Mame Sufftx
foess ] Kevin FRober Adami b o Active

Adgress
Addeecsl 1S5 0wk, Addres 2
City Wauseon Stata ok = IpcCode 43367 Caurkry | s - united a3
Phare Mumben
Prare ¢ wasyzr-eaas_ || one -rame a3
Phare 2 s e el o
Phare 3 L et e I*H@H'I
Emilil Addredses
Eamall 4 aaron@middsclutionioom 55 | s b3
i [t
Email 3 b3
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Verifying Employee Setup
Submitting the SSA Electronic Submission Information Form

On the Benefits tab, make sure you have any non-payroll benefits setup for the employee.

A Employes X

Code First Mame Middle Hamie Last Kame Sarftin
L] Kewin Rabert fudams I LAl

Benefits Type iy @ E -i-: Benefils Eligibility =
Employes Deductions

[ Open (3 Acd @ AddCopy (E) Delete | Reports =

Impofport. * |' | Pamorize Recall * 1&',\ *ads Mamienance ﬂ Select Calwmns Defauilis
Brenkoef Currer L2art Liop Actrem. | UICA i

B S0IKPERCENT-S01k Peroec 20000 4 il

DEND3-Dentsl Emplopes/Spoase 70000 7 o

UFE3-Life Employes Spauss 20000 o i

\TO-Long Term Disability Employee E.5000 4

WMEDO3-Medics! EmployeeSpoue 5000 f +

STO-5Rart Term Disagility Emplopee 12000 o

Emplosee hion-Payeall Benslits
i % Open (3 ddd () AddCopy (S Delete | Repors =

ImportExport.  ~ [5] Memorize/fecall  ~ 4 Mass Mainienance | @0 Select Calumns Defaults

Fan-Paymall Benefit Seeakoat Start Date Slop Cate
P izson Fammily nf20e

If the employee will receive a 1099 instead or a W-2 and an EIN should be used instead of
the Social Security Number, verify the correct EIN is entered for the employee. (This is
rarely used and should not be filled in, if not applicable).
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Verifying Employee Setup
Submitting the SSA Electronic Submission Information Form

L Emplayer X
Code First Mame Micdie Hame Last Hame Surfin
el Kevin Robirt Adams I ¥ Active
i I§ & 1 1§
Phato I'J’ll}lHI@l jFHmht-rmmn
Higknams Date OF Birth DETEFTE
Maigien blsme Date Of Destn -
Sex [AET - age 454
] 345-67-8801
Marital Statius Singls -
= | Empayment dormatian
=||PraviderPec integeation
Use Position Contral
Exurludi= From Ermipl uiremmEnts
pier Ao Hire Date 0LAOLI008 * Wears Employed 5r4
& Use In Billing Day Serdies
Wark Status Full-Time = FuB-Time Equivalency 100
Placehalder Employes
i Directr HEDD gl Drecor DA
Provider 1D 1 -
Karager DCM - Direst Care Manage: e S 5 ]
g 2
C”ﬂ'ﬂ Groww DC . Dieet Care =EEE
o 34665435 o
> Gl

7. If you made any changes to the employee, click k3 Save.
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Entering Non-Payroll Compensation
Submitting the SSA Electronic Submission Information Form

Entering Non-Payroll Compensation

Enter any extra W-2 income for employees on the Non-Payroll Compensation tab of the
Employees dialog box as appropriate.

To enter non-payroll compensation:

TASK:
1. Go to Employee Management > Employees.

2. Open an Employee who has non-payroll compensation.
3. Click the Non-Payroll Compensation tab.

STEP RESULTS: You will see:

Tiempiayee X

Code Ferit Harme Migdle Name Lt Mdgrrim Suffin
fuinen Kewin Robert Adams i S Athive

Hon-Fayroll Compersati :/

Non-Payrod Comiperestion
% Oipen u‘._’:‘.' Aod &) Add Copy M Add Recuoring o Fepomts = B Select Comumns Fifters

Dfnuits

ployes Cladp e Equivalert: Howrs

b |Do00CTAdame K aEcees oW 4000

o R o RO e e WS RRTY o T 1 O (I ¥ o WP oy ST ey SPSSLEY s T, £ A

4. Click @ Add.
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Entering Non-Payroll Compensation
Submitting the SSA Electronic Submission Information Form

Step ResuLts: You'll see the Non-Payroll Compensation dialog box.

r"”i} Maon-Payrall Compensation Entry | B i |

I Save bpd Save S Add | Save&Close | Reporis -

ImportfExport = 3 | [E] Comments Memornize/Recall = [FF Schedule =| 4 MassMaintenance

Employes ! 3 3 2 P

Date

Type Auto b

Taxable Wages S0.00

Federal Withholding 50.00

Social Security Withholding S0.00

Medicare Withhalding s0.00

State Withholding $0.00

sfate Tax l'j,uzl.__;;l};;'h—&:

Equivalent Hours il

Remittance Processed

h

Enter or select the information below as needed and click kI Save.

In this field: Enter or select:
Date The date the compensation was paid or recognized.
Type e Auto - Adds Taxable Wages to Box 3, Social Security

Withholding to Box 4, Taxable Wages to Box 5 and Medicare
Withholding to Box 6 of the W-2.

e Grant - Adds Taxable Wages to Box 3, Social Security
Withholding to Box 4, Taxable Wages to Box 5 and Medicare
Withholding to Box 6 of the W-2.

e Long - Checks Box 13 Third Party sick pay in the W-2.
e Short - Checks Box 13 Third Party sick pay in the W-2.

e Write Off - Adds Taxable Wages to Box 3, Social Security
Withholding to Box 4, Taxable Wages to Box 5 and Medicare
Withholding to Box 6 of the W-2.

e Workers’ Comp - Adds Taxable Wages to Box 3, Social Security
Withholding to Box 4, Taxable Wages to Box 5 and Medicare
Withholding to Box 6 of the W-2.
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Entering Non-Payroll Compensation
Submitting the SSA Electronic Submission Information Form

Taxable Wages The amount of taxable wages. This amount is added to Box 1 of the W-
2.

Federal Withholding |The amount of federal tax withheld from the taxable wages. This
amount is added to Box 2 of the W-2.

Social Security WH  |[The amount of Social Security tax withheld from the taxable wages.
The amount is added to that state's wages.

Medicare WH The amount of Medicare tax withheld from the taxable wages.

State WH The amount of state tax withheld from the taxable wages. The amount
is added to that state's withholding.

State Tax The withholding state

Equivalent Hours The number of hours the employee would have worked. For example, if
the employee is on long or short term disability this number is used to
track the number of hours the disability payment represents.

Remittance This field is automatically selected for you after you run the Non-
Processed payroll Compensation utility.

You might also select this box if you have already remitted all taxes for
the quarter, and this non-payroll compensation entry is in that same
quarter (that is you don't want to pay it in the new quarter.; instead it
will be picked up for payment on the 941 form) or if a third-party has
already paid the remittance agency.

Next, print out the non-payroll compensation report to use during the end of year tie-out process.

Note: The amounts entered through non-payroll compensation are NOT reflected on the regular
payroll reports as the compensation was not paid through the payroll process. However, these
amounts must be taken into consideration when tying out your numbers such as gross and taxable
wages.

To print the non-payroll compensation report from ProviderPro:

TASK:
1. Go to Employee Management > Non-Payroll Compensation > Non-Payroll
Compensation Entries.

2. Setthe Date filter to the correct date range.
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Entering Non-Payroll Compensation
Submitting the SSA Electronic Submission Information Form

(ghman-Payroll Compentation Entries. X

Filrs
Empoyes Eduats . H
And | [ Cube Betawar - 1A2mn 12312020
ano Type Equais At
Ak FiRer
Add Fiter Croup

' FiRers Susmany -

Emiplopee Dats Tipe Ecpubealent Hoars

Click | Reports on the toolbar.

Step ResuLTs: The Report Wizard opens in a pop-up window. PR Non-Payroll Compensation
By Employee should already be selected.

Select the Use Inquiry Filters check box and then click Run Report.

[ Mo Payral Compeasation Erves Repirts

‘Which reporting task do you want to do?

W with Bt G s \ Lna trpary Fikars

Cranta, mansgs arnn 1 group ol mpars

Croate o Ham Raport
Cranin @ rrw raport ding fher § nes lyout or an dling ane

Sedect an Existing Arport  Manage or rum & rapor from e grid belom. Clidk Moo 1o changs layows, Shars, styk and ofher semings or Click Fun Rapor

Fiod e T
Copy [Tf| Renares Favcriea (@ Deivis  AddToGroup  + ) Pemimcra

Kame Dt Chyjact Maduin Culrary

i

| Cromtest by Satans -
I - ‘

STEP RESuLTS: The report will open in a print preview window.

-60 -



Entering Non-Payroll Compensation
Submitting the SSA Electronic Submission Information Form

Solana

My Company
Pargrall . Mos Payrall Compessaticn
By Emplepee
= Dale 1 T acabls Fachsral Wil icarn WH 55 WH State WH State [Equivelent Hr maat
SO0 Siiams K Rob
03 Ak X0 L2 S0 wog - oH (k] O
e Auin 300000 4500 = 1000 1] oH LT ] 0
[t ] Aigy 3000 4500 S0 0 500 oH (L] m]
20 A 300050 4500 .08 3000 100 oH oo (]
1.200.00 R S L3008 1 (1= [
Se0n T4 Blitright Hal 2
oans Shert 1580050 180,00 2178 a3.00 5400 oH oo A
15000 10 2175 e = e e
i e Hurn g, Dearrared Dilad
a4 Ai 100090 200 10G03 OG0 TR0 oH o O
1800050 200000 10808 196,08 .50 fr) o
= Emarson, Wchas ]
oaT Ain 1980050 0000 1050 HRR08 TE2 oH e u
150050 2000 108,00 1285 TES0 [ [
u;__ 1:\0':\0."‘,1 ] 1KLY 00 T 0o oo

5. Click Print from the print preview window or go to the Export menu to save it as a PDF.
6. Click the X to exit the print preview window.
7. Click Finish to exit the Report Wizard.
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Tying Out the Numbers
Federal, Social Security, Medicare and State Withholding

Tying Out the Numbers

Itis important that the numbers that are gathered in the W-2 process are accurate. Even though
you cannot tie out completely until your last payroll of the year, you can tie out each quarter, so
that only the fourth quarter needs to be tied-out at year-end.

Make sure you complete these steps for Federal, both sides of Social Security and Medicare and
for each state you withhold taxes for.

TAsK:
1. Printthe Tax Summary report.

2. Print the Deduction Summary report selecting only the pretax deductions for that tax.

3. Verify that Gross Wages (Tax Summary Report: YTD Gross Column) minus Pretax
Deductions for each specific tax (Deduction Summary) minus People Claiming Non-Taxable
ties back to Taxable Wages (Tax Summary: YTD Taxable Column).

In the example above for Federal taxes, $437,730.12 - $31,558.60 = $406,171.52

4. Repeat this process for each type of tax that has pretax deductions or exempt
considerations.

5. Locate your 941 Reports for each quarter you filed. You can also print the 941 Report for
each quarter but be aware that the data may have changed since you filed.

6. Verify the total taxable wages for Federal, Social Security and Medicare for all four 941
returns equals the total YTD taxable wages on the Tax Summary Report.
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Tying Out the Numbers
Cities and Counties
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7. After you gather W-2 data, verify the numbers you tied out from the Payroll reports match
the reports that are available in the Gather W-2 Process.

Important: You should do this verification after each time you “Gather” the W-2 data.

Note: This is the minimum verification that Sandata recommends. In addition, if your
agency has non-payroll compensation it will be necessary to add this amount to the
appropriate figures in balancing.

For each city or county tax:

TAsK:
1. Print the Tax Summary Report for city/state taxes and Medicare-Employee.

2. Make sure that Taxable Wages (Tax Summary Report: YTD Taxable Column) summarized
for all cities equals Medicare Taxable Wages (Tax Summary Report: YTD Taxable Column).
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3. After you gather W-2 data, verify the numbers you tied out from the Payroll reports match

the reports that are available in the Gather W-2 Process.
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Gathering the W-2 Data
Cities and Counties

Gathering the W-2 Data

Along with gathering the W-2 data, remember to:
e Complete and return the W-2 Electronic Submission Form (if Sandata is processing)
e Complete and return the W-2 Authorization Form (if Sandata is processing)

Note: Be sure to Gather the employee data at least once after the last payroll of the year is
processed.

To gather the W-2 data in ProviderPro:

TASK:
1. Goto Employee Management > Payroll > Tax Forms > Employee
W-2s.

Step ResuLTts: You'll see the Employee W-2s transaction grid.

2. Change the Tax Reporting Group to the correct one.

(T Employes Weds a0
Setnings
Tax Reperting Geoup Eepai * '}f
Hern
Empayes Equas +

3. Goto the Process toolbar menu and select Gather.
' Processes ™ e

Gather t |

Send Counts Te Solana

Send Files To Solana
Create Files To Send To Sclana Manually

Create Files For Yearli
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Gathering the W-2 Data
Cities and Counties

STEP REsuLTS: You will be prompted to enter the gather settings.

| ProvaderPro T b4

| f) Enter the Gather settings

4 Gather Payroll Data /

Year 2020

First Employee | 3 4
\LastE'r-w:-,ze | ) o
Tax Reporting Group | ] R

Only Pull Gross Wages (for consumer 10995

Gather Hon-Fayroll Data
Mo City Tax BN IR
Admin Cost Center o 3 4

« Remove Prior Data

Dk LCancel
4. Complete the information below as needed and click Ok.
Gather Payroll Data To include payroll data, such as wages.
Year The tax year for which you are gathering W-2 information.
First Employee/Last The beginning employee code and ending employee code of
Employee the employees you want to include. Leave these boxes blank if
you want to gather for all employees.
Tax Reporting Group The tax reporting group for the data you want to include.
Only Pull Gross Wages If the payroll data is for employees (such as consumers) who

only receive 1099s.

If the employee has an employer identification number
entered in the EIN box of the Employee form, the employee’s
EIN will be used instead of his/her Social Security Number.

Gather Non-payroll Data To include non-payroll data that was entered for the
employee and then you must enter the No City Tax and
Admin Cost Center.

These are used to evaluate what cost center the Non Payroll
Compensation entries should use to determine which city to
attribute the taxable wages to. If No City Tax only is selected,
ProviderPro will not try to include the Non Payroll
Compensation in Taxable Wages for any City.

If the Administrative Cost Center only is used, the taxable
wages will go to the City Tax set up in the Administrative Cost
Center.
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If both the No City Tax and the Administrative Cost Center
are used and the Administrative Cost Center selected has the
same No City Tax set up as the No City Tax, Provider Pro will
attempt to use the City in the Employee record in the Home
City Tax field under Special Taxes, if set up. If thereis nota
Home City Tax in the employee’s record, ProviderPro will
revert the taxable wages back to No City Tax.

No City Tax The tax code of the no city tax, if you are gathering non-
payroll data. This box is used in conjunction with the Admin
Cost Center below to determine which city tax should be
used for non-payroll data.

e If you want to use an employee’s home city for non-
payroll compensation, choose any cost center that has
“No City Tax"” assigned to it as the Admin Cost Center
below. Make sure the employee has a “Home City” set
up. If they do not, their non-payroll compensation will
be assigned to the “No City Tax” set up in the cost
center.

o If you want non-payroll compensation to be taxable
wages in one city, choose any cost center that has a
“City Tax” assigned to it in the Admin Cost Center

below.
Admin Cost Center The cost center’s code, if you are gathering non-payroll data.
Remove Prior Data To remove any prior data previously gathered. If this box is
not selected the data will append and possibly duplicate
information.

Note: This process may take a little while depending on the speed of your computer and/or
the number of employees.
STEP RESuLTS: You will see a confirmation message when the process is complete.

Click Ok.

SteP ResuLTs: The Employee W-2s that were generated will appear in the grid.

Click © Add on the toolbar or select an entry from the grid and click Open to modify it or
© Delete to remove t.

SteP REsuLTs: If you clicked © Addor ﬁfOpen, the Employee W-2s window opens.
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(fjEmployeeWe2s 3 (B} Empioyes wi2
Tam Feporting Groug b e e -
Employes o i [ e Regriet
1. Fadir il Wages 5317800 10, Deperdent Care Bereabts L4t i
2. Feclersd Withha lding syaR Transaciion Fear i ] :
3 Sl Sevurity Wages SE16500 11 MorquaBfied Plans SO
acipl ity Withroigieg FREEE 13,7 statutary Employes
4. Wiedicare Wages SA1B600 Fmtiremant Plan
B WMedicare Withhalding s11A=E Third -Farty Sick Fay
7 Sincial Sacurity T SO0 14, Lina 1 SC125 2000
B Allocated Tips 5000 Line 2 T 2018
8. Advanced EIC Fayment 5000 Line 3 EB QTS
Wiolareous W-25
% Open (§3) Add &) Add Copy (S Delete . Reports =
mportExpart.  * | [7] Wamorize R 8 v g Mass Msintenance BR Selact Columns Defaults
b Stabe oH OH-DH STATE WiH SE17RDD S20TAE - S16b&HHM A0
Wk ity L TE-Toledo ity Tan 1521154 a4
Work City Wals WaLFS-Wauseon City Tax 5150602 S1EZ

Enter the following information as needed.

Note: Refer to the “Instructions for Forms W-2 and W-3" available from the Internal
Revenue Service (IRS) for complete details on completing W-2/W-3 information.

Year The tax year of the W-2

Tax Reporting Group The code of the employee's tax reporting group

Employee The employee's code.

Reprint If Sandata is processing your W-2s and you have already sent

in your file but need to make changes to it and have Sandata
reprint the employee’s W-2, select the Reprint check box.

1. Federal Wages

The amount of federal taxable wages. If Only Pull Gross Wages
was NOT checked, it pulls from the tax information from
Employee Payments for Tax Category that is set to Federal
Withholding. The Value = Gross Wages (Calculation Factor) —
Exempt Wages (Exempt Factor). Otherwise, if Only Pull Gross
Wages is selected, then it pulls from the wage information from
Employee Payments and doesn't even look at taxes/taxable
wages.

2. Federal Withholding

The amount of federal tax withheld from the employee. This
pulls from the tax information from Employee Payments for
Tax Category that is set to Federal Withholding. The Value =
Amount (Tax Amount)

3. Social Security Wages

The amount of Social Security taxable wages. This pulls from
the tax information from Employee Payments for Tax Category
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that is set to Employee Social Security. The Value = Gross
Wages (Calculation Factor) — Exempt Wages (Exempt Factor).

4. Social Security
Withholding

The amount of Social Security tax withheld from the employee.
This pulls from the tax information from Employee Payments
for Tax Category that is set to Employee Social Security. The
Value = Amount (Tax Amount)

5. Medicare Wages

The amount of taxable Medicare wages. This pulls from the tax
information from Employee Payments for Tax Category that is
set to Employee Medicare. The Value = Gross Wages
(Calculation Factor) — Exempt Wages (Exempt Factor).

6. Medicare Withholding

The amount of Medicare tax withheld from the employee. This
pulls from the tax information from Employee Payments for
Tax Category that is set to Employee Medicare. The Value =
Amount (Tax Amount)

7. Social Security Tips

The amount of Social Security tips earned. This pulls from
Employee Payments for Deduction Type Category that is set to
Social Security Tips. Box 3 is reduced by this amount.

8. Allocated Tips

The Gather does not calculate this amount.

9. Advanced EIC Payment

The Gather does not calculate this amount.

10. Dependent Care
benefits

The amount of any dependent care flexible spending benefits.
his pulls from Employee Payments for Deduction Type
Category that is set to Dependent Care.

Transaction Year

The tax reporting year.

11. Non Qualified Plans

The amount contributed to non-qualified plans. This pulls from
Employee Payments for Wage Types with a W-2 Type of Box
11.

13. Statutory Employee

If the W-2 is for an independent contractor working for your
organization. The Gather does not automatically set this.

13. Retirement Plan

If the employee contributed to a retirement plan. This is
selected based on Employee Payments for Deduction Type
Category that is set to EmployeContributio401k, Employee
Contribution 403b, Employee Contribution 457b, Designated
Roth Contributions 401k, Designated Roth Contributions
403b or SIMPLE Retirement Account S.

13. Third-Party Sick-Pay

If the employee received third-party pay when on leave. This
pulls from Non-Payroll Compensation Entries with a Type set
to Short or Long.

14.Line1,2and 3

The descriptions/amounts to appear on lines 1, 2 or 3. For
example, state disability insurance taxes withheld, union dues,
uniform payments, health insurance premiums deducted,
nontaxable income and education assistance payments. This is
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pulled based on the Deduction Type Category and W-2 Type
settings.

8. Toadd an entry for miscellaneous deductions, state, city, county or a school district tax to
appear in Box 12 of the W-2 Form, click © Add or select an existing one from the grid and
click % Open (to modify it) or © Delete (toremove it).

Step ResuLTs: If you clicked Add or Open, you will see:
@ Miscellanecus W-2 — O >

@j Accept (& Accept & Add .\{:" Accept & Open Mext |G Reporis -

Import/Export - D Comments Memorize/Recall - &. Mass Maintenance
Code OH
ID Mumber 3161440110
Tax OH - OH STATE W/H <zp () % =
Wages 58,173.00
Amount 520743

9. Enter or select the information below for Box 12 of the W-2 and click ') Accept.

Type Deduction, State, City, County, School District

Code If you selected a Type of Deduction above, enter the appropriate IRS code.
ID Number |The tax ID number of the reporting entity.

Tax The code of the tax.

Wages The amount of the taxable wages.

Amount The amount paid.

Box 12: Pulls from the Deduction Type Information based on the Category and W-2 Type.
Boxes 15-17 are State Withholding Tax Information: This Pulls from the tax information
from Employee Payments for Tax Category = State Withholding. (There could be more than
one.)
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Box 15: State/Employer’s State ID Number. The State abbreviation comes from the Code in
the Tax setup. The State ID nhumber comes from the Tax or the Tax EIG Group

Box 16: State wages, tips, etc.: The Value = Gross Wages (Calculation Factor) — Exempt
Wages (Exempt Factor)

Box 17 State income tax: Value = Amount (Tax Amount)

Box 18-20 (Local Withholding Tax Information): This pulls from the tax information from
Employee Payments for Tax Category of City Work, City Live, County Work, County Live,
School District Work, and School District Live. (There could be more than one.)

Box 18 Local wages, tips, etc. TheValue = Gross Wages (Calculation Factor) — Exempt
Wages (Exempt Factor)

Box 19 Local income tax: Value = Amount (Tax Amount)

Box 20 Locality name. If School District Live/Work it combines together the Tax Code and
Description and shows the first 12 letters. Otherwise, it uses the Tax Code.

10. Click the Employer Info tab.

(PEmpicma w2 x  |[Per =
Tau Reporting Group oy 3 __]. s 2019 *
Employee oL s Regric
EIN Group ':1"."; ."';F
Empacper FIN 99, 0539559
Empiapgar Ham.s Solana
Emphopt Prors ATH] 135150 Upk 3
Emploper Address 1 122 5. Fulon 5t
Empaciper Adoress 2 Suite 222
Emphcrper City Wauszon
Emploper Sate oH
Emploper T 43547
Emploper Meding Address 1 122 5. Fulon 5t
Empacper Mading Address 2 Suite 211

Emplcyer Mpding Address 3 Wauseon OH 43567

Empacper Mading Address 4

11. Enter the following information as needed.

EIN Group If your agency licensed the Payroll Multiple EIN Group
feature set, this is the EIN Group code for the employer
for this W-2.

Employer EIN Your company’s Federal ID number, including the
necessary dashes for this W-2 .

Employer Name The name of your company for this W-2 (up to 40
characters).
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Employer Phone Your company’s main phone number.

Employer Address 1 Your company's street address (up to 40 characters).

Employer Address 2 A second street address for your company, if applicable
(up to 40 characters).

Employer City Your company’s city.

Employer State Your company’s state.

Employer Zip Your company's zip code.

Employer Mailing Address 1 Your company's street address

Employer Mailing Address 2 A second street address for your company, if applicable, if
not, enter your company's city, state and zip code.

Employer Mailing Address 3 If you have a second street address for your company,
enter your company's city, state and zip code. Otherwise,
enter your company's main phone number.

Employer Mailing Address 4 If you have a second street address for your company,
enter your company's main phone number. Otherwise,
enter leave it blank.

12. Click the Employee Info tab.
DiEmployee w.2s % | (TjEmployee w2 =
Tax Rapsating Group ) ([ e om
Employes it (i "rr Reeprint

Errployee TIN 123455729
Employee First Hame lans
Erraloyes Mcidie Fame
Emaloyee Last Mame Heizel
i layie Sufix
Employes Addres 1 &411 County Read A
B lyen Asidreds 1
Imployes Oy Hamler
Ereg o i SEabe oH
I loyes 2ip BT 525
Emap loyee Mailing Addeess 1 &1 County Read A
e loyee Mailing Address 2 Hamler OH B7525
Emaloyee Mailing Addvess 3 |
Eraloyee Mailing Adgress 4

13. Enter the following information as needed.

Employee TIN The employee's tax ID number, including the necessary dashes for

this W-2
Employee First Name The employee's first name (up to 20 characters).

Employee Middle Name |The employee's middle name (up to 20 characters).
Employee Last Name The employee's last name (up to 20 characters).
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14.
15.

16.

Employee Suffix The employee's suffix, such as Jr., I, etc., if needed (up to 10
characters).

Employee Address 1 The employee's street address (up to 40 characters).

Employee Address 2 A second street address for the employee, if applicable (up to 40
characters).

Employee City The employee's city.

Employee State The employee's state.

Employee Zip The employee's zip code.

Employee Mailing The employee's street address

Address 1

Employee Mailing A second street address for the employeeg, if applicable, if not,

Address 2 leave it blank.

Employee Mailing The employee's city, state and zip code.

Address 3

Employee Mailing Leave this blank.

Address 4

Click k# Save & Close on the toolbar.

Click = Reports on the toolbar to run the error-checking reports.

Step ResuLTs: The Report Wizard will open in a pop-up window.

Select PR W-2 Errors from the exiting reports grid and click Run Report.

[u] o
Which reparting task do wou want to do?
Work mih Repart Group
(rédle, Mardge ai run b group oF regsodts,
|' | Crmats a Hew Repart
- Creats m nerw report Lzing sither a rew leyout of Bnediting one
Seloct an Existing Rapofl  Manage or run a report from e grid below, Click Next 1o change kayowe, Shers, siyle and other seangs or Chick Run Report
Fng Sandarsn My dgmep | bipReperts | Fasosies Empicpen W-In Orip
Cop Farc
PH -3 Facersl Cusy Fecara ¥
M Fogeral Samimy Feparsl
T [ el LI

Ceeyied by Foises
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STEP RESuLTS: You will see the error report in the print preview window.
E‘ ProsiderFro - PR W-2 Enoes

: hle Export
| G ph WK

My Company
Payroll W-2 Errors

Exror Message

Software Version 4000002
Ay Littieson S5M s missing
daneHeide S5H s missing
Camarcn Cum S5H I3 miszing
James L Franano E5H i3 mizsing
Johr £ Gooded SEH I3 mizsng
HilJ_ Albeight Agdress | is missing
Hil J Albright Cily 1§ miggng
Hisl 4 Albvight Dip Codeid masing
Had J Albwight S5H s mizsing
Lor Kaye Jameson S5H |5 missing

It will show the following errors if they exist:

e Special Characters in First, Middle or Last Name (except dashes)

e Missing Address 1

e Missing City

e Missing State

e Missing Zip Code

e Missing Social Security Number

e Duplicate Social Security Number

e Ohio School District Code Greater Than Four Characters

e Taxable Compensation Equal to or Less Than Zero

e Tax Withheld Amounts That Are Negative

e Local Wages That Are Negative

e Commas or Quotation Marks

e Missing Agency Phone Number

o State Taxes Without an ID
17. Click the Print icon and refer to this report to correct any errors.
18. Click the X in the upper right corner to close the print preview.
19. Click Finish to exit the Report Wizard.
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Note: Itis critical to address and correct these errors before continuing. For example, if multiple
employees have the same SSN, all the W-2s will print with the first employee’s contact
information. You do not need to re-gather the W-2 information for these changes to reflect
correctly after they are entered in the employee’s record.
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Printing W-2 Reports

There are several reports available to help verify that your numbers match those on the payroll
reports you used to tie out your end of year numbers. Sandata recommends that you at a minimum
print out and save to PDF the Federal Summary and the State and Local Summary.

To print the W-2 reports:

TAsK:
1. Goto Employee Management > Payroll > Tax Forms > Employee W-2s.

Step ResuLts: You'll see the Employee W-2s transaction grid.

2. Change the Tax Reporting Group filter to the correct one.

[Ef Empioyee wols 3
Sethirgs
Tux Reporting Geoup Eu . M
FHem
tmpagee Equas +

ded - Spprint True

3. Click '« Reports on the toolbar.
STEP RESuLTs: The Report Wizard opens.

4. Select one of the following reports from the existing reports grid and click Run Report.
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‘Which reporting task do you want to do?

. N e B ] i
- Craain, mansgs arrun 8 greup almpars

Printing W-2 Reports
Cities and Counties

= ——

Ceputn a Ham Raport
- Cramin m rarw rap ot v ng A B 8 e lyoud or an asinting are
Select an Exjstieg Arport  Manage or rum & repon from $ grid bdom Qide Mees oo changa layow, fikars, syl and ofer sesings or Clide Run Report
Find n Wiy Agancy l iy Raporm. Fasontan Errpioreen wi-2u Ciniy
Copy [J]] Fanarea Foverta 03 Oesie  AddTefGewe  + 5 Pemiscn
ane Duia Ot Hodule Dby Changed O L e
Wod Coenis Pl Previss
Parand P ek
Pandi P, st
Pyl Presiss
Snie r sinied W2 Stie And Loy Payrndl Pt s
y PR e a0 Loxal Sesvenry .2 Simie Ang Locsl Paand Freves f

Cranted by Iolans

i Mamac % era harkyrs Deckba p US4V

[ Fu-lwmfi-&-:u

This report:

Will show:

PR W-2 Federal
Summary

A one-page summary report of the federal W-2 information, including
the total for all employees for box 1 through 11 information and box
13 through 14 information.

PR W-2 Federal
Detailed

A detailed report of the federal W-2 information by employee,
including the employee number, employee name, box 1 through 11
information, box 13 and box 14 information.

PR W-2 State and
Local Summary

A summary report including the total for all employees for each state
tax, city tax, school district tax, county tax and Box 12 type.

PR W-2 State and
Local Detailed

The employees that had taxable wages and the withholding amount
for each state tax, city tax, school district tax, county tax and Box 12

type.

5. Click Print from the print preview window or go to the Export menu to save it as a PDF.
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EEECE-EE v W e s feE

My Coampany
Pagiell W3 Fadmal Summary

Ermphapss Coant &

el

6. Click the X to exit the print preview window.
7. Click Finish to exit the Report Wizard.
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Submitting Files to Sandata for Processing

If Sandata is processing your W-2's for your agency, the next step is to send the file package to
Sandata.

To send your files directly to Sandata for processing:

TAsk:
1. Make sure you have an Internet connection.

2. Go to Employee Management > Payroll > Tax Forms > Employee W-2s.
Step ResuLTts: You'll see the Employee W-2s transaction grid.

3. Change the Tax Reporting Group filter to the correct one.

(D Empioyee Wols x
Sethings
Tan Repaeting Gemip Bt i o +H.
FHen
o pigyeE Equas +

e Sepeint True
Add Fme

A Frter Groisn

I'-::I FiRers Sammany

B e o o SR G A S PP S

4, Gotothe Process toolbar menu and select Send Files To Sandata.
_--Raasﬁsasei-
Gather
Send Counts To Solana
Send Files To Sclana (

Create Files To Send To Sclana Manually

Create Files For Yearli

5. Verify the Tax Reporting Group setting is correct and click Ok.

T‘E;va derPro ? -8
E‘f‘ Enter the Send Files To Solana settings /
Tax Reporting Groug EF o D) =]

\m
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10.

STEP RESuLTS: You will see a confirmation message when the process is complete.

Click Ok to exit the confirmation window.

SteP REsuLTs: The appropriate files were uploaded to Sandata for processing.

If you have not already done so, email Sandata the completed “W-2 Electronic Submission
Information” and “"W-2 Authorization” forms.

Send an email message to Endofyear@hhaexchange.com indicating that you have
submitted the W-2 information and have emailed the appropriate forms. This is our
confirmation that your information is complete and ready to be processed.

Our processor will send new users an email to access their secure portal.

Our processor will upload a PDF of the employer copy to their secure portal , submit file to
the IRS, and mail out the W-2s if you selected that option.

Important: Contact Endofyear@hhaexchange.com with any questions.

If you cannot send your files to Sandata automatically because of technical difficulties, you can
create a file package to manually submit to Sandata.

To do so:

TAsK:
1.

Go to Employee Management > Payroll > Tax Forms > Employee W-2s.
SteP REsuLTs: You'll see the Employee W-2s transaction grid.

2. Change the Tax Reporting Group filter to the correct one.

T Empiosee Wols 3
Setnrgs
Tan Reporiing Gooup E JI""-
ern
papee Qs s
Ao Sepeint True
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3. Gotothe Process toolbar menu and select Create Files To Send To Sandata Manually.
- Processes ~
Gather

Send Counts To Sclana

Send Files To Solana
Create Files To Send To Sclana Manually

Create Files For Yearli

4. \Verify the Year and Tax Reporting Group settings are correct.

5. Click the binoculars icon (“#) next to Directory to browse to where you want to save the
file.
:‘I.:-.-:l:'u:,v derPra ? x

[Y‘ Enter the Create Files To 5end To Solana Manually settings

Criredio

Tax Reporting Groug

6. Select the folder where you want to save the file and click OK.

Browse For Folder >

;:-; Crophbox ﬂ
i Onelrive

& Sharlyn Dimick

= This PC

2 Libraries

cF Metwork

[E5] Control Panel

& Recycle Bin
N W-2s W

Make Mew Folder Cancel
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7. Click OK to create the files.

.‘G PronaderPro T b
f) Enter the Create Files To Send To Solana Manually settings

Directory serssharyniDesktog e

Tax Reporting Group I - +

STEP RESuLTS: You will see a confirmation message when the files are complete.

. Lancel

8. Click OK to close the confirmation window.

Step ResuLTs: A zip file called, "W2 Files.zip” that contains the required files for processing
W-2s was created in the directory you selected.

9. Submita support request to Sandata for assistance in submitting this file through the
secure FTP site. Do not email it.

10. If you have not already done so, fax to Sandata the completed “W-2 Electronic Submission
Information” and “W-2 Authorization” forms.

11. Send an email message to Endofyear@hhaexchange.com indicating that you have
submitted the W-2 information and have faxed the appropriate forms. This is our
confirmation that your information is complete and ready to be processed.

12.  Our processor will send new users an email to access their secure portal.

13.  Our processor will upload a PDF of the employer copy to their secure portal , submit file to
the IRS, and mail out the W-2s if you selected that option.

Important: Contact endofyear@hhaexchange.com with any questions.
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Electronic Retrieval of Employer Copies from Our
Processor

If you opted for employees to access their W-2 forms from Solana MyPay, you will receive an
email from us when they are ready for employees. Those employees who already registered on
Solana MyPay will automatically receive an email notification from Solana MyPay that their W-2s
are available. However, you may want to send out your own notification for those who have not
done so yet.

You can access related electronic files via our processors secure FTP site. Most of the files are
PDFs. Therefore, you need to have Adobe Reader installed to view the PDFs. If you do not have
Adobe Reader installed on your computer, you can download it free of charge from
www.adobe.com.

Folder/File Name Contents

W-2s Employee Copy.PDF The employee copies of the W-2s

W-2s Multi-Local Employee The employee copies of the W-2s with Multiple States and

Copy.PDF Locals

W-2s Employer Copy.PDF The employer copy of the W-2s

Multiple State and Local.PDF The extra sheet given to employees if they have three or
more two cities and/or school districts.

W2City.txt The city electronic file you need to submit to your city tax
agency, if you report to one of the cities in Ohio that
requires electronic filing.

When filing electronically with the SSA, no W-3 form is created or used. For audit purposes you
can use the Federal Returns Journal that we send in your employer packet.

Note: Please note our processor does NOT file your 941, 940, SUTA, RUTA or form W-3 on your
behalf. We will submit your federal and state files only. Please also note, any state reporting
required along with W2s are your responsibility unless Sandata and/or our processor requests it

To access the secure FTP site:

TAsk:
1. Go to the email you received from our processor with the link to their secure website.

Click on the link and use the information emailed to your designated contact.

You will then Click on EZ-File.

2

3. Once you are logged in you will click on User (top menu).

4

5. You will then see all PDF copies available and have the option to download them.
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Important: Your username and password will be received directly from our processor via
email if you are a new user. Please review your Spam or junk folder.

Note: You must download these files. our processor does NOT guarantee keeping archived copies
of these files. Sandata will begin removing these files beginning the first week of March.
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These topics take you through the steps of processing 1099s:

Verifying Vendor Setup
Gathering 1099s

Submitting 1099s to Sandata
Processing 1099s through Payroll
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AP Tax Reporting Groups

ConTexT: Accounts Payable Tax Reporting groups are used when reporting/filing 1099
information. You will need one tax reporting group for each AP control account/filing
requirement. You must have at least one, but can have more if need be. Also, if you only have one
AP control account, ProviderPro will automatically create the tax reporting group for you.

1. Choose Financial Management > Accounts Payable > Setup > AP Tax Reporting Groups.
Step ResuLts: The AP Tax Reporting form will open in a new window tab.

AF Tax Reporting Group® X

Hame
Federal EIN

o Active

Avallabde Selected

120000000 hroourts Payabis | Remaove
2-20100-00 Arcounts Fayabls
20100-00 Accounts Papabhe

2010000 hrrounts Payabls

Summmanze By EIN Graug

2. Click© Add to create a new tax reporting group or enter an existing code or description in
the Toolbar Lookup( + ) and press Enter to view or modify the selected one.

3. Complete the following information:

Description A meaningful description of the tax reporting group (up to 40
characters).

Note: This description will be printed on the report headers.

Name The name of the company that should appear on the 1099.

Federal EIN The Federal EIN Number of the company that should appear on the
1099.

Active If this tax reporting group should appear as a choice in lookups.

Summarize by Iflicensed for the Fiscal Support Entity, this option summarizes the

EIN Group tax report group by the assoicated EIN Group.
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Select the AP Control Account(s) associated with this tax reporting group and click Add to
move them from the Available column to the Selected column. Select the Account and click
Remove if the Account should no longer be associated with this tax reporting group.

CLORITES:

Cpen .au Add r Filtars ‘ 1 i Reports ~ &

& =

i lnbde / Selected
R —— rl:':‘
1-20400-00 Accourts Payabie ;.,..L,
22010000 hurounts Payable ; i
530106600 Accounts Payable s
4-20100-00 Acoounts Payabie

When finished, click k1 save.
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Verifying Vendor Setup

Print and review the 1099 summary report to make sure all the vendors that need a 1099 are set
up correctly. This report lists all vendors that are currently marked to receive a 1099 or have

received payments during the date range specified, their Federal IDs (as entered in their vendor
record), the total amount paid, and the box number in which the amount will appear on the 1099.

To run the 1099 summary report:

TAsK:

1. Click = Reports from the Accounts Payable menu or navigation pane to launch the Report
Wizard.

2. Enter"1099" in the Find box.

Account Payuble Beparia - u] ®

‘Which reperting sk do you wang ta da?

i Wk wik Bepor! Grougs
- Create managE ar a8 I Sf repes
| Cresie s Kew Report

= |

| Creuis & raw resoet Using BFmes b mew Liyoed or an sdcting one

Sedaot an Eﬂwwﬁﬂ: Sanage o fun @ report Trom the grid Bakow. Chck Mast 1o dearge lpsol, s, oo and other emings of Clck Run Report
Find 1088 | . F
wezmin

1313
555

Cranted by Solew

bt R EippT Carcel

3. Select AP 1099 Summary Report in the existing report grid and click Next.
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Which reponting ik do you want 1o de?

\Waris with Rapart Graugs
CrEmiE. MansgE OF A 8 QITAD of 1Epars

Create & Mem Bepant
CIRNIE 3 P ra DT, L) HTWT B o DO OF DR ST nre

Solact an Exisng Fopoil  Atanage or rom g report rom the gnd belom Click Mexs fo changs byows, ke, shds and céher sefinge or Click Fun Bepord

Find | 1089 | swmdwts | Wgdpemiy | MyRepors | Fasoatss || Accowts Pastie Dnly
“ Copy [ Revame o Fovorke 5 Ddeie  SddToGoup = 5 Pamisins
kame * | ate it Wi Dbetry Ehangesd O L et
i APmrdar 1099 Cauniy ‘warciar L Loty Amzura Payabie | Provies
f; AF ‘¥ardar 106R Enon ‘Warciar 1R Enon Axounts Peyabls  Previes
‘ AP Vardiar 109 Livking ‘anchar LR Listing Smourta Payable Previes
1 — "
L5 )

,
|
1

e = -
[ W e | o |

4. Select the appropriate date range and AP Control Account for your report and click Run

urpTa Wpet  Etge  Fries . Som THes  Deley

Sat the filters to select the records that should appear in your final repart

Arporl | Sulimpo )
ek B rapuort o Dt Betwwni 3 RE - A
mubwapart e el filber for.

Vendor 1088 Surmimany bzt 3 k&

| [t ][ oo™ comer |

StEP RESULTSs: The report will open in a print preview window.

5. From here, you can print the report by clicking the Print icon or save it to a standard format

by going to the Export menu.
File Export <=
Fy hHS e w0% e RE®BE v BEse | s
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6. Click the X in the upper right corner to close the print preview.
7. Click Finish to exit the Report Wizard.

Printing and Reviewing the Vendor Address Listing

Print a vendor address listing and verify that each of your vendor’s addresses is correct.

To create an address listing for vendors from ProviderPro:

TAsK:

1. Click Reports from the Accounts Payable menu or navigation pane to launch the Report
Wizard.

2. Enter "vendor" in the Find box.
T s
‘Which reporting task do you want to do?

Wi with B poni G rougs
Cranta, mansgs arnn 1 group ol mpars

Croate o Mam Rapart
Cramin @ rarw rapost Laing aRher 8 nes Ligout or anesitting are

Sedect an Existing Arport  Manage or ruma rapor from e grid belom. Clidk Moo 1o changs layows, Skars, styk and ofher semings or Click Fun Rapon

~ . - " .

Fnd verder | Sundeds | by Agency I Wy Faporn | Fasonbm || Acccunts Pavabie Onke |

Copy I—J_l Fanarsa Favcrion 3 Cialein Add TeGrouwe = /7 Pemimcra

Kame Duta Chjct Hzduin Dubwmy Changad On Lt P
I
B APypagar Dit s o pRdar DN O Arcmats PRANE Prevss
AP Yerdor Trasamions Form Senmary wenpar Trang a0 Arcpasts Pabie Previss
B AP Yeroor Trmamons [nmkes §rd Fapres erear Trangarions Apcoants Prabie Pravies
B AFYEno0r Trrsamons [ ces Oniy WEnDn T TR NG SCC0uts Paable  Previos
B AP vEnonr TRwssmos Paments Dol e Trve e Arirasts Prabe Prsss
B AFYenoors Deinien [ Bpcpats Payanle  Prsyies

Pt | o Repoem || Canced

|Ermied by Salaa

3. Select AP Vendor Addresses in the existing reports grid and click Run Report.
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W with B pod Grogs

Create o Ham Bapart

‘Which reporting task do you want to do?

Cranta, mansgs armun 8 groug ol mearts

Cramin m rerw report i ng afher 1 new oot o anediting ore

Pemimra

Hams

Duin Ot

Hedule Dulmry

& AFengor Disyi b o
B ARYengar Tresamions Fom SEnman
f,‘, AP enor TR s v Kes fnly

B AP yenoar Treeamion Pamenls Onk
i AFYengors Deinded

WERDT DV DB 0N
Wenpar Trwea Ve

B AFYenoar Trasa oo Ineakes Br0 FEpTess wengar TR0

ero i TResamHEG
Wenpar Trvsa g
RN

Sedect an Existing Aeport  Manage or rr & apor Fom $ gid bdom Qi Meot 1o changa layow, fhars, sk and ofter semings or Clide Run Raport

Find wendor | Sundads | byigmcy | MyRepors | Fasontm || Accounts Payathe Onk- |

“ Copy [l Rensme o Fwvcrte (@ Oeeie  Acdd Te o+

Chargad On

Lt Mara

ALcrun Paable Previse
Apas Prapie Previss
Arpa Pratle  Prsiss
Apcrnts Paabie  Previss
ALCrs Paable Previss
Apcpaunds Pl Prsvise

StEP RESuLTS: The report will open in a print preview window.

4. From here, you can print the report by clicking the Print icon or save it to a standard format

o@m s ® s e

My Company
Ac Payable - Vend
Addresses
I Vendar Addneas cnr Leatw Fip Coda
| ARG Gpnke P Bax T Cefipnce L L B pal]
AR W ehouse 631 Ayl 51 M ilgend oH 4337
Arraf Cusl iy CamsClasnng P Bom 821 Camiraod (=] AW
(B s Home Secuny A0 Tees S0 [=1 5 P EDE- THET
(B gy - Lo I MBS W AZ2E M Ra Fodiona iL [ ke
Gl mawy Wlart sing 187 kd O Bdn (=] AN
Sl o Wity Bt C il Crud S e B LT ST oH 43T |
Gor ol Gl smnirg ol Horhem o B3 Box THE o minie (=] AT
iy Lk s, A0C% PregiumiLn. Pemgy e OH A3SET-D00A
County Mrliss Terace M eata Ln nvils L A2 #1058 |
Cusiom Cleanss BETD Ok L Faw J erwengs oH 43813
I Famels Lawn Sarvee FEREMunG g Pignm L= 2] A
FCAS FE21 Condimenium Dn il o o 48112
| Federal Espress BT Vs Ln Maumes P, BT D08
| Fultan Co Cabie Spsiem BITEFeugin Blvd. el by - O AT
L AP L0 I el e LT R S Ll Pt ...

5. Click the X in the upper right corner to close the print preview.

6. Click Finish to exit the Report Wizard.
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If you are licensed for the Fiscal Support Entity (FSE) module, you can run FSE 1099 Review report
to make sure the vendors that are set up to receive a 1099 do not have any invoices that are
distributed to an account thatis not tied to a GL Cost Center. It also looks for invoices that are
distributed to a GL Cost Center that is not tied to a Payroll EIN Group.

To run the FSE 1099 Review report:

TAsSK:
1. Click '«/Reports from the Accounts Payable menu or navigation pane to launch the Report
Wizard.

2. Enter"1099" in the Find box.

ércoure Dayable Aepery

|
‘Which reparting sk do you wang ta da?

| Woai vtk Bopert Grougs
- S

| Cremte s Mo Report
h\f 4 Create & rew regoct LRIng B B e lnyoet o an sdting one

Splect an L'Ifﬂﬂﬂi Sanage Of fun @ report Trom the gric balosw. CCk bt 0 charge lapout, e, e and othér sedings or Clik Aun Repon
Find 10 ¥ ] F E w Jriy
azme

et Bu Bepear Carcsl

3. Select AP FSE 1099 Review Report in the existing report grid and click Next.
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T
| % Accounty Papsbils Reports - o il |

‘Which reporting task do you want to do®

Work with Repert Groups
CPENDE BN E T N B I0eD Of renms

Create a Mew Bepan
Credtt b Aew repoe® Lieng efthet @ rew Lipsul S0 B0 dadi ling ane
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Select the appropriate date range for your report and click Run Report.

S Arcounls Payable Repans - u] o
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[T — Sebinas /
Calect tha repor or I it Batwooe - | OR0H20e0 PR
abiepod ki sl M b
F5I 1050 Feview Fileey

Supd Fller Gkl Camaoe Fosli Py
A Fier Geoup

| | [ Fltern Sy
| e bt || BenRipert | Cancel |

StEP RESULTSs: The report will open in a print preview window.

From here, you can print the report by clicking the Print icon or save it to a standard format
by going to the Export menu.

e Expon 4l s

"EBe®BA n DA s® s @

L

b 2R Gs  10% v

' H"f&-r"'&“ﬂi‘,"r‘
Click the X in the upper right corner to close the print preview.
Click Finish to exit the Report Wizard.
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Verifying Vendor Setup
Making Changes to the Vendor

Once you have reviewed the 1099 Summary Report and the Vendor Address Listing, make any
changes to the vendor as needed.

To do so:

TAsK:
1. Go to Financial Management > Accounts Payable > Vendors.

2. Open avendor.
3. Correct the vendor’s address as needed.

W vendor x
Cosde Full Mama Sort Mame
il ity Lights City Lights o Active
Cartact s |
\eu Irk
Acdrezs 1 [987S bain St Adcress 2
Lty Amypahere State OH - Ap Code 43567 Country t -'3”@:&:}

4, C(lick the General Info tab.

R vendor X

Code Full Marme Sort Mame
€L City Lights s City Lights
Account Mumber Additional ID Number
Imoice Defaults
Default Terms v @] H
Default AP Account E@&l
Default GL Account = (G HE
Default GL Subaccount
hax-Relate:l Infio
Default 1099 Form MNone - Default 1099 Box (1

Federal Tax ID

5. Correct the 1099 information as needed.
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In this field: Enter or select:

Federal ID The vendor’s federal tax ID. In order to import into Yearli, this
number must be filled in and must be unique (that is, two vendors
cannot have the same Federal ID). The dashes must be included in
the number.

Default 1099 Form The default 1099 form for this vendor (None, MISC, DIV, INT, R or
NEC). This field must be set up along with the Default 1099 Box
field, if you want the total amount for this vendor to appear in the
1099 export file for end of year processing.

Default 1099 Box The default box number on the 1099 form selected above. Start at
box one and count left to right.

If the default form is MISC, then box 1 = box 1, box 2 = box 2, box 3 =
box 3, box 4 = box 4.

If the default form is DIV, the box numbering is slightly different:
box 1 =box 1, box 2a = box 2, box 2b = box 3, box 2c = box 4, box 2d
=box 5, and so on.

This box must be set up along with the Default 1099 Form box, if
you want the total amount for this vendor to appear in the 1099
export file for end of year processing. If you are not sure which box
number to enter, consult with your tax accountant or the IRS.

6. If you made any changes, click k4 save.

-05 -



Gathering 1099s
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Gathering 1099s

You can create a 1099 export file to send to Sandata or to import into Yearli to process yourself.
Along with exporting the 1099s, remember to:

e Complete and return the 1099 Authorization Form (if Sandata is processing)

e Set up a new directory for every company for which you are going to print 1099s (if
processing your own 1099s) - The export will create four files per company.

To gather the 1099 data:

TASK:
1. Go to Financial Management > Accounts Payable > Vendor 1099s.

Step ResuLts: You'll see the Vendor 1099s transaction grid.

2. Setthe Tax Reporting Group filter to the correct one.

verdos 10995 X
— ‘,.-"""
Tax Repoiing Group Fous = Contral Acoount #

Fitters

[CJFaem Eques ~ | | MISC 10499

AMD  Rspeint T
A Fitter

Add FiRler Group

-
f}",‘ Filbers Sufrimany

3. From the Processes toolbar menu, select Gather.
\Processes=
_ g
Gather t |
Send Counts Te Sclana |_

‘ Send Files To Sclana
1

Create Files To Send To Sclana Manually

Create Files For Yearli

STEP RESuLTS: You will be prompted to enter the gather settings.

4. Verify the tax report group is correct and enter the appropriate tax year.

Leave the Begin Vendor and End Vendor boxes blank to include all vendors set up with
1099 information or enter the beginning vendor code and ending vendor code you want to
include in the file.
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6. Click OK.

[ad

5.3:;.1- derPra ? b4

~?‘ Enter the Gather settings

Year 019 - -
Begin Yendor Bl G =
End Vendor | (3]
Tax Reporting Group | 3 (|

Step ResuLTs: Depending on the number of vendors, this process may take several minutes. A
confirmation message will appear when the process is complete.

7. Click Ok.

STEP REsuLTs: You will see a list of vendors that have 1099 information appear in the grid if
the Tax Reporting Group filter is still set to the correct one. Otherwise, set the Tax
Reporting Group filter to the appropriate one and click Refresh on the toolbar.

o Vendor 10989 X
Settings

Tax Reporting Group Trjuals « | Cantrol Accourt J—

Filbers
Form Equats MISC 1099
And Vendor Equais : o4k
AND  —Eepr T
Acd Fiites

aiid Filles Group
I.o’
L Fillers Summary

# 1 Control Accourk 1 ABCSUP.ABL Su Flisc 000 000 000 O0h 00D 000 000 00D

Control Account § ABCWAR-ABC W | Misc Q00| 000| QDO 000 Q00 000 000 000 000

SHNCLE-Armatt [0 | Kz by LI aln Rl e N s R T RS T ]

Important: This list will contain all vendors that have both a 1099 Form and Box Number

completed. It does NOT filter out on a specific dollar amount. Therefore, if the limit to send
MISC 1099 is $600, you will need to delete any vendor with an amount under $600 so that
they will not receive a 1099. To do so, set the Form filter to MISC 1099 and the correct Box
(1 - 14) filter toless than $600.00. Click Refresh and then delete the entries that appear in
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the grid.

Settings

Tax Reporiing Group Eguals

Filbers

o |Fae

Ang - Viendar

Cortrod Accournt

Equals = | MAISC 1099 /

Equials

AND Reprnt True ' \
AND  [rBen 1 \

AMD Bow 10

AND Box 11

Less Than - BO0.00

Lets Thiar

Less Than

8. Click © Add on the toolbar or select an entry from the grid and click Open to modify it
(or © Delete to remove it).

Step ResuLTs: If you clicked © Add or [ Open, the Vendor 1099 window opens.

endor 1099 i Vendor 1098 X
T Yenr 2020
Tax Reparting Geous "M .Q: 'e. +
L e (3 | % 4,
F939 Form MIEC 1998 -
Bax 1 100000 Bax 1 [171.] Bax 3 [111] Bax 4 (11u) Bax &
Box & [ v e] Box 7 [ e] Box & o Box 3 [ a) Baox 10
Baw 17 [ Baw 12 g0 Baw 13 L= B 14 og
Trarsaction Date R2/F20e =
Regiring
Emplapr inks

Employer HIN 5559950500

Emplay Hame Control Aoceant 1

Employer Phane AT 2351280 Ot 3

Employer sddress 1 122 5. FuRon 5.

Employer Addrani 2 Suprte 222

Employer City WauLese

Employer SEabe oM -

Empiaye Bip AS5T

Employer Mailing Address 1 122 & FuRlan 8.

Employes Mailing address ¢ Suite 222

Emplaye: Mailing Address 3 | "Wouseon 0N 43357

Employver Mailing Address & H1REI5-1280

9. Enter the following information as needed.

(11:]

(1]

Year The tax year of the 1099

Tax Reporting Group |The AP tax reporting group of the 1099.
Vendor The code of the vendor.

1099 Form The 1099 form type: None, MISC, DIV or INT
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Box 1 The amount that will appear in that box number on the 1099 form

Box 2 selected above. Start at box one and count left to right.

Box 3 If the 1099 form is MISC, then box 1 = box 1, box 2 = box 2, box 3 =

Box 4 box 3, box 4 = box 4.

Box 5 If the 1099 form is DIV, the box numbering is slightly different: box 1

Box 6 =box 1, box 2a = box 2, box 2b = box 3, box 2c = box 4, box 2d = box
5, and so on.

Box 7

Box 8 If you are not sure which box number to enter the amount in, consult

Box 9 with your tax accountant or the IRS.

Box 10

Box 11

Box 12

Box 13

Box 14

Transaction Date A date within the tax year.

Reprint If Sandata is processing your 1099s and you have already sent in your
file, but need to make changes to it and have Sandata reprint the
1099, select the Reprint check box.

10. Onthe Employer tab, complete this information as it should appear in the file and on the
printed 1099 form. If you gathered the 1099 this information comes from Database
Preferences and the Tax Reporting Group:

Employer EIN Your company’s Federal ID number, including the necessary dashes
for this 1099 .

Employer Name The name of your company for this 1099 (up to 40 characters).

Employer Phone Your company’s main phone number.

Employer Address 1  |Your company'’s street address (up to 40 characters).

Employer Address 2 |A second street address for your company, if applicable (up to 40
characters).

Employer City Your company’s city.

Employer State Your company’s state.

Employer Zip Your company’s zip code.

Employer Mailing Your company’s street address

Address 1

Employer Mailing A second street address for your company, if applicable, if not, enter

Address 2 your company's city, state and zip code.

Employer Mailing If you have a second street address for your company, enter your

Address 3 company's city, state and zip code. Otherwise, enter your company's
main phone number.

Employer Mailing If you have a second street address for your company, enter your

Address 4 company's main phone number. Otherwise, enter leave it blank.
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11. Click the Vendor tab and complete this information as it should appear in the file and on the
printed 1099 form. If you gathered the 1099 this information comes from the Vendor

record:
[ R P, -;::I,iréﬂf‘“x,.d_.mxhjﬂ e T N y: .
53%5&!"'
Verdor TIN 36-1234567
Verdar Hame ABC Supplies
Vendar Addiness 1 PO, Bax 782
Vendor Address 2 Suite 1101
Verdar City Defiance
Vendar State I
viendar Zip S0028-0001
Verdor Mailing Address 1| PO, Box 782
Verdar Mailing Address 2 Suite 1101
Vendor Malling Address 3 | Deflance 1L 50033-0001
Verdor Malling Address 4
Vendor TIN The vendor’s Federal ID number, including the necessary dashes for
this 1099
Vendor Name The name of the vendor for this 1099 (up to 40 characters).
Vendor Address 1 The vendor’s street address (up to 40 characters).
Vendor Address 2 A second street address for the vendor, if applicable (up to 40
characters).
Vendor City The vendor’s city.
Vendor State The vendor’s state.
Vendor Zip The vendor’s zip code.
Vendor Mailing The vendor’s street address
Address 1
Vendor Mailing A second street address for the vendor, if applicable, if not, leave it
Address 2 blank.
Vendor Mailing The vendor's city, state and zip code.
Address 3
Vendor Mailing Leave this blank.
Address 4

12. Click k# Save & Close on the toolbar.

13. Click =/ Reports on the toolbar to run the error-checking report.
Step ResuLts: The Report Wizard will open in a pop-up window.
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14.

15.

16.
17.

18.

Select AP Vendor 1099 Errors from the exiting reports grid and click Run Report to check
for duplicate or invalid Federal IDs and missing vendor addresses.

“ Verdo 1093 R

‘fhich reporting task do you want to do?

W wath B por Grougs
Cranie, mansgs arnun s group ol mpars

Croatn s Maw Bapor
Cranin m ranw raport ping aher @ e lyout or enasiting ane

Selact an Existing Aeport  Manage of 7 & rapor Fom 9 gid bdom Qi Meet o changa Liyoie, Shars, il and ofer semings or Clidk Fun Rapo

Find |-h¢-—,i l..yﬁg-ur. Iwh—- i -i——--| Accounis Paystis Oy anur|

“ Copy [ Renare - Feerte (& Oseis AcdTedSmoup  + 3 Pemisca
Kame Duin Ot Hedule Dulwry Chargad On Lhaar Mlama
AR enpar LS ounds Wenr 105 Loty Arcrus Paabie  Previes

.l R - 3 : pory

B AFen0r L0 Lsng erar 105 Lishing LTS PRADIE  Previss

[y IIli Mmj_w I

SteP ResuLTs: You will see the error report in the print preview window.

Click the Print icon and refer to this report to correct any errors.

111

My Company
Accounts Payable - Vendor 109% Errors

Yonger L=,
Softanns Varsion 4000002

Cail ar bMary Bath Calis SEH s natin the cosrect fodm it | xmaons)

Farnails Lawn Serocs SEM = notin the cosrect Porm st | oo

Click the X in the upper right corner to close the print preview.

Correct any errors found by modifying the vendor’s information. You do not need to run the
Gather process again after making your vendor changes.

Select AP Vendor 1099 Listing and click Run Report to print a copy of the file.
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19.

20.

Which reporting task do you want to do®

Wioeki with Regaet Gavaipe
Crste, FBrags of 1un s graup of reporta

El Crasts a Mew Regort
Crests & reee rpart Ling sithar & rarw Inpoud or n adifing o

Saloct om Exbating Reporl  Manags or ren @ report from the orid bskow. Chick hint 1o change layout, Titers, sde and other sattings or Click Run Report

Find FY——— l tpAgarcy- |ty Aupor | Favcrim | tzcours Dapasie Gniy | Verder didea Cny |
SV SStesistomsnsty: S, b e A8 Sl funs. s Bifuinitvsinesit

Cepy [ Aarema Foworite (S Dwketn = AddToGroup = [ Perenmom

MaTe Cuta Ciject Faculs [= 1" 1] Changed Cn Lhar Kame
R &P Vendor 2098 Coues Weraipe 1098 Cras Scpopnts Fyganke  Frewew

i 8P endor 3048 Ervars wenador 1095 Emars sorounts Faphike  Freview

p

v

|crmated oy 5ctura {_.l
4

| [E T | RunReoan Cared |

SteP ResuLTs: The report will open in a print preview.

From here, you can print the report by clicking the Print icon or save it to a standard format
by going to the Export menu.

[ Providaries - &0 van dar 1066 Listing - o ®
i Kl Eapart
o pws ~HEEBOEH-BE w BA@De® cHeE

Accousds Payable - Vendor 1088 Listing

Caniezl Aozant 1

Merelce Feseral Tauilt hesiiess Faim

Far

ABLC Tl M-aziaEr PO, B PR Sele 1) Do L gzl G 1088

Boxi 100030 Bax? D Boxd 300 Bapd 000 Boxl LUl Box& 040 BaxT O =1

-] BaEd 0 Boos 18 & 00 w11 £ Baw 13 £ By ) 005 L TRE RS

A e BEEBSNRN 1B Ao S Hapolom  OH 43837 BESC 1080

Boxl 108148 Baa? 0 Box 3} 200 Band 000 Bar® 0ua Baed 000 BanT 00

Boax b DX Band 008 Rox 48 300 Ban 14 D Bon 13 D Bax i 000 Bas 14 05

vl Cssd iy e e g o PO, Ban g2y O it OH 23520 WSL 1088

Boa 1 1008 Band 088 Bexd S0 Baed DM Bax g £ Baad 008 BaaT 086

Boe b DiE Bamd 030 Bex 48 200 Bar 41 D Bae 47 DU Bax i3 00D Banid 020

Brinics Ha v Senuly SA-PESALT 92T eeet O Sede 1000 Eweber F& ‘l;—:? W 10

Boxi 1000050 Bos? 0 Box3} 300 Bazd 000 Bar® DU Baxd 050 BaxT 040

Box kD Bowd 008 Poc 48 3 00 Ban i D Bas 13 D00 Bax i) 008 Pan i 050

Heparl Count 2

-

| | "
|Proceiing depart .. |

Note: Sandata recommends printing this report or saving it as a PDF for your records.

Important: It is very important that you review this report thoroughly, because the
information in the report is what will be used for printing the 1099s. Any time you run the
“Gather” process, you will need to run and print this report again.

Click the X in the upper right corner to close the print preview.
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21. Click Finish to exit the Report Wizard.
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Submitting 1099s to Sandata
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Submitting 1099s to Sandata

To upload the file to Sandata's FTP site for processing:

TAsK:
L.

2.

Make sure you have an Internet connection.
Go to Financial Management > Accounts Payable > Vendor 1099s.
Step ResuLts: You'll see the Vendor 1099 transaction grid.

Set the appropriate Tax Reporting Group.

Verdor 1099 X

Settings ‘.‘#
Tax Reporiing Group Eopusiz - Centrol Account +

Fitbars
[CJFaem Equais = | MISC 1099
Ard - '_ :'.!rck:r Equas - :'r
AND  Reprint oo
Aod Firter

Add Fifier Group

{‘D Filters Summary

Tau Reposting Group Viand Farm  Transaction Date  Rapries B 1 Bou 2 B

Go to the Process toolbar menu and select Send Files To Sandata.
em—

Gather

Send Counts Te Sclana

Send Files To Sclana (

Create Files To Send To Solana Manually

Create Files For Yearli

Verify the Tax Reporting Group setting is correct and click Ok.

E ProwiderPra

[E'J Enter the Send Files To Solana settings

Tax Reporting Group it Gint / léi&tt:

—

SteP REsuLTs: You will see a confirmation message when the process is complete.
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6. Click Ok to exit the confirmation window.
SteP REsuLTs: The appropriate files were uploaded to Sandata for processing.

7. Ifyou have not already done so, email Sandata the completed 1099 Electronic Submission
Information” and “1099 Authorization” forms.

8. Send an email message to Endofyear@hhaexchange.com indicating that you have
submitted the 1099 information and have mailed the appropriate forms.

Important: Your username and password will be received directly from our processor via
email, if you are a new user. Please review your Spam or junk folder.

9. Sandata will send you back the employer copy, electronically file with the IRS, and mail out
the 1099s, if you selected that option.

Important: Contact Endofyear@hhaexchange.com with any questions.

If you cannot send your files to Sandata automatically because of technical difficulties, you can
create a file package to manually submit to Sandata.

To create the file package from ProviderPro:

TASK:
1. Go to Financial Management > Accounts Payable > Vendor 1099s.

Step ResuLts: You'll see the Vendor 1099s transaction grid.

2. Setthe appropriate Tax Reporting Group.

7 x
Settings H
Tax REQOMAG Group s - | Control Apooant .JI]-

Fitters

Form - | | MISC 1089

g

Ard = | [Vendor

g
o

AMD 1 Reprint Trat

Agd Fitter

Add FiRler Group

-
() Filbers Summary
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Submitting 1099s to Sandata
Creating the File Package to Submit to Sandata for Processing

3. Gotothe Process toolbar menu and select Create Files To Send To Sandata Manually.

——

Gather

Send Counts To Sclana
Send Files To Sclana
Create Files To Send To Sclana Manually

Create Files For Yearli

4. Verify the Tax Reporting Group setting is correct.

5. Click the binoculars icon (“#) next to Directory to browse to where you want to save the

file.
RG] ProviderPro e
[;J,; Enter the Create Files To Send To Solana Manually settings
Tax Reporting Group / l:"_‘.s"_l_llil
|
Directory .hF
Ok | Canced |
|5 = T ————

6. Select the folder where you want to save the file and click OK.

L .

pa
Browse For Folder

Bl Desktop
I 4l Libraries
I @& Sharlyn Dimick

> g Computer f

[ Gh MNetwork |

- [B Control Panel
£ Recycle Bin

I | Security (
| 1. SendFilesToSolana
J V3 SUTA Files

. W2ForWinFiler
\

[ Make MNew Folder ] k oK ] [ Cancel ]

7. Click OK to create the file.

[R] PreviderPra

[?J, Enter the Create Files To 5end To Solana Manually settings

Tax Reporting Group

Directory
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10.

11.

12.

STEP RESuLTS: You will see a confirmation message when the file is complete.

Click OK to close the confirmation window.

SteP REsuLTs: A zip file called, " 1099 Files.zip” that contains the required files for processing
1099s was created in the directory you selected.

Submit a support request to Sandata for assistance in submitting this file through the
secure FTP site. Do not email it.

If you have not already done so, email to Sandata the completed “1099 Electronic
Submission Information” and “1099 Authorization” forms.

Send an email message to Endofyear@hhaexchange.com indicating that you have
submitted the 1099 information and have faxed the appropriate forms. This is our
confirmation that your information is complete and ready to be processed.

Sandata will send you back the employer copy, submit file to the IRS, and mail out the 1099s
if you selected that option.

Important: Your username and password will be received directly from our processor via
email, if you are a new user. Please review your Spam or junk.

Important: Contact Endofyear@hhaexchange.com with any questions.
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Receiving the Employer Packet from Sandata

If you had Sandata process your 1099s, you will receive a shipment from us. Enclosed in the
shipment you should find:

e The Recipient Copies of the 1099s (unless you wanted us to mail them out for you)

You can access the related electronic files via the Sandata secure FTP site. Some of the electronic
files are in PDF format. Therefore, you need to have Adobe Reader installed to view the PDFs. If
you do not have Adobe Reader installed on your computer, you can download it free of charge
from www.adobe.com.

File Name Contents
Recipient Copy.PDF The recipient copy of the 1099s
Payer Copy.PDF The employer copy of the 1099s

To access the secure FTP site:

TAsk:
1. Go to the email you received from our processor with the link to their secure website.

Click on the link and use the information emailed to your designated contact.

You will then Click on EZ-File.

2

3. Once you are logged in you will click on User (top menu).

4

5. You will then see all PDF copies available and have the option to download them.

Important: Your username and password will be received directly from our processor via email, if
you are a new user. Please review your Spam or junk folder

Important: Each document must be downloaded individually.

Note: You must download these files. Our processor does NOT guarantee keeping archived
copies of these files. Sandata will begin removing these files beginning the first week of March.
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Processing 1099s through Payroll

Please review the special notes below for processing 1099s through Payroll (instead of Accounts
Payable).

e When you gather your data, you will need to specify the appropriate Payroll Group and
check the box to Only Pull Gross Wages.

¢ Ifyou only want to include certain employees (for example, only those with wages over
$600), you can click on the Wages heading to sort by amount and then highlight and delete
any employees (independent contractors/vendors) that have amounts less than $600.

e When submitting this file to Sandata, be sure to indicate in an email to
Endofyear@hhaexchange.com that this file should be processed as 1099s and indicate in
which box number the wages should appear.

e 1099 files processed through Payroll must be converted by Sandata staff in order to be
processed correctly in Yearli. If you choose to process your own files, you will need to
contact Sandata to make arrangements to have them convert your files.
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Processing 1094/1095-Cs

These topics take you through the steps of processing 1099s:

¢ Verifying Employee 1095-C Information
o Verifying Employer 1094/1095-C Information

o Gathering 1094/1095-Cs
e Submitting 1094/1095-Cs to Sandata

o Receiving Employer Packet from Sandata
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Employer ACA Information

Context: Employer ACA information is used when gathering the 1094-C for the Affordable Care
Act. You must complete employer ACA information for each of your tax reporting groups. You can
either let ProviderPro calculate the information for the 1094-C based on the information you
provide, or you can override the calculations and set the exact values to appear in the 1094-C.

Important: If the employer information has not changed from the prior year, you do not need to
create a hew one.

To enter a new or modify Employer ACA information:

Choose Employee Management > Payroll > Setup >Employer ACA. Step ResuLTs: The ACA
Employer grid will open in a new window tab.

(@ Employer ACA X
Filters

[...:_e‘ Reparting Group

And = [JEfMective Year

v LE
| } Fitters Summary

¢ Main 2019

ax Reporting Group Effectne Year

Equais v EH=

Equa’s - 2020

DFEACT Ferson LOMEO Frane Owerride Calculations

lane Smith (4159} 990-9200

Important: You can also access the Employer ACA information from the Tax Reporting
Group. To do so go to Payroll > Setup > Payroll Tax Reporting Groups, open the tax
reporting group in question and select the ACA tab.

Click © Add to create new employer ACA information or search for and select an employer
ACA information record from the grid and click = Open to view or modify it.STEP RESULTS:
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The Employer ACA form will open in a new window tab.

.ﬁaEmplcﬁ' ACA X ._’E::'r-pnlz-,-_w Affordable Care Act (ACA) Info 3
Tax Reporting Gi -'jl'__;ll-'i}ll
Effective Year « MUILL > :
Contact Person
ComactPhone. 02020200000 0= o0
Applicable Large Employer (ALE
Is Authoritative Transmittal
Section 4380H Transition Relisf
Section 4980H Transition Relief Indicator
Plan Start Month
Self-Funded Insurance:
January February March Apri hay Jung
July August September October November December

— | Cverride Mathod

Cverride Auto-Caloulation Method

Cualifying Offer Method Transition Relief

25% Ofter Method

3. Complete the following information:

Tax Reporting Group

The tax reporting group that this employer information applies to.

Effective Year

The effective year for this information.

Important: If theinformation has not changed from the prior effe not
need to create a new one.

Contact Person

The contact person for this employer information (up to 60 charac

Contact Phone

The contact person's phone humber.

Plan Start Month

The two-digit month the plan began.

Self Funded Insurance:
January, February, March,
April, May, June, July,
August, September,
October, November

Select the check box next to the month(s) when the health insuran tax
reporting group was self-funded.

December

Applicable Large The employer for the selected tax reporting group qualifies as an A
Employer (ALE) Employer.

Is Authoritative The employer for the selected tax reporting group has authoritativ
Transmittal

-112-




Employer ACA Information

Creating the File Package to Submit to Sandata for Processing

Section 4980H Transition Relief

The employer for the selected tax reporting group qualifies for
Section 4980H transition relief.

Section 4980H Transition Relief
Indicator

If Section 4980H Transition Relief is selected, enter the Section
4980H Transition Relief indicator (one (1) character).

4. If you want to override the auto-calculation method, complete the following information:

Override Auto-Calculation
Method

To specify the settings for ACA directly, select Override Auto-Calc

Qualifying Offer Method
Transition Relief

The employer for the selected tax reporting group qualifies for qu
method transition relief.

98% Offer Method

The employer for the selected tax reporting group uses the 98% of

5. Click k1 Save when finished.
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Employee ACA Information

ConTexT: Employee ACA information is used when gathering the 1095-C forms for the Affordable
Care Act. You must complete employee ACA information for each employee that was employed at
your organization for at least one day during the calendar year. You can either let ProviderPro
calculate the information for the 1095-C based on the information you provide, or you can
override the calculations and set the exact values to appear in the 1095-C.

The gather process looks at the employee's hire, rehire and termination dates. The employees'
hire date, rehire date 1, rehire date 2, rehire date 3 and term date 1, term date 2 and term date 3
must be in chronological order. Otherwise, the 1095-C will be flagged with a date error. If the
employee worked at least one day in calendar year based on these dates, a 1095-C will be created.
A 1095-C will also be created for active and inactive employees that do not have any
hire/rehire/term dates, but it will be flagged as having a date problem.

If an employee was employed for a particular month but doesn't have an Employee ACA record
effective on or prior to that month, the 1095-C will be flagged with an invalid ACA error. Likewise,
if an employee has an Employee ACA record that starts on a month when the employee was not
employed, the 1095-C will also be flagged with an invalid ACA error.

Important: If the employee's information has not changed from the prior year or month, you do
not need to add a new entry. For example, if you entered an effective month of January and an
effective year of 2026 and the employee's information was the same all year, you only need to
have one entry for the employee, not 12 entries.

Note: If an employee is terminated in the year, you do not need to enter a record for their
termination month, just be sure you have his or her termination date entered correctly, and the
software will not an end in coverage.

If you are using the auto-calculations and the 1095-C does not have any date problems or invalid
ACA errors, then the gather will determine if a qualifying offer is true when:

e Employee is ACA Full-Time

e Employee was offered coverage

e Offered Employee Coverage is MEC

¢ Offered Employee Coverage is MV

o Offered Employee Coverage is Affordable

e IfEmployee has a spouse, the spouse was offered MEC coverage

o If Employee has dependent, the dependents were offered MEC coverage

The other fields on the 1095-C are auto-calculated as follows:
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Qualifying

Offer Method If spouse If spouse, |If
Employee Qualified Transitional |Employee |Employee s (I:use ' | spouse dependents, |Box Box 15
Offered Offer Relief Coverage |Coverage cgvera o |COVerage is |dependent |14 Amount
Coverage (Setupin is MEC is MV is MECg MEC coverageis (Code

Employer Conditional| MEC

ACA record)
Yes Yes N/A N/A N/A N/A N/A N/A 1A |blank
No N/A N/A N/A N/A N/A N/A N/A 11 blank
Yes No Yes N/A N/A N/A N/A N/A I blank
Yes No No Yes Yes No No No 1B |Yes
Yes No No Yes Yes No No Yes 1C |Yes
Yes No No Yes Yes Yes No No 1D |Yes
Yes No No Yes Yes Yes No Yes 1E |Yes
Yes No No Yes No N/A N/A N/A 1F |blank
No N/A No N/A N/A N/A N/A N/A 1H |blank
Yes No No No N/A N/A N/A N/A 1H (blank
Yes No No Yes Yes No Yes N/A 1] Yes
Yes No No Yes Yes No Yes Yes 1K |Yes

Note: If the employer is self-insured and the employee is not ACA full-time, but was offered
coverage, then the Box 14 code is 1G and the Box 15 Amount is blank.

Box 16: If the employee accepted coverage the Box 16 Code will be 2C. If the employee was not
employed during the month the Box 16 Code will be 2A. If the employee was ACA full-time and
offered coverage, but did not access coverage Box 16 will be blank. Otherwise, it will use
whatever code was entered for Box 16.

Note: If an employee has more than four hire/rehire dates in a year, make sure you enter the most
recent rehire dates in the employee record. Taking into consideration any needs for these dates
for eligibility of paid time off, retirement, etc.

To enter a new or modify employee ACA information:

TASK:
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Choose Employee Management > Payroll > Setup >Employee ACA. Step ResuLts: The ACA
Employee grid will open in a new window tab.

(JEmployes ACA 3
Flers
~Erpmay I
|- fomgsoyex Eguals nm
Arnd | [ |Effective Month Eaquals « | laruary
AND  [FEffective Year Equals . M8 =
AND  rDverride Calculations True

Add Fitter

A Ffter Group

—
Q‘J Fitters Summary

Important: You can also access the Employee ACA information from the Employee. To do
so go to Employee Management > Employees, open the employee in question and select
the ACA tab.

Click © Add to create new employee ACA information or search for and select an
employee ACA information record from the grid and click Open to view or modify it.STep
ResuLts: The Employee ACA form will open in a new window tab.

[Htmelopeeath & (Eimeiopee ARgrdstle Care Act ACAInks 30

Effectiv: Mol

| w3 00 |+ Jafwdr'y . Wils ©

Emplaes Spomise
Irginpee k ACA Fell-Time
Ermpuayee Has Spoue

Erilopee ORSiEd Coaerape
CEferss Spouse WIEC Coumrage

Oftered Empiloyes Coverage In Micimum Eaerdial Cormrage JEC

Diftered Emg

e Coverape Is Minkmum Yalues (W Dependents

Ofiesed Emsg averape IS Aferaaie

Ernpuayee Hat Depseral g
Errciome Accepted Coverge
(ered Deperdents WED Coeiige
Applceble Sectioe 4360H Safe Haroar | Mot Apedicatie

Mor-Charrice Employes Share

Umployss MRL Dip Code

= | Cgirrd i Wisihad

Ceemide Asin-Calosation Meithod

Offer OF Coswrags Mot Applicatia Emploma Share
Section J980H Hat Apgdicabée
HModan
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3. Complete the following information:

Employee

The employee that this ACA information applies to.

Effective Month

The month this ACA information went into effect.

Important: If the employee's information has not changed from the prior
effective month/year, you do not need to create a new one.

Effective Year

The effective year for this ACA information.

Important: Ifthe employee's information has not changed from the prior
effective month/year, you do not need to create a new one.

4. If you are using the auto-calculation method, complete the information below. Otherwise, if
you are not using the auto-calculation method, then skip to Step 7.

Employee Is ACA Full-Time

This employee qualifies for ACA as a full-time employee.

Employee Offered Coverage

This employee was offered health insurance coverage.

Offered Employee Coverage
is Minimum Essential
Coverage (MEC)

The coverage offered to this employee meets the federal requirements to
be considered minimum essential coverage.

Offered Employee Coverage
is Minimum Value (MV)

The coverage offered to this employee meets the federal requirements to
be considered minimum value.

Offered Employee Coverage
Is Affordable

The coverage offered to this employee meets the federal requirements to
be considered affordable.

Employee Accepted This employee accepted the offered coverage.

Coverage

Applicable Section If applicable, select the Section 4980H Safe Harbor for this employee:
4980H Safe Harbor

e 2B - Employee Not Full-Time

e 2D - Employee in Section 4980H Limited Assessment Period
e 2E - Multi-employer Interim Rule Relief

e 2F - Affordability Form W-2 Safe Harbor

e 2G - Affordability Federal Poverty Line Safe Harbor

e 2H - Affordability Rate of Pay Safe Harbor

e 2I - Non-Calendar Year Transition Relief

Non-Override Employee
Share

The non-override employee share (up to 10 characters)

Employee HRA Zip Code

The employee's zip code for HRA.

5. Ifyou are using the auto-calculation method and you have a spouse, complete the following

information:

Employee has Spouse

This employee has a spouse.

Offered Spouse
MEC Coverage

The coverage offered to this employee's spouse meets the federal
requirements to be considered minimum essential coverage.
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6. If you want to override the auto-calculation method and you have dependents, complete
the following information:

Employee has Dependents

This employee has dependents

Offered Dependents
MEC Coverage

The coverage offered to this employee's dependents meets the federal
requirements to be considered minimum essential coverage.

7. Ifyou want to override the auto-calculation method, complete the following information:

Override Auto-Calculation
Method

To specify the settings for ACA directly, select Override Auto-Calculation
Method.

Offer of Coverage

The offer of coverage for this employee:

1A - Qualifying Offer

1B - MEC/MV Offered to Employee Only

1C- MEC/MV Offered to Employee/MEC Offered to Dependents
1D - MEC/MV Offered to Employee/MEC Offered to Spouse

1E - MEC/MV Offered to Employee/MEC Offered to Spouse &
Dependents

1F - MEC without MV Offered to Employee/MEC Offered to
Employee, Spouse and Dependents

1G - Offer to Employee not Full-Time any Month of Year.
1H - No Offer of Coverage
11 - Offer Transition Relief 2015, No Offer, Not a Qualified Offer

Employee Share

The employee's share of coverage.

Section 4980H

The Section 4980H option for this employee.

2A - Employee Not Employed During Month

2B - Employee Not Full-Time

2C - Employee Enrolled in Coverage Offered

2D - Employee in Section 4980H Limited Assessment Period
2E - Multi-employer Interim Rule Relief

2F - Affordability Form W-2 Safe Harbor

2G - Affordability Federal Poverty Line Safe Harbor

2H - Affordability Rate of Pay Safe Harbor

21 - Non-Calendar Year Transition Relief

8. Enter any additional notes or comments about the ACA information for this employee.
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9. If this employee's employer is self-funded and the employee has dependents, select the
Covered Individuals tab.

'Elmpln.*e: ACA X '3'.!:':5_'.-.e Affiordable Care Act [ACA) Info™ X
Employes Efiective Month Effective Year
,V ...('.. January v 2019
Covered Individuals [Sefbniured ¥ |
D Mot Include Any Covered Individuals (inchudiing the Employes) on the 1085-C
Mote: You do not need to enter the Emphoyee &3 8 Covered Individuall below. The Employee is automatically induded

Emiplopes ACA Covered Individuals

% Open (3 Add &) Add Copy (S) Delete . Beports ~
Import/Egport. * [ Memorige/Recall = g Mass Maintenance | [BB SelectColumns  Defaults
Mame Middle Mame Last Mamie 85N Dt Oof Birt
[ A Crowe 234-56-759 (FLr R il

10. Select the Do Not Include Any Covered Individuals (including the Employee) on the 1095-
C check box if you do not want them to appear on a 1095-C.

11. Click© Add or highlight an existing Covered Individuals record in the grid and click (%
Open to view or modify it.STep ResuLTs: The Covered Individual form will open in a pop-up
window.

(B} Covered Individual (Self-Insured Onky) = O X
D) Accept (G Accept & Add ccept & Open Mex : Reports -

Import/Export | Comments Pemonzes/Fecal v g Mass Maintenance

Hote: You do not nead ta emter the Employes 33 a Coverad Indhidual. The Employes i autamatiaally induded
First Mamse

Middie Mame

12. Complete the following information as appropriate:

First Name The first name of the dependent (up to 20 characters).

Middle Name The middle name or initial of the dependent (up to 20 characters).

Last Name The last name of the dependent (up to 20 characters).

Social Security This dependent’s nine-digit Social Security Number. The Social

Number Security Number is required if the Birth Date is blank.

Birth Date This dependent’s date of birth. The Birth Date is required if the
Social Security Number is blank.

Note: You do not need to enter the employee as a covered individual. The employee is
automatically included on the 1095-C.

13.  When finished, click & Accept to close the pop-up window and accept the values.
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14. Click k1 Save when finished.
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Gathering the 1095-C

Along with gathering the Affordable Care Act (ACA) data, remember to:
e Complete and return the Electronic Submission Form (if Sandata is processing)
e Complete and return the Authorization Form (if Sandata is processing)

Note: Be sure to Gather the 1095-C data at least once after the last payroll of the year is
processed.

To gather the 1095-C data in ProviderPro:

TASK:
1. Goto Employee Management > Payroll > Tax Forms >Form 1095-C (Employees).

Step ResuLTs: You'll see the 1095-C (Employees) transaction grid.
2. Chang

o 5.0 [Emalopet
Seftings ‘-i"—-
Tau Reporting Group Ervia +

FiEery

Ep e gesh . Y
And < [Acoee Trae

AR Erpoyed Th eu

D000 -Rodge, Evas o0 i F

OO0004 - Bates, Kards iom barly o o s

DOOD0Y -Brady, Brockeln Michells o0 i F

3. Goto the Process toolbar menu and select Gather.
- Processes = .
Gathert

Send Counts Te Sclana

Send Files To Solana
Create Files To Send To Sclana Manually

Create Files For Yearli
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STeP REsuLTs: You will be prompted to enter the gather settings.
.'i_—, PrenaderPra ? b4

YJ Enter the Gather settings

Vear 2020 ° /

First Employee R
Last Employes \ | (5]
Tax Reporting Group » @ & ¥
Email Emiail Address 1 -

Canced

Note: If you have already gathered once and you gather again, you will lose any changes you
made to the ACA tab and will need to make the same changes again and/or delete any
records you deleted previously.

Complete the information below as needed and click Ok.

Year The tax year for which you are gathering 1095-C/1094-C
information.

First Employee/Last Employee | The beginning employee code and ending employee code for
the employees you want to include in the gather. Leave these
boxes blank if you want to gather for all employees.

Tax Reporting Group The tax reporting group for the data you want to include.

Email Select the email address to include for the employees in the
1095-C: Email Address 1, 2 or 3

Note: This process may take a little while depending on the speed of your computer and/or
the number of employees.

STEP RESULTS: You will see a confirmation message when the process is complete. You will
need to research and correct any errors that were found. Once you correct the errors, you
will then run the gather again.

Click Ok.
Step ResuLTs: The 1095-Cs that were generated will appear in the grid.

Select an entry from the grid and clicki Open to view/modify it or © Delete to remove t.

Note: If you gather again you will lose any changes you made to the ACA tab and will need
to make the same changes again and/or delete any records you deleted previously.

Step ResuLts: If you clicked ﬁfOpen, the Form 1095-C Employee window opens.
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[y Fiorm 1085-C {Emphoyes) 20 |} Form 1055-C Employes)
Emiployes Artive Employed This Year || Recesses 1095
Far i
M Kewin Robert ddam S5M 34557 H501
Street Address 155 Cak 5t
WaLgeon State OH Tip Code 43567
il Urnfed Stated Bl
Age 4,
Empioymerd Dates
e Date 07,07/ 3005
Eehire Date 1 Term Date 1
B.ehire Diabe 2 Term Date 2
Riehire Date Term Date 3
WATEGE
Cate Profilem Invalid ACA Records Section SF80H Problem

7. Enter or modify the following information as needed.

Note: Refer to the “Instructions for Forms 1095-C and 1094-C” available from the Internal
Revenue Service (IRS) for complete details on completing this information.

Employee The employee that is receiving a Form 1095-C. (Read Only)

Active This is an active employee in ProviderPro. (Read Only)

Employed This Year This employee was employed at least one day during the gathered year.
(Read Only)

Receives 1095 This employee will receive a 1095-C and does not have any errors.

Name The employee's full name. (Read Only)

SSN The employee's nine-digit Social Security Number. (Read Only)

Address 1 The employee's street address (up to 40 characters). (Read Only)

Address 2 A second street address for the employee, if applicable (up to 40 characters).

City The employee's city. (Read Only)

State The employee's state. (Read Only)

Zip The employee's zip code. (Read Only)

Country The employee's country. (Read Only)

Email The employee's email address. (Read Only)

Age The employee's age.

Employment Dates: This employee's hire/rehire and termination dates used to determine if the

Hire Date employee worked at least one day during the gather year. The dates must be

Rehire Date 1 -3
Term Date 1-3

in chronological order, otherwise it will be flagged with a date problem. (Read
Only)
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Date Problem

If selected, there is either an issue with the employee's hire/rehire/term
dates note being in chronological order or the employee doesn't have any
employment dates.

Invalid ACA Records

If selected, then the employee was employed for a particular month, but
doesn't have an Employee ACA record effective on or prior to that month or
the employee has an Employee ACA record that starts on a month when the
employee was not employed.

Section 4980H Problem

If selected, then the employee needs to have Section 4980H set to a value
other than "Not Applicable" in his/her Employee ACA record.

8. Click the Part II: Offer and Coverage tab.

CWorm s Erplopee! X | (o ms.cin
Emplose AEnw Employed This Year o« Racerepn 1095
art I: Dffer W 1--(
Flan Skark Wigngn OO Employer is Seitinmured
Ofier of Coverape Emplopee Share of Apphcabie Section 45804 Sale Harbor HAA Diprode
Laswest Cogt Code
A 13 WionEte 18-Cumditying Cftes - 2C-Empdapes Erroiled In Coverage Gl ~
laruary Mt Appicabie MOt Agpicanie
Feferiay Kt Appicable Mot Applicable
Mot heat Apphcabie Hot Appiaanie
2l Hgt Applcahle Mod Bpplicable
heat Applcanie [T
Jure ok Appicabie Mo Applicatle
Judy et Apphcabie et Agpleatie
Bugul Mt Applcable Mot Applicaile
Sepember Het Apphcabh Mot ApplEatie
Celaber Mt applcable o1 Applisnie
Lo Het Apphzable Mo Appleatis
December Hak Applcable Fi01 Appleanie

9. Enter or update the Offer of Coverage, Employee Share of Lowest CostApplicable Section
498H Safe Harbor Code and HRA Zip Code values as needed for each month the employee

was employed.

Note: See "Employee ACA Information" for details on how these values are calculated

during the gather.

10.  If your agency is self-insured, select the Part III: Covered Individuals tab.

Emplcpee

Foem 1055-C Dependesnts

W Dpen A

Import/Export

B are

Marilyra

(pyFesm 1095-C [Employes 3 [BF

st FHame Middle Hame

P Pl ™

s 1045-C Emplayes] X

Active Employed This Year ¥ Recives 1095
Fart B Covered ingreciuaid]

. Rpoits =

& B Select Columns Defarits

Aglgre

S
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11. Select an entry from the grid and click = Open to view or modify it.
STeP ResuLTs: The Form 1095-C Dependents window opens.

E. ACA Employee Dependent® o O x
D Accept (@ Accept B Add “ Accept & Open Mext 2 Reports -
Import/Export = ; 1. Comrments Me e/Reacal M, Mass|
First Mame arie]
Middle Mame
Last Mame Adams
SEM 288-34 8844
Diate O Barth 145041967 -

Lovened

¥ Al 12 Months
January February March Apr| Iy June

July sugust Septemiber October Movember Deemiber

12. Review or modify the following information as needed and click 2 Accept.

First Name The dependent's first name (up to 20 characters).
Middle Name The dependent's middle name (up to 20 characters).
Last Name The dependent's last name (up to 20 characters).

SSN The dependent's nine-digit Social Security Number
Date Of Birth The dependent's birth date.

Covered: All Months, The months the dependent was covered or All Months.

January, February,
March, April, May, June,
July, August, September,
October, November and
December

13. Click k# Save & Close on the toolbar when finished.
14. Go to Employee Management > Payroll > Tax Forms >Form 1094-C (Employer).
STeP ResuLTs: You'll see the 1094-C (Employer) transaction grid.

15. Change the Tax Reporting Group to the correct one and click =~Refresh.
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I T (EnEle
i e
Tax Bmsor ng Smun Ecwaia E i’

16. Selectan entry in the grid and click & Open to view/modify the Form 1094-C (Employer)
or© Delete to remove t.

SteP ResuLts: If you clicked Open, the Form 1094-C Employer window opens.

L) Foorm B0GC (Emploper) 36 |{§ Form 1094-C [Emploger) X
Tes Reporting Growp
Fart | Apgdicabile Lange Emipl .-"-"."."."l
Empiayer Kame Temgdate Company| Empboyer EIM GGG
Empioyer Street Addregs | 122 . Fultan L

Emaisyer Ciy Waaeon Erfpbep Stile O - Empisper Zip Code 17

Ermpleyer orkact Mars 3000 GOt Employer Cortact Phare 01533034728
& (34 1095 Poemrs For This Tramsmattsl § - & i Erpiigymas Emiployed This Vear

® Eeplayeas 'With Date Proniers - N & Employess With Section 4580H Froblems

& Of Espioyees With irva ladl ACA Reconds [ B ® O Employees With 'Wakd ACA Reconds

17. Enter or modify the following information as needed.

Note: Refer to the “Instructions for Forms 1095-C and 1094-C” available from the Internal
Revenue Service (IRS) for complete details on completing this information.

Tax Reporting Group The tax reporting group that this 1094-Cis for.

Employer Name The name of your agency.

Employee EIN The nine-digit company federal tax ID
Employer Street Address | The employer's street address
Employer City The employer's city.

Employer State The employer's state.

Employer Zip Code The employer's zip code.

Employer Contact Name |The company contact person for this 1094-C,

Employer Contact Phone |The phone number of the contact person.
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# of 1095 Forms for This [ The number of Form 1095-C (Employee) forms that are marked Receive 1095-
Transmittal C.

# Employees Employed | The number of employees that worked at least one day during the year.

This Year

# Employees with Date | The number of Form 1095-C (Employee) forms that are marked with a date
Problems problem.

# Employees With
Section 4980H Problems

The number of Form 1095-C (Employee) forms that are marked with a Section
4980H problem.

# Of Employees with The number of Form 1095-C (Employee) forms that are marked Invalid
Invalid ACA Records ACA Record.
# Of Employees with The number of Form 1095-C (Employee) forms that are NOT marked Invalid

Valid ACA Records

ACA Record.

18. Clickthe PartII: A

rhiFarm 1084-C Emplopen; X

Tax Reparting Gneup

b Sughorfiative Transm sl

= O 1095 Foema For TRis Emgbe

¢ Cualeying e Method

LE Member Info tab.

= X

«

& 8

Chalitying Offer Msthad Trassition Reset

Gechan 4E30H Tramitian Ralel

9E% Ofer Mezthod

19.

Enter or modify the following information as needed.

Note: Refer to the “Instructions for Forms 1095-C and 1094-C” available from the Internal
Revenue Service (IRS) for complete details on completing this information.

Is Authoritative Transmittal

The employer for the selected tax reporting group has authoritative
transmittal

# Of 1095 Forms For This

Employer

The number of Form 1095-C (Employee) forms that are marked
Receive 1095-C.

Qualifying Offer Method

The employer for the selected tax reporting group used the qualifying
offer method.

Qualifying Offer Method
Transition Relief

The employer for the selected tax reporting group qualifies for
Section 4980H transition relief.

Section 4980H Transition Relief

The employer for the selected tax reporting group qualifies for
qualifying offer method transition relief.

98% Offer Method

The employer for the selected tax reporting group uses the 98% offer
method.
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20. Select the Part III: ALE Member Info - Monthly tab.

?BFnlrrﬁD-Zul-C-Emplu-.!r_ x G}f:lln'.."?-l-l.' Employer) XX

Tax Reparting Group
| Pard Ik ALE MemBesr info - Monthi ,-'

Iirimym Essential Cover Full-Time Iotal Emploves  Sertion 4980H Transition
Ciffer indicator Employes Count Count Eslisf Indicator
Yes ]

Al 12 Mosths ) iy B

January T 8

Februany Tz 8

March 7 in 8

2gnl T : '

hay r : 5 :

June T B

July ] : ? :

Bugust R I

Leptember 5 : L ‘

October i s

Movember B g

December B B

21. Enter or update the following values as needed for each month or all 12 months:
e Minimum Essential Coverage Indicator Yes or No
¢ Full-Time Employee Count
e Total Employee Count
e Section 4980H Transition Relief Indicator
22. Click ki Save & Close on the toolbar when finished.
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Submitting Files to Sandata for Processing

If Sandata is processing your 1095-Cs for your agency, the next step is to send the file package to
Sandata.

Note: A 1095-C with any problems will NOT be included or sent to Sandata. All errors must be
corrected and the Receives 1095 check box must be marked.

To send your files directly to Sandata for processing:

TASK:
1. Make sure you have an Internet connection.

2. Go to Employee Management > Payroll > Tax Forms >Form 1095-C (Employees).
Step ResuLTs: You'll see the 1095-C (Employees) transaction grid.

3. Change the Tax Reporting Group to the correct one.
(EiForm 10554 (Emalopes) =

Settings
Tex Reparting Groug By ! 4+ "-—-
"
|Erpoee Io.et . S
And - Aree Trae
AR Erpoysd Th ear
o Daie Probiem Trae
ARD e AA, Renns Traet
o |Facuemn 1031 -
AkD Section L9504 Propier Tree
rer
A FFter i

4. Gotothe Process toolbar menu and select Send Files To Solana.

Processes =

(Gather /
Send Files To Solana

Create Files To Send To Sclana Manually

Create Files For Yearli

-129-



Submitting Files to Sandata for Processing
Creating Files to Send to Sandata Manually

5. Verify the Tax Reporting Group is correct and click Ok.

I‘n ProviderPro ? o

[ [f‘ Enter the Send Files To Sclana settinas

S

Tax Reporting Group < | ] | | [

Ok Cancel

STEP RESuLTS: You will see a confirmation message when the process is complete.

6. Click Ok to exit the confirmation window.
SteP REsuLTs: The appropriate files were uploaded to Sandata for processing.

7. If you have not already done so, email Sandata the completed “1095-C Electronic
Submission Information” and “1095-C Authorization” forms.

8. Send an email message to Endofyear@hhaexchange.com indicating that you have
submitted the 1095-C information and have faxed the appropriate forms. This is our
confirmation that your information is complete and ready to be processed.

Important: Your username and password will be received directly from our processor via email, if
you are a new user. Please review your Spam or junk folder.

Important: Contact Endofyear@hhaexchange.com with any questions.

If you cannot send your files to Sandata automatically because of technical difficulties, you can
create a file package to manually submit to Sandata.

To do so:

TASK:
1. Goto Employee Management > Payroll > Tax Forms >Form 1095-C (Employees).

Step ResuLTs: You'll see the 1095-C (Employees) transaction grid.
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Change the Tax Reporting Group to the correct one.

(e Form 1985.C [Emplopee; X
Seftings.
Tex Reparting Groug Boysas * | S -ﬂ-#
figen
JErporen L = g
And  + artve Troe
ARD |Emperpas Thia vaar Trom
AND  ["Dmbe Probiem Trae
ARD [imsaia ACA Reow Tra
ARD | Facuemn 1031 Trom
ARD ]Section L3534 Propier Trae
Azl Fiter
Add Filer Group

¥ | OO0007 -Adurma, Kevin Robert

OO0 - LM irian, Ay

DO0004 - Eates, Kares Krm barly

o

o0

]

00001 Rodget, Evan ]
]

]

DO0007 -Brady, Brockeln Michells

W

Go to the Process toolbar menu and select Create Files To Send To Solana Manually.

Processes -

Gather
Send Files To Solana
Create Files To Send To Sclana Manually

Create Files For Yearli

Click the binoculars icon (“#*) next to Directory to browse to where you want to save the
file.

"n. ProwiderPro T =
| B

&

' [1{!; Enter the Create Files To Send To Solana Manually settings

]
Directorny | ‘l/

Tax Reporting Group " '-:T -" +
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5. Select the folder where you want to save the file and click OK.

. Browse For Folder >

@ Onelrive L
& sSharlyn Dimick

CH This PC

4 Libraries

- WSB20FD (E)

¥ Metwork

[EE] Control Panel

& Recycle Bin
ACAFi A "
Make Mew Folder Cancel |

T

6. Verify the Tax Reporting Group is correct and click Ok.

“n Providerfro T 4

| [& Enter the Create Files To Send To Solana Manually settings

E o
f.'UfEfS‘ihaﬂ}"-ﬂfi l'tl:lﬂ'J"\-E-!-Fﬂ!! L ’ll

Drirectany

Tax Regorting Group o |[i [ e

7. Click OK to create the files.
'I: Prenaderfra f x

[}"ﬂ Enter the Create Files To Send To Solana Manually settings

Directory f=UsersishartyniDesktop <

Tax Reporting Groug I ) (i ...".

\-m |

Step ResuLTs: You will see a confirmation message when the files are complete.

8. Click OK to close the confirmation window.

Step ResuLTs: A zip file called, "ACA Files.zip” that contains the required files for processing
1095-Cs was created in the directory you selected.
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10.

11.

12.

13.

Submit a support request to Sandata for assistance in submitting this file through the
secure FTP site. Do not email it.

If you have not already done so, fax to Sandata the completed “1095-C Electronic
Submission Information” and “1095-C Authorization” forms.

Send an email message to Endofyear@hhaexchange.com indicating that you have
submitted the 1095-C information and have faxed the appropriate forms. This is our
confirmation that your information is complete and ready to be processed.

Sandata will send you an order confirmation via fax (not email).
The fax will include a confirmation code, which will also be your sftp password.

Your Confirmation Code i=

Please retain and use this confirmation code when retrieving your tax files.

..a-u»-"w - J‘M 'r’ _I-q- -——*Jul-“ r-njd' """""""‘"‘“'H j“

Sandata will send you back the employer copy, submit the file to the IRS, and mail out the
1095-Cs (if you selected that option) or post them to Solana MyPay (if you selected that
option).

Important: Contact Endofyear@hhaexchange.com with any questions.
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Preparing for the New Year

Read these new year topics:

o Setting up New Deductions
e Creating a New Fiscal Year
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Setting up New Deductions

First, you will create the new deduction type:

TAsK:
1. Choose Employee Management > Payroll > Setup > Deduction Types.Step ResuLTs: The
Deduction Type form will open in a new window tab.

(i) Deduction Type
Description F Active
Main
Category Other v
St acoun O
Remittance Frequency  Mone -

Withholding Agency
W-2 Type Mone -
W-2 Code

Mo Employee Deduction

2. Click © Add to create a new deduction type or enter an existing code or description in the

Toolbar Lookup ( + ) and press Enter to view or modify the selected deduction type.
3. Complete the following information:
Description A meaningful description of the deduction type (up to 40 characters).
Active This deduction type should appear as a choice in lookups.
Category The category drives the rules for all deduction breakouts within the

Deduction Type. This includes whether there are pre-tax implications and
also in many cases W-2 reporting considerations.

e Other

e Health Section 125 Cafeteria - Prints in Box 14 of the W-2 with
Code SC125.

e Health Non-Section 125

o Employee Contribution 401(k) - Prints in Box 12 of the W-2 with
Code D and Box 13 Retirement Plan is checked.

e Employee Contribution 403(b) - Prints in Box 12 of the W-2 with
Code E and Box 13 Retirement Plan is checked.

e Employee Contribution 457(b) - Prints in Box 12 of the W-2 with
Code G and Box 13 Retirement Plan is checked.

-135-



Setting up New Deductions
Creating Files to Send to Sandata Manually

e Designated Roth Contributions 401(k) - Prints in Box 12 of the W-2
with Code AA and Box 13 Retirement Plan is checked.

e Designated Roth Contributions 403(b) - Prints in Box 12 of the W-2
with CodeBB and Box 13 Retirement Plan is checked.

e Health Savings Account - Prints in Box 12 of the W-2 with Code W.
e Adoption Benefit Plan - Prints in Box 12 of the W-2 with Code T.
e Archer MSA Employee - Prints in Box 12 of the W-2 with Code R.

e SIMPLE Retirement Account S -Prints in Box 12 of the W-2 with
Code S and Box 13 Retirement Plan is checked.

e SIMPLE Retirement Account D - Prints in Box 12 of the W-2 with
CodeD.

e Dependent Care - Prints in Dependent Care Benefits, Box 10 of the
W-2.

e Social Security Tips - Prints in Tips of the W-2. Box 7 is the amount
and Box 3 is reduced by the amount.

e Employee Loan - If you use this category and set up a GL Account
with the subaccount category of Employees, ProviderPro will
balance track the amount posted to the GL account of the deduction
type for each employee and continue to take the deduction amount
until the balance for the employee within the GL account is zero.

If you need to change the category of an existing Deduction Type, create a
new Deduction Type instead.

GL Account

The account number of the GL Account associated with this deduction type.

This account number is generally a liability account or a receivables asset
account. This is because the account number cannot have a Subaccount
Category of anything other than "Employees" or "None" (for information on
account set up, see the General Ledger Guide). Revenues and expenses are
typically set up with the Subaccount Category of "GL Cost Centers."
Assigning an account number with a Subaccount Category other than
"Employees" or "None" may prevent the entry from posting to the General
Ledger or if the Subaccount Category of the account is GL Cost Center may
not post to the desired GL Cost Center as the posting is based on the
Payroll Cost Center and ProviderPro will randomly select one of the Payroll
Cost Centers the employee has in their employee payment distributions for
that pay.

If you have licensed the Payroll Multiple EIN feature set, you must still
enter an account number here. However, when payroll is processed the GL
Account assigned to the EIN Group will be used instead.

Remittance Frequency

None, Pay Period, Monthly, Quarterly, Semiannually, Annually.

Withholding Agency

The code of the withholding agency if a Remittance Frequency other than
“None” was selected above.

W-2 Type

If the Category of this deduction type is “Other,” you must select where you
want this deduction to print on the W-2 form:
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¢ None: Nothing will print on the W-2

e Box11

e Box 12 Generic: Box 12 with the code entered in the W-2 Code box.
e Box 14 Generic: Box 14 with the code entered in the W-2 Code box.

Note: Consult with your tax accountant for assistance in selecting a W-2

type.

W-2 Code If the Category of this deduction type is "Other” and the W-2 Type selected
is “Box 12 Generic” enter the one- or two-character code associated with it.

If the Category of this deduction type is "Other” and the W-2 Type selected
is "Box 14 Generic” enter the a short description to appear in Box 14 (up to
10 characters), such as SECT125 for Section 125 Plans.

Note: Consult with your tax accountant for assistance in selecting a W-2
code.

No Employee Deduction Nothing will be deducted from the employee’s wages.

Select this if this is a benefit that the employee receives, but that the
company pays for in its entirety (for example, short-term disability or
employee assistance plans). This can be useful for tracking the total costs of
an employee.

You can also use Non-Payrol Benefits for this purpose instead.

4. Clickthe Breakout Types tab to set different options for the variations of the deduction
type (for example, health insurance may have one break out for family and another for
single coverage) .

/E.L‘-e:l..-.—..:n'-:ui =
Description Dependent Care Fles 4 Active
Breakowt Types K
Dreduction Type Breakouts
% Open ;.}_, Add .,!-"‘- Add Copy "f--"':' Delete o Repors =
Import/Expart .+ 7] Memorize/Recall = g4 Mass Maintenance R Select Columns Defaults
IC: Code Description Deduction Calculation Type  Adtive | Effective Date  Current Number | Allow Individual Em
¢ 2 DORAEX  Depend Care Flex Amount 4 oD 7
LT e 3, R e = ]
"'“"‘Wr "A',_-.#w* $ l.*-\.,*--.\-ﬂr . --uf\\- & . ’4‘.""'"“""‘* b e e a ]

5. From the toolbar of the Deduction Type Breakouts grid, click© Add or highlight an
existing deduction type breakout in the grid and click & Open to view or modify it.
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@"‘I.ﬁ.ddtupgr @Deiete ,, Reports ~
Memorize/Recall = g Mass Maintenance BB Select Columns  Defaults

Code - Description Deduction Calculation Type | Active | Effective Diate | Current Number Allow
3 } DCAEXAMOUNT  Dependent Care Flex Am  Amount v 1o R
DCFLEXPER Dependent Care Flex Perc  Percent o000 &

o, gttt g g A e MH.....-J e Bt

| -.:_} -ﬁ-ct,q:i g Actcptél Add (38 Accept 8 Open Next _J Reports ~
Impert/Export = []  Comments Memorize/Recall = g Mass Maintenance |
N Code ¥ Active
Description " Owemride Deduction Suppression
Calculation Type Amount -
Deduction Yalues | Wage Types To Exclude Heafth Coverage Reportable I

W Use Individual Employee Amounts 1

Companywide Amounts |

Current Mumber [1T0i] Yearly Maximurm 000

Maonthiy Maximum 000  Total Monthly Cost $0.00

Quarterly Maximum S0.00 I
= | companynide value Cranges

Mew Numbear Q.00 Mew Yearly Macimum 5000

Mew Maonthly Maximum 50,00 Effiective Date

New Quarterly Maximum 50,00

6. Complete the following information:

Code A unique, alphanumeric code for the deduction type breakout (up to
12 characters).

Description A meaningful description of the deduction type breakout (up to 40
characters).

Calculation Type The calculation type determines how the particular breakout will be
deducted from the employee's payment:
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¢ Amount - a flat amount.
e Percent - percent of wages.

e In/Out - the deduction is for a non-payroll benefit such as tips
or the use of a company vehicle that is taxable to the employee.
The Category Type of the associated Deduction Type must be
set to Other and the Deduction Amount is 0. See Wage Types
for additional information.

Active This deduction type breakout should appear as a choice in lookups.

Override Deduction |Prevent the deduction from being suppressed during payroll

Suppression processing. If you select No Deductions for a pay run (for example a
bonus pay run), this deduction is still taken (for example, 401(k)/403b
deferrals).

Use Individual This check box determines if the amount of the deduction breakout is

Ill

Employee Amounts  |“global” or if it varies by employee. If it varies by employee, select this
check box and then you will enter amounts and limits at the employee-
level. An example of deduction breakouts taken at the employee level
are 401(k) contributions.

Current Number The amount or percent to be deducted each pay period, if Use
Individual Employee Amounts is not selected above.

Monthly Maximum | The maximum amount to be deducted each calendar month, if Use
Individual Employee Amounts is not selected above.

If the maximum for a particular month has been reached, the
deduction will not be withheld from the remainder of the employee's
payments for that month.

For example, If staff is paid bi-weekly, but only deducts health
insurance premiums out of 24 pays for the year, you can use the
Monthly Maximum so that in the calendar months when there are
three pays, the deduction does not withhold and you do not need to
suppress deductions when opening the pay run.

Quarterly Maximum | The maximum amount to be deducted each calendar quarter, if Use
Individual Employee Amounts is not selected above.

If the maximum for a particular quarter has been reached, the
deduction will not be withheld from the remainder of the employee's
payments for that quarter.

Yearly Maximum The maximum amount to be deducted each calendar year, if Use
Individual Employee Amounts is not selected above.

If the maximum for a particular year has been reached, the deduction
will not be withheld from the remainder of the employee's payments
for that year.

Total Monthly Cost The total cost per month for this deduction breakout (employee and
employer portion. This is used for Allocating Employer Expense if one
of the Allocation Methods chosen is either “Based on Deduction Setup
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Using Employee Default” or “Based on Deduction Setup Using Wages
Default.”

New Number The new amount or percent to be deducted each pay period beginning
on the effective date selected below, if Use Individual Employee
Amounts is not selected.

New Monthly The new monthly maximum to be deducted each calendar month
Maximum beginning on the effective date selected below, if Use Individual
Employee Amounts is not selected.

New Quarterly The new quarterly maximum to be deducted each calendar quarter
Maximum beginning on the effective date selected below, if Use Individual
Employee Amounts is not selected.

New Yearly Maximum |The new yearly maximum to be deducted each calendar year beginning
on the effective date selected below, if Use Individual Employee
Amounts is not selected.

Effective Date The Effective Date is the PAY date (not the begin or end or a date
within the Pay Period). When you run the Process Payroll wizard, the
"New" values will automatically update the "Current" values, if Use
Individual Employee Amounts is not selected.

7. Ifthis breakout has a percent-based Calculation Type, click the Wage Types to Exclude tab
to exclude certain wage types from being included in the calculation (for example exclude
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8.

@ Accept 3§ Accept & Add @ Accept 8 Open Next

Wage Types

! 3% Open (@ Add % Filers [ il Reports + o

Evailable
BOMUS Arnual Bonus =
H GIFTCARD Haliday Gift Card Remaove |
HOL Haliday
\ HOLWRK Halidiay Worked ada sl |
HSDW Holiday Shift Diff Wor I R m_m|
HEDWL Holiday Shift Diff Wor
ot Cretime
PERS Personal Paid Time Of
FTO Paid Time Ciff
FTOCO Paid Time Off Cash O
REG REGLILAR
RELOC Relocation Aszistancs
SHIFTDIFF Shift Differential
SHIFTDIFFLLIC Shift Differential Luca | -

@ Reports +

Import/Export  ~ D Comments Memorize/Recall -
Code MEDOL
Description Medical Employee
Calculation Type Amourt

,FHM R
L]
J

My Mass Maintenance

W Active

Crverride Deduction Suppression

Selected

Click the Health Coverage Reportable tab to mark the breakout as health coverage

reportable on the employee’s W-2 if applicable.

Healthcare Coverage Reportable must be turned on and the effective month, year and
monthly premium amount(s) be reflected to properly pull qualifying deduction breakouts to
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10.

Code
Description Medical Employee]|

Calgulation Type Amount

._\ y
Health Coverage Repartable

Deduction Type Breakout Prémium Amounts

tdemarize/Recall

C @) Accept | Accept®& Add (@) Accept & Open Next
li Impor/Expert = []  Comments
MEDDL

Health Coverage Reportab! r

4+ Reports =

= i Mass Maintenance

o Active
Override Deduction Suppression

: % Open (@ Add & AddCopy & Delete [ Reports -
Import/Export - :] Memorize/Recall = g Mass Maintenance B Select Columns s
I Effectiee Month Effective Year Monkhly Premium Smount
¥ 1 2014 S500.00
e

A

If you selected the Health Coverage Reportable check box, then from the toolbar of the
Deduction Type Breakout Premium Amounts grid, click © Add or highlight an existing
deduction type breakout in the grid and click = Open to view or modify it.

Deduction Type Breakout Premium Amo

‘(¥ Open © Add @ AddCo Delete [ Reports »
! Import/Export - [7) Memorize/Recall = g Mass Maintenance B8 Selectﬂnlumm:
» 1 2019 50000

STeP ResuLTs: The Breakout Type Premium Amounts form will open in a pop-up window.

rtEs Premium Amount - [ =& gﬁ
(@ Accept (&) Accept & Add Accept & Open Next |5 Reports ~
Import/Export  ~ ﬂ Comments Memorize/Recall - | 4 Mass Maintenance
Effective Manth =
Effective Year <MULL>
Manthly Premium Amount 50.00
\

Complete the following information:

Effective Month

The month in which the premium amount goes into effect.
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11.
12.

13.

14.

15.

Effective Year The year in which the premium amount goes into effect.

Monthly Premium Amount The total premium cost per month, not just the employer or
employee only amounts. This is what appears in Code DD of
the W-2.

When finished, click ‘&) Accept to close the premium amount.

Next, click @ Accept to close the pop-up window or click @ Accept & Add/ Q@Accept &
Open Next to continue entering/modifying deduction type breakouts.

If you have licensed the Payroll Multiple EIN feature set, click the EIN Groups tab.
(B Deduction Type X

Description Dependent Care Fléx 4 Active

EIN Gm;‘;{

Deduction Type EIN Groups
% Open (@) Add & Add Copy (@) Delete & Reports ~
Import/Expert = 7] Memorize/Recall = 5 Mass Maintenance B select Colurmns Defaults
I ElN Group GL Account
] 1 bdain 1002 -Fleabie Spending

From the toolbar of the Deduction Type EIN Groups grid, click© Add or highlight an
existing EIN group in the grid and click & Open to view or modify it.

¥.dd Copy @ Delete a Reports -

Memorize/Recall - g Mass Maintenance Select Columns Defaults
D EIN Group GL Account
[ 3 1 Main 1002-Flexible Spending

B e W SN N S WP N

Step ResuLTs: The Deduction Type EIN Group form will open in a pop-up window.

E‘.ﬂi Group l ‘—_‘_'E!_Eg_l
@) Accept & Accept 8 Add Accept 8t Open Next |2l Reports =
Import/Expert = [  Comments Memorize/Recall  ~ g Mass Maintenance [ Documents -
EIN Group s

Complete the following information:
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16.

17.

EIN Group The code of the appropriate EIN Group.
GL Account The account number of the GL Account for this EIN Group for this deduction
type.

This account number is generally a liability account or a receivables (asset)
account. This is because the account number cannot have a Subaccount
Category of anything other than “"Employees” or *“None"” (for information on
account set up, see the General Ledger Guide). Revenues and expenses are
typically set up with the Subaccount Category of “GL Cost Centers.”
Assigning an account with a Subaccount Category other than “"Employees” or
“None” may prevent the entry from posting to the General Ledger or if the
Subaccount Category of the account is GL Cost Center may not post to the
desired GL Cost Center as the posting is based on the Payroll Cost Center and
ProviderPro will randomly select one of the Payroll Cost Centers the
employee has in their employee payment distributions for that pay.

When finished, click ) Accept to close the pop-up window or click ‘@Accept & Add/ &
Accept & Open Next to continue entering/modifying EIN groups.

When finished, click k3 Save to save the deduction type.

Next you need to set up the pre-tax/deduction rules:

TASK:
1.

Choose Employee Management > Payroll > Setup > Set Up Taxes-Deductions Wizard.Step
REesuLts: You will see the Set Up Taxes-Deductions Wizard open in a pop-up window.

Select the check box next to the Tax Category or Deduction Category filter to show

specific categories of deduction type breakouts and taxes in the grid.
. Set Up Tases-Decuctions Wiza

Set deduction breakeuts as pre-tax or pest-tax

And pot-tachar each Ssdudion breabguty ti

combington

Filters: ¥ TaxCategary Cify - Voot . £ligk nn ymyeningced cal 4o tog g Beteren pre-tac
o Deetdion Cabeposy P 1]

YTt

lrﬁ MI"*“MJL ._H.‘r_:l_‘."'\.i-!‘"-ﬂ‘ .""‘"___-‘___" g, "_‘H Fw
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3. Clickin the cell of the deduction type breakout and tax to toggle it to pre-tax or post-tax.

Set deduction breakouts as pre-tax or post-tam,

Click an by urtiscked ol k2 boggie Btmsen pre-lis

Conumes Credit Games hment

Deril e

Comsume Cragit Gam
Dl Edipilegbe Singhe
Dental EnpleyesChid

Ceréal Enployse Family

| Filkaru: i Catwpary Fesferal Withholding
mrcd post-tas far sach deducton bresco | tag
Dwcharticn Category Citbesr EBmE s
Emglopee Social Secerity  Federsl Wisnhalding FUTA Schanl District - Lve r
Dieduction Type Dwchariicn Dreat ot 5 Fadiers FUTA 30T - Defy Fublic School | ]|
k| a0 00k Percers
20K Anibent ¥
408 A28 Percerd -
Chid Suppont Lucm County Pra F
Puiton Coury Fre Pos -
Henry County \\

Emplopee Gym Memgeship | Gpm Mambership Fos
Gamkhment Fesgersl Shudent Loan Gam Pre Pas
Heaith Cave Fisib e Spending | Aesisle Speeding 2005
Finizie Spesding 2005
Flevitie Sperding ;- -
Hobdey Gik Caed Huldws GIf Card Fre Pyg X

If the cell is blank, it has not yet been designated as pre-tax or post-tax. When you try to

process payroll, you will receive an error for the tax until you designate it as pre or post tax.
Onceitis set to “Pre” or “Post,” you cannot change it back to blank. If the cell has a lock next
to the words “Pre” or “Post,” then you cannot change the setting as it is based on known tax

rules.
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4. Right-click in a cell and select either Set Entire Row Post-Tax or Set Entire Row Pre-Tax to
quickly set the entire row to the same setting.

Set deduction breakouts as pre-tax or post-tan,

Frtam: Tix Catigery Federal Withholdisg - Click an by urlocksd ol b baggle Batween pre-las
#rcl post-tas far each deduchon breatout | tag
Dechaction Categary  Other - combiration
County - Live County - 'Wark -
Beduction Type Dechaction Bres ot Lecas County | Pulton County | Lucas Courty Tas - Wk | Tippecance Coushy, Williams
K 401k Percem Fre: Pre Fee 3 P
304k Ambant Pre Pre e 5 Pee
4038 S038 Peicerd Pie Pk S P

Chid Suppart [ —— Fre Poat Frst
Fusten Courty Post Foat
p Herry Couy [y r
Consumer Credi Gamshmen: | Consumer Cred Gam [ | ™ Enire Fow Fosk-Tax
Deral IFSurance Dertal Enpleyee Sing b Pre | et Entire Row Pre-Tox
Dartal EmployesChild Fra re
Dertal EmployesFam iy Fre Fre

Emplopee Gym Memgership | Gpm Mamberthip Fost Poat Poe:
Garnkhment Fisgeel Studesnt Loan Saen Past
Heatn Cave Reibie Spending  Flesinie Spending 2008 Post
Fmisie Spesaing 308 iFee

Fleuizde Spendimg Fre

5 b GiE Cord _Hedge Gk Cord Fas

b

SteP ResuLTs: A pencil icon will appear in the row next to the deduction type breakout after
you make a change to its tax setting. When you click in a new row, the change is saved and
the pencil icon will disappear.

Set deduction breakouts as pre-tax or post-tam,

Frtar: Tas Catmgary Federyl Withholdding - Click o By urilecgd el b5 bagg e Stwien pri-lia
ol post-tan for ssch deducton breskout | tac
Deshection Categarny CHher = EO b rtien
Employes Socal Seanfty  Federsl Withoksing FUTA SORood DiStrict - Liee i
Deduction Type Dedhection Dreakout Sacial Sepwrity Feder FUTA | 4507 . Deita Pubbc School
Ak 40k Perrent 3 Post § Fre i
200k At
408 038 Peicerd
Chid Suppart Lucai Couny
Puiton County
Hervy County
i Crede L Credd Gam

B

Dentul lrsurance Dereal Enployee Sisghe

Bertal Enployes Child
Certal Employes Tam iy
Emplopes Gym Memgarship | Gpm Mambership
Gamshment Fesgersl Stugesnt Loan Gaen
Heath Cae Fasib ke Spending  Fleaisde Spesding 2006
Flinisie Sparding 2005
Fleside Scending
. Hobde GIF Caed Hoddey Gift Card

5. When finished making your selections, click Finish.
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Important: Remember to review your Tax-Deduction Setup at the beginning of each tax
year or when you add a new tax or deduction type breakout.
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Creating a New Fiscal Year

If your fiscal year runs on a calendar year, you will need to create a new fiscal year and open the
first period before you can process invoices, payroll or gather a bill in the new year.

Todoso:

TAsK:

1. Open Fiscal Years in one of two ways:

o Choose Financial Management > General Ledger > Setup > Fiscal Years.

Financial Management | Client Management Employee Management Tocls Window Help
£ | Accounts Payable » '

5| Accounts Receivable »
‘B General Ledger »| [l General Joumal Entries
&l Accounting Transactions

4 Money Transactions
¥ | Depaosits

Inquiries 3
Processing Payments 3
| Wizards
| Setwp >
5 Repors

Options
; Accounts
| Check And EET Stub Layouts
& CostCenters
Fiscal Years ﬁ
Intercompany Links
Joumals
I Money Addresses
| Subaccount Categories
Subaccounts b

Account Tag Categories ]
Cost Center Tag Categonies *

Click the General Ledger module group on the Navigation Pane and then click Fiscal
Years.
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Navigation 3 x
E General Ledger

5 Accounts

% Cost Centers

Fiscal Years *—

W General Journal Entries
U Accounting Transactions
!_-;_-EZI Maney Transactions

Deposits

f;i_: Reconcile Money Account
Q Account Inquiry
'@ Subaccount Balances Inguiry

@ Subaccount Transactions Ingquiry -

=[—_"’ . Accounts Payable

e Accounts Receivable

E General Ledger
i»:;a Billing

g Client Banking
Client Information
& Fiscal Support Entity

E‘ Incident Tracking

oA BN B2

Step ResuLTs: The Fiscal Years form will open in a new window tab.

T Fiscal Yeur

Ciescription |
o At
Creabe fiscal Yesr |
Fiscal Feriogs
[ Open @) Add (P Add Copy (S Deset 4 Reports
Impert/Eepert = 17| Memoroeecal - b Masi Mantenaoce | JR Select Columns
Frscal Pering el Yiear i Bargirs ke i End Dusw Agtisaky i Gl i GUMT | &F AR | L PR

Click © Add from the toolbar and then click Create Fiscal Year.

Drescription

o Active (
Create Fiscal Year
Fiscal Periods

% Open @ Add (1 Add Copy =) Delete & Reporis =

Import/Export = [T Memorize/Recall = g Mass Maintenance Bl Select Columns

Fiscal Period Fiscal Year Begin Date End Date Activity GJ GLMT AP AR CL PR

W.._’\..M wm\-wi\“h'#“—-m \L'ﬂﬂ_r‘-‘.
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SteP REsuLTs: The Create Fiscal Year Wizard opens in a pop-up window.

3. Select the month the fiscal year begins.
4. Select the actual year of the fiscal year and click Create Fiscal Year..

“ Create Fiscal Year — (| b

Enter the first month and the year for the fiscal year to be created

First Month of Fiscal Year January -
Fiscal Year 2020 /

STEP RESULTS: A progress bar will appear as the fiscal year and periods are created.

5. Click Finish to exit the wizard. Step ResuLTs: You will see that all 12 periods have
automatically been created with the correct begin and end dates. By default, none of the
periods are open.

6. Open and close the fiscal periods as needed.
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o State Websites
e Other Useful Websites
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State Websites

State Web Address

Arkansas https://www.arkansas.gov/dfa/index.php
Arizona https:/ /www.revenue.state.az.us/

California https://www.taxes.ca.gov/

Delaware https://revenue.delaware.gov/

Florida https://dor.myflorida.com/dor/

Iowa https:/ /www.state.ia.us/tax/index/index.htmll
Idaho https://tax.idaho.gov/

Illinois https:/ /tax.illinois.gov

Indiana https://www.in.gov/ai/taxes/

Kentucky https://revenue.ky.gov

Kansas https://ksrevenue.org/

Louisiana https://www.rev.state.la.us

Maine https://www.maine.gov/revenue/

Michigan https://www.michigan.gov/taxes

Minnesota https:/ /www.taxes.state.mn.us

Montana https:/ /revenue.mt.gov/home/businesses.aspx
North Carolina https: / /www.dor.state.nc.us/index/index.htmll
New Hampshire https:/ /www.revenue.nh.gov/index/index.html
New Jersey https: / /www.state.nj.us/treasury/taxation/
New Mexico https:/ /www.tax.newmexico.gov/

New York https://www.tax.ny.gov/

Ohio https://tax.ohio.gov/

Oklahoma https://www.tax.ok.gov/

Oregon https://www.oregon.gov/DOR/

Pennsylvania https://www.etides.state.pa.us/

Rhode Island https://www.tax.ri.gov/
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South Carolina

https:/ /www.sctax.org/default/index.html

South Dakota https://dor.sd.gov/

Texas https: / /www.window.state.tx.us/taxes/
Virginia https://www.tax.virginia.gov/
Wisconsin https://www.dor.state.wi.us

West Virginia https://www.state.wv.us/taxrev/
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Other Useful Websites

Resource Web Address

Internal Revenue Service https:/ /www.irs.gov

Sandata Support Site https://sandata.zendesk.com/hc/en-us

Social Security Administration https: //www.socialsecurity.gov/bso/bsowelcome/index.htm

Social Security Verification Service |https://www.socialsecurity.gov/employer/ssnvs handbk/in
Handbook dex.html

Transmitter Control Codes https:/ /fire.irs.gov
IRS 1099 Filing

Yearli https://www.greatland.com/
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Related Forms

This chapter contains these forms:

e Forms Overview
o End of Year Processing Selection Form
e W-2and 1099 Authorization Form
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The following table details which forms you need to complete by when:

Form Name:

Should Be Completed By:

And Returned By:

End of Year
Processing Selection

Everyone

October 26, 2026

W-2, 1099, 1095-C
Authorization

Those having Sandata process their W- | December 1, 2026

2s, 1099s and/or 1095-Cs
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