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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

e Summary Of Changes

e Verifying Federal ID, Employer Name & Address




Determining Your Processing Option
Adding Employees to Solana MyPay

Determining Your Processing Option

It is time to think about Sandata offers three options the processing of W-2, 1099 and
1094/1095-C information. We need a commitment from you before December 3 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.

file

Option A1* - Sandata poststo Solana |1. Our processor imports the ProviderPro information you
MyPay and will work with our submit to us.
processor to provide PDF copies for all 2. We post the employee copies of the W-2 and 1095-C to the
required forms Solana MyPay website
(This is Sandata’s recommended yray ’
option.) 3. Our processor prints the vendor copies of the 1099 only.
This option saves you labor-intensive |4 Our processor seals and mails the vendor copies of the 1099
tasks, Yearli purchase and postage only.
costs for mailing employee W- 5. Our processor files electronically with the SSA/IRS.
25/1095-Cs.
6. Our processor provides an Acrobat file (PDF) of the employer,
employee and vendor copies of each W-2, 1095-C/1094-C
and 1099.
7. AnAcrobat file (PDF) copy of each W-2 that is applicable to
every state and/or local tax agency.
8. Electronicfilingis available for some states and cities. You
must make special arrangements with Sandata to do so.
9. You mail the W-2s to each state and/or local tax agency.
Option A2* - Sandata processor prints, | 10. We import the ProviderPro information you submit to us.
mails, and files. 11. Our processor imports the employee copies of the W-2, 1099,
This option saves you labor-intensive 1095-C, including one Copy B, one Copy C, and two Copy 2s.
tasks and Yearli purchase. Also includes additional W-2s for each employee, if an
employee has more than two states and/or two locals.
12. Our processor will seal and mail employee copies.
13. Our processor will file electronically with the SSA/IRS.
14. Our processor will provide an Acrobat file (PDF) of the
employer, employee and vendor copies of each W-2, 1095-
C/1094-C and 1099.
15. An Acrobat file (PDF) copy of each W-2 that is applicable to
every state and/or local tax agency.
16. Electronicfilingis available for some states and cities. You
must make special arrangements with Sandata to do so.
17. You mail the W-2s to each state and/or local tax agency.
Option B - You print, stuff, mail, and 18. You purchase Yearli and associated perforated paper for

printing.**




Determining Your Processing Option
Adding Employees to Solana MyPay

19. You import the ProviderPro information into Yearli.*

20. 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.

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

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

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

25. 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.

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

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

28.

29.

*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
submitted to us.

**Yearli is 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
competitive pricing.

Note: Remember you perform the following steps regardless of the option you choose:

Tie-out all wages, deductions, and taxes utilizing the reports in ProviderPro.

Verify Federal ID Number, State Unemployment Number(s), State ID Number(s) and school
district numbers in the software.

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)

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

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

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).



Submitting Numbers to Sandata for Quoting
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Submitting Numbers to Sandata for Quoting

Sandata needs W-2, 1099 and 1094/1095C totals from you to generate a cost comparison. Please
submit your numbers prior to 11/18/2024. You will receive an emailed quote by 11/27/2024. The
deadline for submitting your orders is 12/03/2024. End of year processing is just around the
corner!



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

[ Empiloyes W-2s x
Setnrgs
Tan Reporting Geoup Epais A -}-‘f
L]
Empioyes Equas +
ded - aeprint Trus
Ada Fimer

i Pt Geman

[ Fiers Summary

au Beporhing G Ear Emplopee Fedemnl ‘Wapes | Federsl Withholding. EIC Withholding | Social Seamifty Wages: Scdal Seoarity Withiho lding &

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.

[ processes~
. Gather * >

Send Counts Te Sclana

Send Files To Solana
Create Files To Send Te 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)
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4. Make sure the Tax Reporting Group and Year are correct.
-"i;‘-,- Prenaderfra ? x

[}" Enter the Gather settings

¥ Gather Payroll Data /

Yiear 2020

First Employee ] i3 e

Last Employes Bl .;I.
\Tnv Reporting Group i ) ,_; W .-+

Cinly Pull Gross Wages (for consumer 10595
Gather Non-Payrall Data

Mo City Tax

4
)
e

Admin Cost Center g .C,' .-i.

« Remove Priar Data
Lk | Lancel

5. Ifthe 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
Woages (for consumer 1099s) check box.

] PronviderPro 7 x

KD Enter the Gather settings

« Gather Payroll Data

Year 2020
First Employee W 9 ..q.
Last Ermployes e 3 ._].
Tax Reporting Groug \ | (@] ]

¥ Oniy Pull Gross Wages (for consumer 10895

Gather Hon-Payroll Data

Mo City Tax >0+
Admin Cost Center | 3

+ Remove Prior Data

. :
Dk | Cancel

6. 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.

7. Click Ok.

-10-
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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.
- Processes v

Gather (
Send Counts Te Sclana

‘ Send Files T Sclana

Create Files To Send Te Sclana Manually

Create Files For Yearli

Verify the Tax Reporting Group is correct and click Ok.

'i:-,- Pronadedfro ? x

[}'} Enter the Send Counts To Solana settings

X |

>0 3+

\ —1 1 o

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

Tax Reporting Grous |

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.

% Employes 'W-2u Fapo = n] kS

Which reparting 1ask de you want to do?

Work whh Report Graups

= Creafs, marsge ar nan & grosg of mgoct
Crmate a New Repari
- J Creats § new rep ot uong sither & rew Byout or an sdding pne
Seleci an Existing Report &4 anage of run a renort fom ®o grid Bk, Clide Meet 1o chamge lepout, fkars. stlo aed other sefings o Chck Run Rapon

iissos My degnip My Reparts | Faspeiies Emplapes W45 Cindyp

\.o'_ Fareaine e S0 T GO
4.2 Ermars

‘
Coenien by Salva /
BenRepar
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13. Click Print_ f[om the print preview window.

HE@eE- 08 v OES e 5[ -

My Company
Payroll - W-2 Counts

|

Criy: TOL Toledo Ciy Tax

City: WALIS W s ilen Gty Tl

Courhy- FLILTIOM Fulion County

Caunly LUCAS Lusas Courly

Caunty: LUCASY Lucas Counly Tax - #ork
Coynhy WILLLAME Willisme County Tax
Mumbe OfEmpioyeas

Mumber Of Employses poross il Sales ke Counies
Humber af Employess with mullph Wy
Mumber of Meltiple Wes

Mumber 0f Siales b ey Courtes

Saale OHOH STATEWH

LI

o - 2

14. Click the X to exit the print preview window.
15. Click Finish to exit the Report Wizard.
16. 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.

-12-
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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:

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

STEP RESULTS: You'll see the Vendor 1099s transaction grid.

2. Set the appropriate Tax Reporting Group.

Verdos 1095 X

p— H
Tax Repoiing Group Fmusin - Coatral Aozount +

Fitters
[CJFaem Equas = | MISC 1099
Ard -| [Tvendor Equss - =
AND  Reprint Tna
Add Fitter

Atid Filier Group

-
{‘f_,l Filters Summmary

3. From the Processes toolbar menu, select Gather.
' Processes ™
Gather t‘

Send Counts Te Sclana

Send Files To Solana
Create Files To Send Te 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.

-13-
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10.

:l;‘-: Prenaderfra ? x

EIJ Enter the Gather settings

vear 015 M-
Begin Yerdor | (3 .+
Erd Vendor -3 G
Tax Reporting Groug t ! T g -C;- Pt +

" ~

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 RESULTS: 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.

Cancel

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

Gather {

Send Counts Te Sclana

Send Files To Solana
Create Files To Send To Selana Manually

Create Files For Yearli

Verify the tax reporting group is correct and click Ok

] BroviderPro e

[:fa Enter the Send Counts To Solana settings

Tax Reporting Group

b=

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 l@ Reports on the toolbar to print a report to mail or fax to Sandata.

Select AP Vendor 1099 Counts and click Next.

-14-
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11

12.

13.
14.
15.

" Yerdor 10595 Reports

‘Which reporting task do you want to do?

W with B porl Grougs
Crenis manage arrun 8 group af mpart

Creaie o Haw Ko pari
Cremie s rew report pring sEfer 8 res byoud or anesitting ars

Selact an Existing Riport  Wanage or runa repor from the grid belom Click Mext io change lyowt, Sikers, shbe and other sefangs: or Click Run Report
Findd |- Suandards.| My bpmey | MpRepo | Faweritss | Accounn Paale Onk | endas LIS Orlp. |

- Copy [l Reame o Foverte (S Ddeie AddTeGrep = ) Permsiom
\M,,
lir.

Data Dtject Wodols | Delwvery | Changsd On
i APVengar 08 Enon venor 1055 Emare Arcpunts.. Fiedes
B aFwengor 1099 Liging vendor 1095 Listing Brcpunts... Fredes
i AFYengar LS SEmmary Feport Venior 1085 Surmamany Apcpunts..  Fredes

Ll

[emates by e

um |- e |
Verify the correct tax reporting group is selected and click Run Report.
" Werdor 10595 Reports [E—

urpTa WOt Side  Faiers Som TEes  Deley

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

Seleot the pepnt of Tax Faparting Creup Exuss = | fowirl Aoczert 1 I
subraport bz aet: filers for.
FESRE L e e
Add Fellwr A Cusiren Fraiel Filar
b Pl Tl

Click Print from print preview window.

My Company
Accounts Payable Mendor 1088 Counts

1358 Counta For: Wy Compary
Form Types  WISC 10859

Click the X to exit the print preview window.
Click Finish to exit the Report Wizard.

Mail or fax this report to Sandata.

STEP RESULTS: You will receive a quote back from Sandata.

-15-
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Once you receive the quote, return the completed End of Year Processing Selection Form.

-16-
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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.

1o Form 12252 [Emelopes
Settings H
Tas Reporting Gegup Eeis ® +
L
|empares o.e - g
And - A Tras
ARD Erpoes Th ear Tram
AL | Dt Protie Trae
Ak Pais S04 b Tra
a0 Fuswreny 1094 Trom
axD Sextion 050H Prapien Trae
Aacxl Fider
Asd Fter Group
[ 3 rml.n-.hdlrm Erain Botart o0 o o
DO0O-Listien, Ay =] o v
D000 -Rodows, Eva = 1] o o
(O0004- Baten, Karee Kimbarly =] o ¢
DO000 7 -Brady, Brockeln Michelle = 1) o o
" e

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

[ Processes =
. Gather * >

Send Counts To Solana

Send Files To Solana
Create Files To Send Te Sclana 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.

-17 -
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5. Leave all the other boxes as they are and click OK.

| ProviderPra

l\fa Enter the Gather settings

Year 2020 /

First Employee (3] 3]
Last Employes \ | 13|
Tax Reparting Group ; @ 3
Email Ernail Address 1 -

N | 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.

Click Ok to close the wizard.

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

|=Rrocesses.r.|

Gather K I

| Send Counts Te Sclana |
I
1

Send Files To Solana
Create Files To Send Te Sclana Manually

Create Files For Yearli

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

_E:Sli.'r'r derPra 7 w
I
"‘f-‘ Enter the Send Counts To Solana settings

Tax Reporting Groug Staff] 2| g %

\ = —

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 '@ Reports on the toolbar to print a report to mail or fax to Sandata.

-18-
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11. Select PR Form 1095-C Counts and click Run Report.

Which reporting task do you want to do?

Werk mith Report Groups
Leans mMarage o F i B groen of Mo [:r

Creale a New Repont
Create o mew report Leng eiihar @ new leyout o an ediling one

Sslect an Existing Reped  Manage or run 3 report from e grid below, Click Me 1o dhaege Biyows, Skers, stie and other sesings or Chick Run Report

Frd | e | sdypsgmey | bpdapors | eemim |G o e L iy Gy

Copy [Tl Merome Favorte (@] Delets  Add Tofesup = [} Fermumicrn

Kame / Dt Sgent L 1 TH ey
i [ - - &
[coemten vy Sninea

Payrall - Form 1095.C Counts

Ceegecription Count
1ES-C Counts foe

Fafwere Veryon: 4 142303

Hgrmber of Empdoyees with Dabs Pl

Humber of Emgdoyeess Empl oysd This Year

Hharaber of Emglay s mith nvakd S04 Recons
Hhaiibgh S8 Efaddy ikd ath Wiakd ACA Rassds
Hearmbar of Empday sy mth Sachizn $45H Protiem.
Hgraber of Ermpdy s Recehang HEGG

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

November 18, 2024

Customer Deadline to return W-2/1099/1094/1095-C Contact Information
Form(s)

November 18, 2024

Sandata sends out email reminder with instructions for submitting counts for
aquote.

November 18, 2024

Customer deadline to submit count information for quotes.

November 27, 2024

Sandata sends out quotes to customers via email.

December 3,2024

Customer deadline to return the End of Year Processing Selection Form.

December 20, 2024
(approx.)

Scheduled Fourth Quarter Release of ProviderPro and available to hosted
customers and for download for on-premise customers.

January 8, 2025

Customer deadline to submit W-2 and 1099 data.
Customer deadline to return Authorization Form(s)
Customer deadline to return Electronic Submission Information Form(s)

Sandata will not begin to process your data until all of the above information
is received.

January 27,2025

Customer deadline to submit 1094/1095-C data.
Customer deadline to return Authorization Form(s)
Customer deadline to return Electronic Submission Information Form(s)

Sandata will not begin to process your data until all of the above information
is received.

-20-
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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).

O 0000000000000 00000 OO

File paper copies with local tax agencies.

-21-
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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 formes.

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

o Database Preferences X
i I
Campiry Hame Sglang Fadermmi ID 9-Goue
Acidreys fnk
Agdress 1 131 & Fultom St Address 2
aty ‘Wausesn Siste (OH +  Zip Code 43567
P Biinbiss
Phore 1 4E9) 335-1230 Opt. 3 Phone 2 419) 335-1284 FaX
Reparting Optkons
Repart Hame Solergl. s Laao - -'ﬁ?-#-‘ |.£
— g -',...-rﬂwji"__ ,-’-"' » 2 e
= =

3. Click k4 Save on the toolbar.
Click the X on the Database Preferences window tab to close it.

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

a. Gotothe Tools menu and select Employee Management -> Payroll -> Setup -
> EIN Groups.

b. Openeach EIN Group.

-22-
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Adding Employees to Solana MyPay

C.

Verify the Federal ID and employer name is correct.

e Grow X

Gﬁaw_mn O Agengy Childeen's Diasion & Actie
Arcount and Tax [k
Subject To FUTA Tax, s
de““ Tax IO 1-BEO9TT44
Agency Chack Money Aot e 30 [ o
Gk Coat Center g 300 [
Aserusd PTC Azeaunl ".,J@LF
Arrried WagE ALCOUN -3&@*
Accrued Expense Aocoent 31-'@:1-

EIN Group Allocstion Accounty

D Ogen ) Add (T AddCopy (S Delete | [ Aapors +
ImporEcport  ~ [7] Memorime/Recal -~ 40 Meass Maintenance B Select Columns
Albsrabe Type Arcount

Defaults

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.

' chesssf’

Copy Photo to DataPlus Avatar {

Update All Missing DataPlus Avatars

Add Employees to Solana h-hrpa"“"

J

3. Select OK to close the confirmation box.
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Bl FroviderPro

Add Employees to Solana MyPay

Upload completsd Successiully

o

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.

= & i
1 Schedule = & Mass Maintenance Processzes =

|
i Copy Photo to DataPlus Avatar

Update All Missing DataPlus Avatars

Add Employees to Solana MyPay /

I Create new Soclana MyPay Employee Key
I

1=

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
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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. Select the Solana MyPay tab.

Bgmnicy Katy A n CEaF oS alae

Emgricres Ky REWTGTIEIG

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.

s - .
i| Schedule - 4 Mass Maintenance Processes =
I ; " PR

Copy Photo to DataPlus Avatar

Update All Missing DataPlus Avatars

Add Employees to Selana 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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Enter “MyPay” in the Find box.

Irmployees Reparts

‘Which reparting task do you want to do?

Woik with Repen G eeps
Creahe, Mavage o 1un 8 groed o1 iEpts

|: Create u Hew Report -
= Create 3 new ragor iSing e1%er 3 new ML o B eesting ane

Salect an Existiig Raporm  Marage or run 3 report rom the gnd below ick Mext to drange eyt Shers, shyle ard ofher setiings or Click Rum Report

Fird Wiy htmracands Ly dgency | My Bsporis | Favomes J " pmploypees Dndp
Cepy 1 ar Fawtrite =) Dubete Aedd Te Group
atn Dhbect
Sk MvPay Lether Py Stubs Ondy By pd ity Paaud  Previgs
Saolana MyPary Latter Pay Shube'W-2s Oty tmploem Pmyroll  Proars
Sobsng MyPay Letter Py Shub e W] W80 [ mpdor st Paanil  Preedes
Sk hiyPay Letter fad-s Onlp g oty Paml  Peeview

Createdl by Hlare

hew Eun Fapart Carges

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.

Select the appropriate letter and click Next.

‘Which reporting task do you want to do?

Wk with Regssnt Gr ooopes
Creie, marage of 8 Qroen od sepdis

|: [reste uew Report )
“‘ Coegie § new reparn wing efifer 3 nsw UL O Y Easing one

Salect an Existing Rapom  Marage or Tun a report from the gnd below. Dick Mest o change layour, Shers, shie ard other seftings or Click Rum Report

Fird My Sinrsards | Myagency | My Rapons | bavomes g - impleat ndy
Cepy i | ar Favirite =) Dubete Aeddl Te Group i
Sk MvPay Lether Py Stubs Ondy By pd ity Paaud  Previgs
Sakana My Py Lether [Fay Stub-23 Only Empion Paroll  Prwvies
Solana MyPay Lether Fay Shuhp/W. ] 2 W5 5.05 [ mplor s Fatoll  Prevdew
Siiaa MyPay Lettey '-35 Ol Emplopetl  Parodl  Peedew

Creabed ty Soinra

N

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

et Bun fapart Chres

e Activeis True

e 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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bomp Ta  (Linpisal I for b Tms Dwlever
Lot che filters. 1o select the records that should appear In your fnal repont

Harpemr b ¢ Sapbwegent it
Seiect B et o e ey
o drajur K e ey 1a
Empice Al Full My Cartsra

AN it e P Dot Cimantns T or Fgusnll T4

A~ | i et Loy | ot 1

e
Wt o Toisi .

O+ [7Lost Paymeet Cote Cirmater Thar o= Eqund Tr noaxs
i F e

b il | _pien

Eil.l'l-;rnur,

Zacn tt fom d awn Laren

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.

e To  Layout  Shie | Mkers . Sorl  Tiles  Dedwery

St the filters to sslect the recerds that should appear in your final report

Aaport ! Sulwepord Fidnry
Sabect tha report or iCexhe Equnls
subreport o set Bl do
trrgia e dnd - Full Nama Containg L {
AN oyt HenFabira Date Grasiee Thas orEqual T« +| | 120M20TS :

daded Pl ] oo Fapld Faliae

fwk tpar Ean Report Canoei

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. Select the + next to Split Report Property.
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" Payrcll Rmporty - o E
JanpTe  Layow  Side  Filers  Sai Tiles | Dby
Select the delivery method and enter any related information needed
= fprwas] + | Spin Bepon Propeity
1 Send bo Printer
1 S o Forksast
™ Send Email

Select Code.

" Payroll Reports = o *
Jumpta  Lmoul  Skde  Filen  Sart Tiled | Dwlewry

Select the delivery method and enter any related Information needed

= — | spat Repart Fropesty
it COBRA, Caalying Evert
1 Send to Prister ODBRA RESporse

™ Save b Poker m-w

r
S Competency Add O ket
- Coamiry
F County
S Drly PR Dote

DetaPiue Seabar Flename
DataPiie Card ID
(DataPius Emadi Address Type

Select Send Email.

! Payecl Azpash - u] 4

wmpTe lmout  Shis  Nhen S THm | Deinery
Select the delivery method and enter any related information needed

— | Spd & Fapeari Properdy
CIOBR., Quni Fying Evart -
v b Priveer OBRL Resporme

e o Fakied O8R Aesiree Dite EI
& S Eregi

" Pravviess

Compatnagy A On i

Coumtry

Coumty

LFF Cuts

DulaPus dvalir Fibearrsn

DataPus Card 1D

Dutykus Emal Sgosss Troe -

Fis Trme kcrpht FOF | A T
Erdur Addw o

Empd T

Essail e

Erai Body

| o '_L:\-Hm!-n-—ln
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d. Select the Email Address list and select which email address (1, 2 or 3) to send it to or
of a specified type.

Address Type

File Type Acrobat POF

Enter Address

Erter Address
Send to Email Addneis 1 in Employses

Send to Email Addness 2 in Employess

Send to Email Addneis 3 in Employeed

Send to Email of Type:
et

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.

% Payecll Azposta - o *

ampTe lmout  Shis Al 5o The

Select the delivery method and enter any related information reeded

- | el Bapart Prepary

R CIBF.A, sl Fring Laant
0" et 1 Printer COBRA B Esptrne
" e o Fakder {8Rs e
& fered Erepi Cote]
£ {omgetency Agd On st
¥ Coemtry
. ¥ Coamty
R PR Cutn
DataPus dvalnt Fbeara
DataPus Card 1D
DataPus Emal asoess Troe
Fis Trne icroig POF - ddigiees Tipe
Sargd in Emwd o Typae / =
Frgi ddgresx Ty L .1-
Imai fubect Fegrilet 1o Sodafsd My Ry
Eragil Bomy
e e attachad oo numesn Tor i Soleng Ry Pay scrount iegiitratian il prasen |
B \Lv-l':w" o
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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

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.

Preferences FEIN

If Tax Reporting
Group Use Global
FEIN = false:

Employee EIN
Group FEIN

Use
Separate EIN Global
. Not Groups/ SRS N FEIN/ e
Form Field Applicable One EIN Group Ageregate Groups/ Global Global
PPl EEres Each EIN Record 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 SUTATax |[Tax/EIN Group ID NA Tax/EIN Group ID [NA NA
ID Number |Number Number
SUTA: TaxRate |SUTATax |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
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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 Tax ID
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
ResuLTs: You will see the Payroll Tax Reporting Group form in a new window tab.

&i Reparting Growp M

(By Bayre

Payroll Growp Tax Reporiing Type
EM Group Tax Reporting Type
ER Grodip

Tax Farm Type

Paymall Groups

‘.U LUpen

s (Erfry

Duary Ser

Eegular [Entry

S2alf Posted

3 Add | W Filters [7] 4 Reports =
Avilaile

Contractors (Mo Actee Pay Period

Exétul v Mo At Pay Periad

Combined Payro® Groups -

Hot Applicable

Form W-2 -
Lkse Ghobal PEIN
Lise GRabal SEIN
Lise Global Company Mame

o Artive

Felected

Remove

Add Al

Remaove Al

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 (

modify it.

+) and press Enter to view or

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:

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

e 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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e 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
Type

If your agency has licensed the multiple EIN licensed feature set, select an
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 E-'uuu}l
Payrall Groups

Aailakle
\ Description
Conbractons [No Actees Pay Period)

Dy Services [Entry)

Executive (o Active Pay Pericd)
Regular (Mg Active Pay Period
L3aff (Posted)

5. Click ki Save when finished.

| % Open (G Add | W Filters [T “:R.E‘pﬂl'ti'i

/ Salacted
[

| Remowe
| Addaa

| Femaye &l
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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.

(D Empioyee Wols x
Jetnrgs
Tan Reporting Geoup Bgua ' +H
Her
o pigyeE Equas +
Aed - Seprict True
Add Rt

A Frter Groisn

r_:':l FiRers Sammany

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

Gather t -

Send Counts To Solana

Send Files To Solana
Create Files To Send To Selana 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.

|3_3|;.v deiPra 7 b4

=
'f‘f) Enter the Gather settings

4 Gather Payrall Data /

Yiear 2020

First Employee ] i3 e
\LaitET-l:l’:'.-:.'E!' oy +

Tax Reporting Group l ol R

Only Pull Gross Wages (for consumer 1099

Gather Hon-Payroll Data
Mo City Tax wipn| (3] e
Admin Cost Cernber g ;, "'i'

« Remove Priar Data
Lk Lancel

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 ls 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 b4

Which reporting task do you want to do?

Work mhh Repart Groups
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Select an Existing Repor  Manage or run a report fom e grid below, Clids Mest 1o change lyowt, Skers, siyle ard other semaings or Clhck Run Report
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= - - s —
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|l:1\l1li|:l_'r55-|-ula Rl Fana CRLK Ersa hant i DS g SERE i
et R Regsart Caxel |

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

Click the Delivery tab on the Jump To bar.

b Employes W-2u Faports - a A

jemp Te LSRR PrOEeATIS 9”:# faes ., SoA o Times D-ei-e-:.-'f

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

Fapart | Subreport R
el et regan o Tad Reponing Groap Ezeain v [zar +
Bsbrapori o vat § e b

[ S S | |
Aokl L Cemtom Feld Filer

i Pl Group

e e A B I e . ol A

Click the Binoculars icon next to the File Name.

% Employss W-2: Raports - o %
fmpTe ol Fropemes S FEers  So o Thes | Deeey

Select the delivery methed and emer any related information nesdsd

= &

o | Seix Repai Propey

™ Sand 4z Frinter Fle Ty e Leagrn Bogames

¥ Sr o Foidar Pia Blarra Coiliary ahariys! Cexite @ SPIVLER ')If
™ Sardl Email

Zaen Orkv

e P I R R e i e g

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.

% Ernplayss -2t Raporr - o k|

Jampto loyoed  Poperien Syl BHes  SeA Tl | Deiery
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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 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.

Go to Employee Management > Payroll > Tax Forms > Employee
W-2s.

STEP RESULTS: You'll see the Employee W-2s transaction grid.

Change the Tax Reporting Group filter to the correct one.

[ Empiloyes W-2s x
Setnrgs
Tan Repowiing Geoup Eepaiit of | gy +F
FHen
Empioyes Equas +
ded - aeprint Trus

Add Fet

i Pt Geman

r‘-‘::l FiRei Sammany

B o s ot o B WP WP P S

From the Processes toolbar menu, select Gather.
- Processes ~ —
Gathert

Send Counts To Solana

Send Files To Solana
Create Files To Send Te Sclana Manually

Create Files For Yearli

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

-42 -


https://pe.usps.com/text/pub28/welcome.htm
https://www.address-validator.net/

Verifying Addresses
Submitting the SSA Electronic Submission Information Form

4. Make sure the Year and Tax Reporting Group are correct.

[&| PrevadedPre ? x

B
Li'l" Enter the Gather settings

4 Gather Payrall Data /

Year 2020

first Employee ] (3] e
\La:tE'r-p':-yee oy +

Tax Reporting Group l ol R

Only Pull Gross Wages (for consumer 1099

Gather Hon-Payroll Data
Mo City Tax wipn| (3] e
Admin Cost Cernber g ;, ..q.

« Remove Priar Data
(o 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 ls 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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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.

% Imployee W-2t Regorts \‘ o o
lenpTo  Lapad  Pespeile i hEe | Sa Tine ey
Set the filters to select the is that should appear in your final repart
[ — Sotimm /
Ealuct tha razo o e Anpmbrg G Enuak * | Pyl Man +
sabiepon o sel Fhss b
Ervaboyee 'w.ds Fa
[ [Employes Ezcaly . + "
bnd v| [ Fapend Triss - F
Ak Fllms ekl oo, el F il
A Pl G

11. Click the Binoculars icon next to the File Name.
" [mployes W-2r Raparis o g
lgmpTg Lipoul iopertes  Smie  Ben el Tle . Ddnny

Zelect the delivery method and enter any relxted information nesded

~r - ll:SﬂH depo Fynaeity

7 Gaval o Prines L Tarek Do '{
& Sawn ba Faider Fie Hama Coilleara haslyr Dnkba padd s werdcatiznlln.ore =]

T Send Tl

Smenlnly

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.

" Imployes W-2y Begoris

lenpTo Lapnd  Properis by ik Yart Titlm | Cwinery

Select the delivery method and enter any related information nesded

iISpil Hepiat btp ety

Fr et
" Sral b Peinter Fie Type Test Documenk
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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. OpenaTax.
3. Verify the following information:
e The correct tax 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.

e IfitisaState tax, the two-character postal abbreviation is in the Code box.

Bra x
Gﬁt OH ) Descriptian OH STATE W.H
GL Aot t s I\.é:l I.-"f + 7| Acthve
Tax Catagody Sate Withalding ¥ City Tam Location Wiosk v
State Abbreviation oH - Courfty Tax Location Wok i
Redidert Tax Percent L0000 Ctther Taw Locatian Work ¥
Mlinimum Tax Percent QL0000 School Tax Location Wark -

Identification Humber 5161440110 Exempion Amourt L0050

Additional Wage
Thrgsha bl

50,00

W-2 Type kone -

-2 Code Additioral Percentage 1l e en]

Remitiance Frequency | Payroll Period
Withhosding Agery T + ka3 [ B

Wages Celling $0.00

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.

If you 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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Verify the identification number is correct.

R e
[ @) Accept (G Accept & Add (@ Accept i Open Next [ Repons - |
i Impart/Export -/ [1]  Comments riza/he * g Mass Mai
S CoaE
Resigert 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 aDeduction Type.

3. Verify the W-2 information is set up correctly:

.{E}.k_'l:lll"-l-T.ll- =
Description Medical Insurance 7 Brtive
IMain
Category Health Section 125 Cafeteria u
GL Account t - L_"'"“_.-j’g'l & |']IL:
Remittance Frequency  Monthly -
Withholding Agency BCBS - s Blue :';lgl“} H}'::

MNone

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

-

(_Tj. Breakout Type®

DS Accept |Gy Accept & Add P Accept & Open Next |5 Reports =

Import/Export - :'] Cormrments Mermaorze/Recall o !"'-, Mazs Maintenance

Coda MEDDL ¥ Artive
Description Medical Employes Override Deduction Suppression
Caboulation Type Amount

w
Health Coverage Reportab |EK

Deduction Type Breakout Premium Amounts

: % Open (3) Add ) AddCopy () Defete

¥ Health Coverage Reportable

4 Beports -

Import/Export = [7] Memorize/Recall =/ 4 Mass Maintenance [BR Select Columns

Effectree Morth Effective Year

Monthly Premium Amount

[y

2015 572200

e

=] ]

If the Health Care Reportable check box is selected, open the Deduction Type Breakout

Premium Amount and verify the values are correct.
{5 Premium Amount l SRRCIN X

(@ Accept (@ Accept8 Add (@ Accept & Open Next

a4 Reports -

Import/Export - [] Comments Memorize/Recall  ~ 4 Mass Maintenance
Effective Manth 12
Effective Year 2019 :
Monthly Premium Amount 5722.00

L

Click @ Accept to close the Premium Amount.

Click & Accept to close the Deduction Type Breakout.

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.

Iﬂr-.:-: Payroll Benefit Type X

Description Vision
W Arthve

Hon-Payroll Berefit Type Breakouts
[ % Open () Add @) AddCopy (@) Delete |3 Repoets +

ImportfExpart - [ Memorize/ Recal &b Mass Maintenance [ Select Columns Defaults
C.--.=r Descriph Health Coverage Repadtable
I '-"ISF-*M — 'u'l! dlthn'n‘ — _-J'-"“"“-
-.-]55",.@._5 l.-,;.m-.-:..-‘:,u -

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.

[} Nen-Payrall Benefit Type Breakout® I‘Lﬁlﬁ1
) dccept (G Accept & Add (39 dccept B Open Mext 4 Reports =
ImportExport. = [  Comments Menorize/Recall = g Mass Manbenance
Cods VISSEMGLE
Dlescription Wisien Single
--‘ Heaih Coverage Reportable

Mo Fagro|| Bereft Type Bresiou! Premm Amounis
% Open (3 add ) AddCopy (S) Delete | Reports =
bnpo/Expont = [71 Memcrize/Fecall = g Mass Maintenance B Select Colurng Chafailts

omth Effective Fear Febontindy Presn i Annount

1 2019 §1545

| RPN, WS

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 x%?:'Accept to close the Non-Payroll Benefit Type Breakout.
Click k- 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. \_/erify the W-2 information below.

@ Wage Type X

Main |

Code

Description

Type

Hours Type

Farmula

Relocation Assistance

V| Active

Amount -
Mon-worked Hours hd

Exclude From Overtime Calculation

Annualize Withholding

W-2 Type
W-2 Code

Box 12 Generic X
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 k1 save.
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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. Openan Account.

3. Verify the W-2 information below.

o account X

ACLOURE Mum e

18765 0-00

Agcount Drigin

Descrgtion
Mise Hon Resmbursable

General Legger Afoaurt -

Apcount Type Exparss -
F/L Eollup
Report Detaill Type Detail
Sutraccount Categony "3"‘“:}: E "u-
Subaccount Filter ER I o
'W-2 Informaticn
W-2 Type Mare W-2 Code

o | AcEive

In this field:

Enter or select:

W-2 Type

e None
e Box 12 Generic

e Box 14 Generic

tax accountant or the IRS.

Note: If you are unsure of which W-2 type to select, consult with your

W-2 Code

selected.

The one- to two-character W-2 code associated with the W-2 type

4. Click k4 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.

Todo so:

TASK:
1. Goto Employee Management > Employees.

2. Openan Employee.
3. Onthe Main tab, verify the employee’s Social Security Number.

ihf'lﬂk.l,rﬂ x

Coade First Mame Middle Hame Last Mame By
fucien] L] Robert dams Ir ¥ Ay
Mtain J
Phato A =] — | Personsl Indormatian
Mickraims Date OF Birth 02081970 -
Maiden Hame Date Of Death -
Se Wals = age e
(ssﬂ 345675901 )
Marttal Stehes Sngle -

j Employmment Indormation

jH’mndeer Int=gration

Lise Position Coniral
Exclidie From Emploges Regussments

Hire Date DLOL2009 = ¥ears Employed 534
¥ Use In Billing/Day Senices
Waork Slatus Full-Teme - Fudl-Tim= Equrvalency 100
Billing Flacercider Emplo; S
i P B o Cirectar '- Drirect }E@LE:H
Prevvicer 10 1 o i e
Mrnager 4 E Iarager r-"!@. l-_"zﬁ
Provices 1D 2 — -
o 3 R
B e
Defailt Toat Carter : Fanli [ 9
user eI 3
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4. Onthe Contact tab, verify the employee’s address.

M employes X

Code Eirst Mame Middie Hame Last Mame Sufftx
e e Kevin Rober Adams [ o Active
..... o HE T il n Proesisieg G oruments | Nivies | Dt
1 tact =raing | 8 rimreg | Educwtion | Esstustiors . Daciptme | Teminstion prd fskireini i
Adgress
Agoesz 1 155 Ok s, Address 7
City Wauseon State oH » DpCode 43567 Courdry | Us2 - United *i@i.}-‘lm
Phsied Musbed

Phame 1 A1 IATBEBIE__ | HOME -Hame xRS ol
Prore 1 AR e d@&l
Phane 1 Lot s T H@"H

Email Agdressss
et saronpmiddsehutionsom 55 | |1 1 P
e ST
emall 3 &G
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5. Onthe Benefits tab, make sure you have any non-payroll benefits setup for the employee.

employes X

Code First Mame Middle Hamie Last Hame Suffin
Lo el Kevin Robert hdams I + Adiw
Beneliis
Benefts Type T E@ E }-:_ Benefits Eligibility -

Employes Daduchions
| % Open (D) Add @ Add Copy (S Delete |5 Repons =
| Impor/Epot - [id Memorize/Recall = g Masy Mamtenance B Select Columm: Delaults

Ereskout Current Start Ltop Artrem | UICA o
b SOIKPERCENT 431k Percect 20000 ¥ i
DENDA-Dental Emplopee/Spoase 370000 ' o 1
UFE3-Life Emplopee Spoums 120000 ¥ 3
LTO-Long Term Disability Employes E5000 7
WEDO3-Medicsl Employeeipowse IRE00D . o
STD-5kart Tarm Disability Emalopee 15.0000 o it

Employee Noen-Payall Benelits
{3k Open (3 Add (& AddCopy (S Delete | Repors =

ImportBeport. - :_ Memorize/Recall = g, Mass Msintenance B Select Columns Defaults

tean-Faymoll Benefit Sreakout start Date $op Date
¥ Wissor Family 120

6. 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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7.

| By Empicee 2
Code First Hame Micdle Kame Last Mame St
Q0001 Kiwin Robert Adams I ¥ Active
G L5 1y E At
Wsigdl Weskly Seheduled H Pt er e | a Pracessing
[P ary | 1 bl - Py b THles| Tises  Bene Remittance| PTO | Wage Defsuit 1 a
Phato |'¢|&|HI@| ;Ihmhi:nmmn
Hicknama Dabe O Birth 020857 -
Maigen Mame Date Of Deathn -
e Kale - Age 4454
SO 345-67-8801
Marital Status Sirgls -
= | Empiayment e mation
= | ProvaderPec inegration
Us= Pasition Control
Exclude From Empl Fag s
i Hire Diate DLTL008 Wears Emgloyed 574
o — "
il e Wark Status Full-Tims: *  Full-Time Equivalency 1060
Bairg Placehalder Employes
Dirschar MEDDIR - Maddical Direclar EIEE
Provviger =
o S e
o2 -
Cwm sizi s oC Dued G SO
Drefault Cost Center | 59 - Adwnir i =]
O

If you made any changes to the employee, click k4 save.
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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:

TAsSK:
1.

2.
3.

Go to Employee Management > Employees.
Open an Employee who has non-payroll compensation.
Click the Non-Payroll Compensation tab.

STEP RESULTS: You will see:

Tiempioyes X

Code Farit Marme Mdigdle Nama Lt Mare Suffin

D000 KEwin Robert Adams M | Adlive

Hon-Fayroll Compereati :/

Non-Payroil Comperestion
% Open -_é::- Add () Add Copy @ Add Recuming i Feports = R Select Cobumns Fiters
Defmulis
ployes Cete e Equivatert Howors

T e s e
F | DODOOT-Aswms K B30 WL 4000

i e T e "W-MMW'Kﬁ

Click © Add.
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STEP RESULTS: You'll see the Non-Payroll Compensation dialog box.

™

(B} Non-Payrall Compensation Entry = | |
. i Seve | Save & Add | Sawve&iClose |3 Reporis -
Import/Export = (3 | [E] Comments Memorize/Recall = [F5 Schedule =| 4 MassMaintenance

Employes | t '3"!"-"}];{_;"7}

Date -

Type Auto -

Taxable Wages £0.00

Federal Withhokding 50.00

Social Security Withholding 5000

Medicare Withhalding 5000

State Withholding §0000

State Tax ..1.5“}3.%

Equivalent Hours 000

Remittance Processed

e A

Enter or select the information below as needed and click k4 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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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
Processed

This field is automatically selected for you after you run the Non-
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. Goto Employee Management > Non-Payroll Compensation > Non-Payroll
Compensation Entries.

2. Setthe Datefilter to the correct date range.
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m-'»nu-P.\,ncu::w.mm:nm:érmrs E
Filis
Empicyer Eauiai . e
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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.
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STEP RESULTS: The report will open in a print preview window.
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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

It is 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.

2.
3.

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

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).

Tar Sarmmany

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

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

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.

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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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. Printthe 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

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

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

'_EEI' pioyiee WS M
Settings
Tan Reporting Geoup =TT . M
FHem
Empiayes Equais +
ded - apprint True

Ar Frter Gepun

[?l:m.:. Sarmmary

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

Gather t -

Send Counts Te Sclana

Send Files To Solana
Create Files To Send Te Sclana Manually

Create Files For Yearli
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STEP RESULTS: You will be prompted to enter the gather settings.

‘G_SILV deiPra ¥ b4

@) Enter the Gather settings

4 Gather Payrall Data /

Year 2020

First Employee | i3 e
\Lﬂ!tf'ﬂp’rﬂ;ee | (3] e
Tax Reporting Group ol R

Cinly Pull Gross Wages (for consumer 10955

Gather Hon-Payroll Data
Mo City Tax 3 (3 "i-
Admin Cost Carter up| (3]

« Remove Priar Data

Ok 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 not a
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 youwant 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.

e If youwant 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.

5. Click Ok.

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

6. _CIick@Add on the toolbar or select an entry from the grid and clicki™ Open to modify it or
© Delete to remove it.

STEP RESULTS: If you clicked © Add or ﬁ}.’Open, the Employee W-2s window opens.
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7. 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
Woages 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
Woages (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.Line 1,2 and 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 (to remove it).

STEP RESULTS: If you clicked Add or Open, you will see:
@ Miscellaneous W-2 — O >

i (@) Accept (@) Accept & Add (@ Accept & Open Next [ Reports -

Import/Export - E Comments Memorize/Recall - &. Mass Maintenance
Code OH
I Mumber 5161440110
Tax OH - OH STATE W/H 2 (0| % =
Wages $8,173.00
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 number 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.

.ar"lll- e W-2i X "a-'-: b Wl

Tax Reporting Group up Q e .._}. o = -

Sm ks -'-]-.:__}__. * =l||=l Rl
EIN Group "1".~ﬂ ':u,:;..
Emplarer B G0, g [
Empacper Hamss Solana r
Empicipte Proes ANG) 3351280 0ot 3_
Empdlcper Address 1 ¥ZZ 5. Fulon 5t
Empécper Adidress 2 Suibe 223
Empacrper City ‘Wauszon
Employer State oH
Emplsper D 43547
Empdoper Mafing Agdress 1 122 5. Fulton 5t

Emphopir Mading Addness 2 Suite 281
Empacper Meding Address 5 Wausam OH 4357

Empacper Mading Acdness 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 We2s X | [TjEmoloyee Wz =

Tax Rapeiting Graup

Employes

Erployee TIN
Employee First Name
Eramloyes Maddie fame
Employes Last Mame
Eplayes Suflx
Employee Sddress 1

Erealayie Addrid 1

Employee CRy Hamler

Emglayee State oH

Erployes Jp ET5I9

Emplayse Mailing Addeess 1 6411 Countty Reaa &
Employes Mailing Adgress 2 Mamier OH 67523
Employee Mailing Address 3 |

Emplayes Mailing Address 4

e vear e
CORE e

-

123456709

lang
Heidel

411 County Read &

13. Enter the followin

g 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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Employee Suffix The employee's suffix, such as Jr., lll, 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 employee, 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

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

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

STEP REsULTS: The Report Wizard will open in a pop-up window.

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

Emmor Message

Software Version 40000CT
Ay Littheson S5 is missing
dane Hedd S5H is missing
Camaron Cunn SE5H iz mizsing
Jemes L Franono EEH iz mizzng
John G, Gooded SEH i3 mizsng
Huld_ Albright Acdness | is mesng
HilJ Albright Cily i§ Miggng
HalJ Albrigit Tip Codeis masng
HulJ. Albright S5H is missing
Lone Kaye J nmeson SEH is missing

It will show the following errors if they exist:

Special Characters in First, Middle or Last Name (except dashes)
Missing Address 1

Missing City

Missing State

Missing Zip Code

Missing Social Security Number

Duplicate Social Security Number

Ohio School District Code Greater Than Four Characters
Taxable Compensation Equal to or Less Than Zero

Tax Withheld Amounts That Are Negative

Local Wages That Are Negative

Commas or Quotation Marks

Missing Agency Phone Number

State Taxes Without an ID

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

18. Clickthe Xin the upper right corner to close the print preview.
19. Click Finish to exit the Report Wizard.
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Note: It is 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.

(D Empioyee Wols
Setnrgs
Tan Reporiing Geoup Eeuiti ¥ M
FHen
Empuayee Enuais +
hod - apprint Trus
Add Filie

Ard Fiter Groan

f_;:l-:rsm Surtumary

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?
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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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My Campany
Puayrell W2 Fisdinl Summary

Printing W-2 Reports
Cities and Counties

Click the X to exit the print preview window.
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 RESULTS: You'll see the Employee W-2s transaction grid.

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

(0 Empioyee Wols
Setorgs
Tax Reporting Geoup Eepanis e +H
FHem
Tp g Efjuas +
e sepint Trus
A Free

Ard Firter Groun

[?':lr-m Summary

Tax B2porting Grouw Cl Emplopes Fediersl Wages | Federsl Withholding EIC Withhalging Social Seam ity Wages, Soaal Ssorty withhalding &

4. Go tothe Process toolbar menu and select Send Files To Sandata.

re—

Gather
Send Counts Te Sclana
Send Files T Sclana (

Create Files To Send To Selana Manually

Create Files For Yearli

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

E PrenviderPre ¥ X
Ff‘; Enter the Send Files To Solana settings /
Tax Reporting Groug 5t ] o) (D] ] e

g e
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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 “W-2 Electronic Submission
Information” and “W-2 Authorization” forms.

8. Send an email message to Endofyear@sandata.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.

9. Our processor will send you an email to access their secure portal. Please look for this email
to be received prior to January 10t

10. 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@sandata.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.

Todo so:

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.

TiEmpioyes Wols
Setings
Tan Repowiing Geoup E . M
Ftheny
Empioyes Eqjusis +
hed  +| jReprint e

L ) ik Sornmany
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3. Gotothe Process toolbar menu and select Create Files To Send To Sandata Manually.
- Processes

Gather

Send Counts Te Sclana
Send Files Te Solana
Create Files To Send To Soclana Manually

Create Files For Yearli

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

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

:l:': PreniderPra ? x

E}" Enter the Create Files To Send To Solana Manually settings

LAredio

Tax Reporting Group f 3| (i * ..q.

Lk | Lancel

6. Select the folder where you want to save the file and click OK.
Browse For Folder >

,5-’3 Dropbox ﬂ
& OneDrive
& Sharlyn Dimick
[ This PC
4 Libraries
oF Metwork
[EE] Control Panel
& Recycle Bin
W-2s "

Make Mew Folder Cancel
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7.

10.

11.

12.

13.

Click OK to create the files.

.‘I,',,_ PronaderPre 7 b4
If) Enter the Create Files To Send To Solana Manually settings

Directany k= UsersisharynDesktog .

Tax Reporting Groug ke I ] ® '-I-

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

Ok Cancel

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.

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 “W-2 Electronic Submission
Information” and “W-2 Authorization” forms.

Send an email message to Endofyear@sandata.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.

Our processor will send you an email to access their secure portal. Please look for this email
to be received prior to January 10t

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@solanapro.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 9401, 940, SUTA or FUTA for you. 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 from you.

To access the secure FTP site:

TASK:
1. Gotothe 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.
Once you are logged in you will click on User (top menu).
You will then Click on EZ-File.

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

A I
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Important: Your username and password will be received directly from our processor via
email. Please review your Spam or junk folder if you have not received it by January 10th,

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

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
EsCripdion
Hame
Federal EIN
o At
AConiants

* Open @) Add P Filers [T Reports = _

Zvallabde Selected

2+ 2010000 hecourts Peable [T Bemave |
2-20100-00 Arcounts Fayabds
3-201.00-00 ALcaiunts Fapabde

- 2000000 Arcounts Payabie

Summarize By EIN Group

2. Click @ Add to create a new tax reporting group or enter an existing code or descriptionin
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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4. 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.

Actounis

¥ Open &) Add W Fiters ] § Reports - i
\ Lovailabis / Lalmcted

1-30100-00 Aocourks Fayabée I Remnore |

2- 2000000 Ascaunls Payable
A &
12010000 Accounts Payabls
43000000 Accounts Payab
20100-00 coounts Payabhe Remowe A1l

5. When finished, click k4 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.
Arcounts Payuble Reparta - u] *
i ‘Which reparing sk do you want 1o da 7
Haorh with Beport G
h" | Create 'r'.-p::.l 'IT groiag- of reparts
Cremie & Row Report
Spdect an Exi i SAaR3Ge OF fun @ Peport Tnom the gricl Beakoay, Clck Pl 1o charge lapot, Mtees, ityle and other Seings of Click Aun Reporn

Fnd 1084 Sisedmza | My Agency Pely Asporis | Faraciram, Arcounm fsyabie Oy

AF dergiar 109 Counis warador 1095 Counts

AF wencar 1099 Lsng NerRier 10
AP ergiar 1099 Summary Fegosd Wersior 1099 5

Cranted by So b

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

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

Create & Mem Bepant
CIRNIE 3 P ra DT, L) HTWT B ol D/DAE OF DR Tineg nee

Solact an Existng Fopol  Atanage or rom p report rom She gnd belom Click Mexs fo changs byows, ke, shis and céher sefinge: or Click Fun Bepord

Find 1059 | swmdwts | gdpecy | MgRepors | Feeoatss || Accownts Paysie Doty |
“ Copy. [ Resame o Fovorke 5 Ddeie  SddToGoup = 5 Pamisins
Kame ' paie o i Lreitry Changesd e Plwver
ﬂ AF Vardar 1099 Caunty ‘Warciar 1099 Cownis Amounda Payuble  Previes
(," AF ‘¥andar 10699 Enon ‘¥arciar 1R Enon Axounts Peyable  Previes
w AR tardar 1094 Living \ianciar 10 Lisking Azzunta Payuble Previes

i i

cnﬂu;mm |
2 = .

[ A ||t |

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

| wrpTa Lijos  Sife Faimn 5ot THer  Dekemy

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

Select the report or Ao Pearver, - 118 - 121808 =
subragxet i aal. Rters b
[ 2P Corvyed bexound iy . =7,
P s Cusion P Fbar
Akd Fier Goowp

e [ | o |

STEP RESULTS: 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 <ffgm.
i

A Gews -HEdBe@ OO »n OOS® s

"~ f“l“f“«m,.\,l..'r}
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6. Click the Xin 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.

‘fhich reporting task do you want to do?

W with: B poi Grougs
Cranis, mansgs arrun 8 group ol meards

Croain o Maw Rapart
Cramtn m rw report L ng a BT § e oot or anesiting ore

Sedect an Existing Arpost  Manage or rum a repon from e grid belom Qide Meot oo changa layow, Shars, siyks and ofer semings or Clide Run Raport

Find  wandor i Saanderde | M_’.ﬁpq';[ Wy faporn | Fasonim JLthfm&- |
Copy [ Fenams Fovcrta o3 Oeeie AddTeGous - 0 Pemincr
Kamae Data Chjact Heduie Duliwry Changsd On Liawr P
.rj
i AFYengar Disritations Wenar CNET D ONS Arcrasvs Pabie Prsiss
& AR vergar Trarsacions Foom Semmarny eraiar Trsa i s At Pyl Prsviss
B aFensar Trrsaions [neakes 1nd Fapments “wengar TrResaOi oG ALC0UnTs Payable  Previss
B APyensar Tawsamos [ ses Doy wengar Tresa o Bpcmants PRADE Prtviss
B AFYenoor Tresamioms Paments Ony wengor Trnsa s Apcrats Payable Pravies
B aFvergor Detaien WS DU PRabe Previte

i = |
| Crauted by Solens

[ vt || mmnec || oo |

3. Select AP Vendor Addresses in the existing reports grid and click Run Report.
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‘Which reporting task do you want to do?

W it R ot Grongs
Cranta, mansgs armun 8 groug ol mears

Crowte u Ham Bapart
Cramin  rarw report i ng afher 1 new ot or anedting ore

Find sendor Wl—rﬂﬁhﬁb—l—hﬂ-ﬂ |mm-|

Sedect an Existing Aeport  Manage or rr s rapon fom $ gid bdom Qi Meot 1o changa layow, fhars, sk and ofer semings or Clide Aun Raport

E |hlnl ' | Duts Cljet Hedule Dalmry Changasd On

i AFYengor Disition WD T DS DU AT Paable Previse
B APYengar Tresamions Fom SEmmany Wengar Tresari o Apas PRabe Previss
B AP Yenoor Trrsaoions [neakes 1r0 FEpTess wengar TR0 Apcpunts Paable Previts
3 APvensar Trersacions Irvakes Cnlye wengar TReGG Apcrunts Paabie  Previts
i Fyengor Trasamions Pemenis Ony W0 TResaiG ALcras Paable Previss
B AFYergors Deinded eng s Apcpaunds Pavable  Proviss
i

Crunied by Salana

[ ] s

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

by going to the Export menu.

mn @Ese s e

My Company
AL Pm“ﬂ
Addresses
Wendar Addnzs City e FpCode
ABC Supphe B Gk Bax TR Cefipnce L8 S D0
AEC Wwehoise 1631 Adagiied 51 Miz=sieon oH 4337
Arraf Cusl iy Carp el Clasemg P Bem 821 mbanod o AWEIW
Bwirds Ho ms Seculy 201 Telles 52 Eirmaine P 1E250- TaET
Bk gyt Communi callone in 1226 Hune Rdl Fasions iL 032
Gl gy Mart sing 181 KD Bdan (=4 AN
Carl oo Wiy Bt Cala s que Bkal Harbar Ve oH 4337
Garpl Gleanng ol Herham Or B0 Box 708 Glovevse oH  ameT
Gty Ll 4025 FregiumLn. Pefisvile OH 435ET-000
County Makyss Seraca MG Jeata Ln Ceovila Ly HIEE- 1058
Casiom Clesnas FETD Ok Lin Pl Janmengs oH 431
Famals Lawn S FEIRNunG Ry Pansr oM AMg
FCAS SE21 Condimedniem D Dlm oH 4012
FH. TRETL000

| Faderal Express BX3E Varius Ln
FuionCo Cabie Sysiem TR Feugini Bivd 455800037

& S ET s g I*“W‘“ gt

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 that is 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:

TASK:
1. Click '@ Reports from the Accounts Payable menu or navigation pane to launch the Report
Wizard.
2. Enter"1099" in the Find box.

Arcount Payuble Repors - m] *

|
‘Which reparting ek do you wang ta da?

i Wi sk Bepert Groups
Create MaTAgE ar nan b grong of reperts

i oo s Row Report
B e e i e e e

[

Sedactan Ellf!p-ort banage o fun @ report from the grid bsibeey. Chck Maant 1o charge ot fiters, itgie sl other Setings or Clak Run Rapoit

Fnd 1084 Saedwza | My Agency Pely Aaporis | Farvzimam Accouanm f wyakie Oy

Crawied by S b

3. Select AP FSE 1099 Review Report in the existing report grid and click Next.
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" Accounts Paysbie Reports - m] ®

‘Which reporting task do you want to do®

Wik with Repart Groupm
CPENIE BN E 0T N B I0ED Of repoms

Creane o Mew Re pant
Credtt b Aew nepoe® g efthet @ rew lipsul S0 B0 Gl ling ane

Smlect s Existing Report  Asanage or run 3 repeet from the gid below. Cick fest i changa layoul, Bhert, itle aed other cemings or Ok Rum Repert

Fid 1088 _|-_] Mpigency | MyReoms | Fwome | Acounis Fayssieey |
= Copy [0 Ferame ? o Delene  Add ToGroup = & Pembsions
Fimre Dats Ceypet & idus | Deinery | Chaaged ©
E-_ o - =
B &P vendor 1099 Coents eengar 19 Cauns A0 Fresios
B AP vervdos 1088 e wpagar 199 Eivait ot Previes
B AR venades 109 Liting wengor 1 Latng gt Pt
B AP verder 1099 Sommary Repest werekar 1 durmmrany Asitra.. Preves
Cresten by Soiaea
T memt || BesReson || corcss
4. Select the appropriate date range for your report and click Run Report.
¢ oounis Payable Reparis - u] x
vmpTo  Leyout Sty | Pilem| et THm  Delverny
St the filters ta select the records that should appear In yeur final repen
Ealact the reperior I Dl Batween - | OG0 - 1S
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F5I 1090 Fsview =
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STEP RESULTS: 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 <
(& 2

#egws -HEBES-DA v BODS® M

'-—A gy I fa.rr- S e \, "."-.h
6. Click the Xin the upper right corner to close the print preview.
7. Click Finish to exit the Report Wizard.
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Once you have reviewed the 1099 Summary Report and the Vendor Address Listing, make any
changes to the vendor as needed.

Todo so:

TASK:
1. GotoFinancial Management > Accounts Payable > Vendors.

2. Open avendor.

3. Correct the vendor’s address as needed.

W vendor x
Code Full Mame Sart Name
al City Lights City Lights o Adtive
Cartact Ins |
\ﬂs ]
Address 1 S5PE hamn 5t Address 2
City Anpanere State  OH - Iip Code 43567 Country ted rar.t@__& +

4. Click the General Info tab.

| ¥R vendor

Code Full Marme Sort Mame
cL City Lights s City Lights
Account Mumber Additional ID Number
Imvoice Defaults
Default Terms '*3" @J HH
Default AP Account E@@
Default GL Account 2 Q) HE)
Default GL Subaccount
hax-R-elated Info
Default 1099 Form None b Default 1099 Box |

Federal Tax ID

5. Correct the 1099 information as needed.
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6.

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.

If you made any changes, click k1 save.
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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 Setup anew 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 toFinancial 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 10985 X

Settings H
Tax Repoiing Group Ermass - Coatral Aozount +

Fitbers
[CJFaem Equsis =| | MISC 3099
And = [ :'.urmr Fouss - +
AMND  Reprint Tro
Add Fitter

Atid Filier Group

-
{"_,' Filters Summmary

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

Gather t -

Send Counts Te Sclana

Send Files To Solana
Create Files To Send Te 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.

5. 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.

-97 -



Gathering 1099s
Making Changes to the Vendor

6. Click OK.
_-"i.s:?l;.,-v desPra ? x
[
-,;') ! Enter the Gather settings
Year 5 :H
Begin Verdor | @4
End Vendor C K .

/ . Sl P e
\ o =

STEP ReEsULTS: 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.

W Vendor 1099 X
Sattings

Tax Reporting Group Tejals « | Control &ccourt -.i-

Tax Reporting Group

Filbers
[J¥arm Equals MISC 1099
And [Vendor Equsis : =4
AMD TREprin Trus
A Fiites

Aad Filler Group

'3 Filters Summary
Jend } 5% 3 [ Box 4 Box 5 |Box 6 B :
b | Control Accourt 1 ABCSURCABC Su Misc 000 000 000 000 000 000 000 000 000 DOD

Controd Account ABCWAR-ABCW | Misc 000 | 000 QDO| Q00 Q00| 000 000 000 Q00

e ="l ] ARNCLE-Arrett [ | Wise AL PO0- SN0 QORS00 Q00

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 to less than $600.00. Click Refresh and then delete the entries that appear in
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the grid.

Settings

Tax Reporting Grougp

Guals

Comtrod Account

Filters /
| Farm Equals kAISC 1099
Ang [Verdar Equials +
AND TReprnt Tree \
AND  riBax 1 \ Less Than - 60000 (=
AND ] Bom 19 Less Thar z
AND __Ba- 11 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 3 Vendor 1098 X

Taw Year 2020
Tax Reporting Geoup e (0 3
endar o G
&S Form MIEC 1088 -
Bax 1 1, 0030 Bax 2 DG Bax 3 (11 Ban 4 [+ e] Bax [+ ]
Bow & (1 5] Box 7 [ 5] Bow & [ 5] Box 3 [ 5] Baw 10 [ 5]
Baw 11 000 Baw 12 000 Bau 15 [ Bas 14 [
Trareaction Date 23/20m =
Regprint
Emiplaper inks
Employer EIN 3955039559
Emplayel Kams Control &coeunt 1
Emplayer Fhore &10) 3351180 st 3_|
Imployer Sddress 1 122 5. FuRon 5.
Employe Addr 2 Sutte 12
Employer City HauEREn
Employer Stabe oH -
Emplaye Tip A38T
Employes Mailing Address 1 | 122 & Fullan &2
Employer Mailing address 7 Suite 222
Emplayes Mailng Sddress § 'Wauseon O 43587
Employes Mailing Address 4 H1R335-1280
Enter the following information as needed.
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 3, box 4 = 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 soon.

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. On the 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

12.
13.

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:

Verdar Mailing Address 2
iendor Malling Address 3

Wendar kalling Address 4

="’
viendar TIN 36-1234567
verdar Hame ABC Supplies
viendar Addiness 1 P.D. Bax T2
Vendor Addiress 2 Suite 1101
viendar City Defiance
Vendar State I -
wendor Zip &0038-0001
Vendor Malling Address 1 |PO. Bax TE2
Suite 1101

u____/-\\_’_u_&_;\m.\_a . "__,—u_'/’“\hm_’_,ﬂ._--\k‘uf-r.n__. _.-.._ur.—_._n..---r-w-- \.\F’.-Hr--'\_n.-.i_’"'- ‘Jrf_ "L_._

Reprirt

Detiange IL 600350001

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

Click k# Save & Close on the toolbar.

Click L@ Reports on the toolbar to run the error-checking report.

STEP ReEsULTS: The Report Wizard will open in a pop-up window.
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14. 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.

" erdor 10955 Reports

‘Which reporting task do you want to do?

W it R ot Grongs
Cranta, mansgs armun 8 groug ol mears

Crowte u Ham Bapart
Cramin  rarw report i ng afher 1 new ot or anedting ore

Sedect an Exjsting Aeport  Marage or re s apon fom $ gid bdom Qi Meot 1o changa layow, fhars, sk and ofer semings or Clide Aun Raport

Fnd | --hn"- ™ i--.y‘rll, u-.l-—.-.w-_-ui---i--. — |:| Accounts P'J_l,'.t- :!1':, FMM—" e =
“ Copy [ Rename o Feverde (& Celsis Add Tolioue - 0 Pemimcra
Kama Duin Oijact Hedule Calwmry Changasd On Lhaar Mlaman
AP yenoar 105 Doty terpar 0SS Sownts Apcras Paatie  Previes
i APYEngar 1099 Lisieg wenpar 105 Listing ALCEasVs PRANE Prsiss

(I

STEP RESULTS: You will see the error report in the print preview window.

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

e @zE mE »n BESe s [®s=

My Company
Accounts Payable - Vendor 109% Errors

Mprekr

Saftanrs Vi iom 40000002
Cail o bary Baih Calis SEH i natin the cosrect fedm it | xacacm s
Farnsils Lawn Seracs SEM = notin the cosrect Porm st |k

16. Click the Xin the upper right corner to close the print preview.

17. 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.

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

-102 -



Gathering 1099s
Making Changes to the Vendor

19.

20.

Which reporting task do you want to do®

Wine'k with Regast Gecaips
Crste, FBrags of run s graup of reporta

El Crasts a Mew Report
Crests 1 new mpart Ling sither s rerw [npout aor en sdeting ome

Select mm Existing Reporl  haras or nuna report from the orid kel Click haaet o dhamge laypout, Titers, sode and other sattinge or Click Rum Report

T o B B B el A e
Cepy [0 Aunema Frworitn (3] Debstn  AddTalroup = [} Dersomen
fi AP Wendod 3098 Coauns Wermlpnr 1055 Cpunts Arpgints Fuganke  Frewew
R P vVendor 1099 Ervors Werwior 1055 Ermors epoinis ok Fredew
P
i | —— = "

forvaten oy sctara f =]
IIl:ﬁnﬂmn Caredd |

STEP RESULTS: The report will openin 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.

[ Providarbez - &9 tiardor 1086 Listing - o ®
i File Espart
Y gws -=EBocE-OE w A@OSd s ®eE

Acoousss. Fayable - Vendor 10698 Listing

Comizl Acrant 1

Veredor Feadiad Taill Adress Fam

Fan

AL Tapplem 3E-n2daSET P, B MR Seete 1101 Dol L g:‘ S 1088

Boxi 100030 Bar? O30 Boxl CLO Bazd 000 Baz® 0 Bea& 020 BaxT OIT =1

Boa B B0 Basd 00 B 1 B 00 Bue 11 D) [ TRERd B €Y 008 [ TRER S

S et LLE e ) 1651 Aligusd 52 Hap cleor OH 43537 WESC 1066

Box1 10145 Baa2 020 Box} CDO Basd 000 Box® 0O Boa8 0I0 BaaT 020

Box B DiG [T Box 4 200 Ban i1 Do [ RERT ] Pas 13 0105 Bax 14 03

Ao Dl iy T e O o 0. Basg20 O i OH 43520 WS 1088

B 1 10050 Band 086 Bexd G060 [T Bon & ) Baxd 036 BanT 096

Box B D00 Bard O30 Box ¥ 20O Bar 41 000 Baz 17 00 Bam 13 020 Bax 14 022

B He o S E oy SE-PESAEY  eEn2Tedes 50 Sede 1008 Eweede ] 1';3:- Lokl

Bord 100005 Bax2 LD Bexl 200 Band DD Bor® L Bax& 000 BaT OIC

Box kD0 Bawd 003 B 18 200 Bas 11 D0 Bon 13 L0 Bas 1 008 Ban 14 055

Hepar Counk &

=

| | "
|H'ml-|:|r|... :|

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

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

TAsk:
1.

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

e -—

= Control Accpunk

Tax Reparting Group L
Fitters
:"3”"' Equas =| | MisC 1089
Ard -| [vendor Fouss o
AND  —Regeint Troe
HAizd Firber
A Filter Group
() Fiters Summary

arad Farm  Transaction Date  Repnet Bavi 1

4. Gotothe Process toolbar menu and select Send Files To Sandata.

5.

Processes .

Gather
Send Counts To Sclana
Send Files T Sclana (

Create Files To Send Te Sclana Manually

Create Files For Yearli

Verify the Tax Reporting Group setting is correct and click Ok. )
( E PraviderPra -M

[‘?J, Enter the Send Files To Solana settings

Tax Reporting Group Comtrol Account |
I

—

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

8. Send an email message to EndOfYear@Sandata.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. Please review your Spam or junk folder if you have not received it by January 10t

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@sandata.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. GotoFinancial Management > Accounts Payable > Vendor 1099s.

STEP RESULTS: You'll see the Vendor 1099s transaction grid.

2. Setthe appropriate Tax Reporting Group.

erdor 1099 X
Settings H
Tax Repoiing Group Emass - Control Account +
Fiiters
[CJFaem Fques - | | MIISC 1009
And  =| vendor Eyusie s +
AND  Reprint Trus
A [Fitter
Add Filter Group
-
':_‘",' Filbers Surmmary
¥ Farm  Transaction Date = Repnet Bowi 1 Boa 3 B
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rocesses |

Go to the Process toolbar menu and select Create Files To Send To Sandata Manually.

Gather

Send Counts Te Sclana

Send Files Te Solana

Create Files To Send Te Sclana Manually

Create Files For Yearli

Verify the Tax Reporting Group setting is correct.

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

file.

ProviderPra

Tax Reporting Group

Directary

% Enter the Create Files To Send To Solana Manually settings

e

Y, —

— A

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

ps
Browse For Folder

FE W

Bl Desktop

I 4l Libraries

I & Sharlyn Dimick

> g Computer

3 Gh MNetwork

>[5 Control Panel
& Recycle Bin

I> 1 Security
| || SendFilesToSolana

.. V3 SUTA Files
. W2ForWinFiler

N

[ Make New Folder ] *OK ] [ Cancel ]

7. Click OK to create thefile.

ProviderPra

Tax Reporting Group

Directary

% Enter the Create Files To Send To Solana Manually settings

(o) ] ) [
e

Fm | comcet |

[ Users\s hartyn Desktop' SendFilesToSolana
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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@sandata.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. Please review your Spam or junk folder if you have not received it by January 10th,

Important: Contact EndOfYear@sandata.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. Gotothe 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.
Once you are logged in you will click on User (top menu).
You will then Click on EZ-File.

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

A R

Important: Your username and password will be received directly from our processor via email.
Please review your Spam or junk folder if you have not received it by January 10th.

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.

e |f you 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.

¢ When submitting this file to Sandata, be sure to indicate in an email to
EndOfYear@sandata.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:
e Verifying Employee 1095-C Information
e Verifying Employer 1094/1095-C Information
e Gathering 1094/1095-Cs
e Submitting 1094/1095-Cs to Sandata

e 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 new one.

To enter a new or modify Employer ACA information:

TASK:
1. Choose Employee Management > Payroll > Setup >Employer ACA. STErP RESULTS: The ACA

Employer grid will open in a new window tab.

fa{mn oyer ACA X
Fliters
,’ Tax Reparting Group Equals = +
And ¢ [FEMective Year Equals - 2020
Add Filter

Add Fitter Group

v LE
| J Filters Summary

GAEc Fhone Owerride Caloulations

=]

ax Reporting Group Effective Year LOMECL Merson

F Main 2019 Jane Smith (419} 9900000 __

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.

2. Click @ Add to create new employer ACA information or search for and select an employer
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The Employer ACA form will open in a new window tab.

'"_al’:mplc,aa' ACA X ’a: mployer Affordable Care Act (ACA) Info 3
Tax Reporting Gi '-'IJ\_:II-'!}II
Effective Year <MULL> :
Contact Person
Contact Phone I R TR
Applicable Large Employer (ALE
Is Authoritative Transmittal
Section 4980H Transition Relief
Section 4980H Transition Relief Indicator
Plan Start Month
Self-Funded Insurance:
January February March Aprl hay Jung
July Ausgust September October Nowvember December

— | Override Method

Cverride Auto-Caloulation Method

Gualifying Offer Method Transition Relief

25% Offer Meathod

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 the information 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 number.

Plan Start Month

The two-digit month the plan began.

Self Funded Insurance:

January, February, March, April,
May, June, July, August,
September, October, November
December

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

Applicable Large Employer (ALE)

The employer for the selected tax reporting group qualifies as an A
Employer.

Is Authoritative Transmittal

The employer for the selected tax reporting group has authoritativ
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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 youwant 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 ki 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 2024 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 Employeeis ACA Full-Time

¢ Employee was offered coverage

¢ Offered Employee Coverage is MEC

e Offered Employee Coverage is MV

o Offered Employee Coverage is Affordable

e If Employee has a spouse, the spouse was offered MEC coverage

e 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 Trapsitional Employee |[Employee spo‘Lse ’ |spouse . dependents, |Box Box 15
Offered Offer Relief Coverage |Coverage coverage |cOVerageis 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 1l 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.
!’ﬁfl'l: oyes ACA X

Fillers
:;.ETDG}E Bquais 1%-
And *| [T]Effective Month Equals Jarwuary
AMD :Ha-_[ﬁ:r. v Year Eguals . 2Me =
AMD  rjOverride Calculations True 5

Add Fitber

A Ffter Group

@ Filters 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 o Open to view or modify it.STEP
ResuLTs: The Employee ACA form will open in a new window tab.

(Seretopeacs % (Eiimeiopme AMordsiie Care Aot (TR Inky 0
- Effective Marlh Efedtie: Vil
| e e - Wils
toain |
— | st Cboustatizn Methzd

Employes Spouse

[rgdopse K &CA Mol Time
Errgdupse Ofisied Coveraps
Cfered Emplopes Coverage I Mimmum Eusndial Coamage PEC
Dflered Ereplogee Coverspe Is Misimum Yalus (W
e g ERplopde CovEraDE 15 ARSAENDIE
Ergiosse fevepted Comnge
Applcanie Sectioe 438064 Safe Hamar | kot Apedicybis
Mo -Chvirr i Emp beyes Sharne

Employwe MEL Tip Code

= | Cwgrride Wisthad

Dweride Asio-Calosation Method
Offer OF Coverage Kot Apolicatie

Section $980H Hat Applicatie

Fioday
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Employee ACA Information

Creating the File Package to Submit to Sandata for Processing

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: If the 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
Coverage

This employee accepted the offered coverage.

Applicable Section
4980H Safe Harbor

If applicable, select the Section 4980H Safe Harbor for this employee:
e 2B -Employee Not Full-Time

e 2D - Employee in Section 4980H Limited Assessment Period

e 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

e 2|-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.
information:

If you are using the auto-calculation method and you have a spouse, complete the following

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 youwant to override the auto-calculation method and you have dependents, complete
the following information:

Employee has Dependents  |This employee has dependents

Offered Dependents The coverage offered to this employee's dependents meets the federal
MEC Coverage requirements to be considered minimum essential coverage.

7. If youwant to override the auto-calculation method, complete the following information:

Override Auto-Calculation |To specify the settings for ACA directly, select Override Auto-Calculation
Method Method.

Offer of Coverage The offer of coverage for this employee:

e 1A- Qualifying Offer

1B - MEC/MV Offered to Employee Only

e 1C-MEC/MV Offered to Employee/MEC Offered to Dependents
e 1D -MEC/MV Offered to Employee/MEC Offered to Spouse

e 1E- MEC/MV Offered to Employee/MEC Offered to Spouse &
Dependents

e 1F - MEC without MV Offered to Employee/MEC Offered to
Employee, Spouse and Dependents

e 1G - Offer to Employee not Full-Time any Month of Year.
e 1H - No Offer of Coverage
e 1I- 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.

e 2A-Employee Not Employed During Month

e 2B -Employee Not Full-Time

e 2C-Employee Enrolled in Coverage Offered

e 2D - Employee in Section 4980H Limited Assessment Period
e 2E - Multi-employer Interim Rule Relief

o 2F - Affordability Form W-2 Safe Harbor

o 2G- Affordability Federal Poverty Line Safe Harbor

e 2H - Affordability Rate of Pay Safe Harbor

e 2|-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.

[} Employes ACA 3 |[F}Employes Affordsble Care Act (ACA) Info* X

Employes Effective Monkh Efmctive Yaar

y '-E- January - Mo
Cavered Individuals [Seifbnsured i |
Do Mot Include Any Covened indhviduals finduding the Emphoyes) on the 1085-C

Mole: You do nol nesd o enter the Employes &3 3 Coverad Individual below, The Employes i@ autamatically induded

Emiplopes ACA Covered Individuals

| (% Open (@) Add () AddCopy (@) Delete | [ Reports ~
Impart/Eaport. = [T} Memorige/Recall = gh MassMaintenance | B SelectColumns  Defaults
Firdt Name Middle Mame Last Name S5M Drsbe Of Birth

[ A Crowe 234-56-789 12202011

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.
{0 Covered Individual (Self-Insured Onky) o O X
D) Aceept (S Accept & Add ccept & Open Mext : Repons =
Import/Export =/ [7]  Comments Memorize/Recall - 40, Mass Maintenance

Hote: You do not reed 1o enter the Employes as a Covered Individual. The Employes (s automatically induded
First Name

Kliddie Mame

Lt Mame

=
T

=
i

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 '“2 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. Go to 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.

(B Farm 1985 (Empiopes
Seftings H
Tas Reporting Gegup Eeis ® +
L
|empayes Po.e - S
And < AT Trom
ARD Erpoes Th ear Tram
A Date Probiem Tras
4k el ATA b Tras
AkD Pacareny 1091
axD Sextion 050H Prapien Trae
dani Fidwr
Asd Frier Group
Par AL
3 | 02000124 Bobert o0 7 e 4
DOS00 L 20 - -]
DO000 S - R sdgers, B = 1] o o
(OO004- Eartes, Karee Kamibarly o0 - ;
DO000 7 -Brady, Brockeln Michelle = 1) o i
-, —

3. Gotothe Process toolbar menu and select Gather.
- Processes ™
. Gather *‘

Send Counts Te Sclana

Send Files To Sclana
Create Files To Send Te Sclana Manually

Create Files For Yearli
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STEP RESULTS: You will be prompted to enter the gather settings.

| ProviderPre ? -4

L?J Enter the Gather settings

Year 2020 /

First Employee ﬂ & "-:‘

Last E'Tn':'_.'ﬂ" \ b x} -‘i'
Tax Reporting Group 2 i [
Email Ermail Address 1 -

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 click™ Open to view/modify it or © Delete to remove it.

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 if%Open, the Form 1095-C Employee window opens.
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(Fy Fiorm 1085-C {Emp
Emiployee
[Fart || Employes
MHamsa
Street Address
oty
Cauniry
Age
Empioymert Dates
e Date
Eehire Date 1
Biehire Dabe 2
Rehee Date 3

WArrGE

Cate Pro@ilem

veel X |{Form 1095 Employes) X
Active Employed This Year [ Receies 1095
Kewin Bobert Adam 55N 34557 H501
155 Oak 5t
Wausseon State  OH Dp Code 43567
Urfed Shated Emal

43 :

07,07,/ 3005
Term Date 1
Term Date 2
Term Date 3
Inwailid ACA Records Section SFE0H Prob e

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 in chronological order, otherwise it will be flagged with a date problem. (Read

Term Date 1-3 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 Il: Offer and Coverage tab.

(cirorm wes-C mmplopee) & |[From 1095.C imoiops X

Emploee Aztrw Employed This fesr o Recetess 1088

Flan Start Wagreh - 09 Employer Is Seitinneed
Dfier of Covarape Eminpes Share of Appheshie Sectinn 4500H Syl Hamar HEL Tipoode
L5t Cagt Cade

A 12 Kontha 1A-Cuadifying Ol 2C-Empioper Ereollsd In Covwrags Offer
larary Mok AppRcaiie D1 Apaande
Feprua kgt Applicable - Fiot Applcacle -
Mot Bt AppEcabie Feo Agpiacabie
(] Mgt Applcahle - Mot Applicabie -
Ky a3t AppRCanie FE1 Appl e
Iurse Figt Applcable Mod Applicabie -
Juky ek AppEcEh et Agpiabie L
Al Mot AppBcable Mod Applicaie
Saptember Bk Apphiabh M Applisle -
Lelaber kot Applcable Mot Applicaile
B rrigest Hick Apphzable - Pzt Applcatie -
Dwzwmber Mot Applcable Fot Apphcatie

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 l1l: Covered Individuals tab.
iﬁﬁ-'ll' T095-C (Employes) X "a= s 1085-C Emplayse]l X
Emploptd Ative Emnplosyed TRis Year ¥ Receives 1095
[Fart B Cavered inraci uais]
Form 1055-C Dependents
i (% Open Add L] Reparts =
ImportExpest = [ K Mass Maintenance BB Select Columns  Defauity
ame Middie = Las 3
B lare Arddrm
Marilyrn Asama
P el ™ .

-125-




Gathering the 1095-C
Creating the File Package to Submit to Sandata for Processing

11. Select an entry from the grid and click % Open to view or modify it.

STEP RESULTS: The Form 1095-C Dependents window opens.

(0 ACA Employee Dependent® - O x
@) Accept (& Accept & Add (@ Accept & Open Mext | Reporis -
Import/Export - :_| Comments temanze/FReca i Mass Mainbenance
First Mame ane|
Middle MName
Last Mame Adams
SSN 288-34-8544
Date OF Barth 12/3041967 -
Covered

¥ A2 Months
Jamsary February March April May June

July August September October Movember Decamber

12. Review or modify the following information as needed and click @ 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 ki Save & Close on the toolbar when finished.
14. Go to Employee Management > Payroll > Tax Forms >Form 1094-C (Employer).
STeEP 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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|E o | e Sy
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16. Select an entryin the grid and click % Open to view/modify the Form 1094-C (Employer)
or © Delete to remove it.

STEP RESULTS: If you clicked Open, the Form 1094-C Employer window opens.

(Ey Form MBC Emploper) 3 [F) Foem 1S4 Emploper) X
Tax Reporting Growp
Fart | Agplicabie Larpe Emploper Membes |
Emipiosar bams Temgiate Camgan| Employer EIN F9-30IT
Erviplosar Stoeet Address 122 5. Fullan SL
Ermiakeyer Cit Wangon Employer Stale | O =|  EmpleyerDip Code 43347
Ermphoyer Cortact Mame  Raron Godf Empicyer Contact Phare | B3 3303478
# O 1095 Porms For This Tremsmattsl . # Of Employees Employed This Year .
* Employess 'With Dete Prodlems - N = Employess 'With Section 43804 Problems
& Of Employess With imnala ACA Reond: (" B ® O Employess With Wakd ACA Reconds _En

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
Transmittal

The number of Form 1095-C (Employee) forms that are marked Receive 1095-
C.

# Employees Employed
This Year

The number of employees that worked at least one day during the year.

# Employees with Date
Problems

The number of Form 1095-C (Employee) forms that are marked with a date
problem.

Valid ACA Records

# Employees With The number of Form 1095-C (Employee) forms that are marked with a Section
Section 4980H Problems [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

ACA Record.

18. Click the Part Il: ALE Member Info tab.

-'Eif'.'l-' 1054-C Emploper; o

Tax Reparting Gneup

b Sughorfiative Transm sl

= O 1095 Foema For TRis g

o Cumleying Offer Bethod

X

/

& G

Chalifying Offer Msthad Trassition Reset

Sechon 4080H Tr

9E% Ofer Mezthod

19.

amitian Rkl

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

Employer

# Of 1095 Forms For This

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 lll: ALE Member Info - Monthly tab.

:‘EFnlrr. 1054-C (Employer] X E}Fa:n 1084-C [Employer) X

Tax Regadting Grouwp
[ Part il ALE Mamnber info - Mo rthiy)

Ilirn it [l Full-Time Iptal Employves Section 4980 Transition
Oiffer |rdicator Emplgyes Coynt Count Badief Indscatar
i3 Ho

ANl 12 Mosths 7 L R 0 _

January T 5

Februsny T B .

harch r B

Agril T 8

(LE T S

June ¥ 9

Juty | v

August 8 9

Ceptember ] : g :

October 8 9

Movember y g

Decamber = 9 -

21. Enter or update the following values as needed for each month or all 12 months:
e Minimum Essential Coverage Indicator Yes or No
e 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. Goto 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.

(Rl Farm 1085 (Emalopes
Seftinge
Tau Reporting Group Emia i + M
FEery
|Erpayes En.wy x +
and | Marwe Trae
AND Erpaped This ear Trm
AND JCete Protiem Trae
AKD [ L Trost
AND | Fcwteny 1094 Trm
ARD Section 2950H Fropier Trae
gl Fiapr
Agd Firter Lroup

[ rm'.n-ﬂdlrm Ervin Botert

o o o
DOOOUL - Lt racn, Arviy N _.; R j o .:'- 0 ®m | A | S
o0 -Fodg Evar = o Ul
DOO00H - Baten. Kares Kmbarty oo o ¢
DO000T -Brady, Brockelm Michelle = 1] o ')
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4. Goto the 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

-130-



Submitting Files to Sandata for Processing
Creating Files to Send to Sandata Manually

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

[%] ProviderPro 7 o

[ [f) Enter the Send Files To Sclana settinas

| S

Tax Reporting Group <3| 3] | | [

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@sandata.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.
Please review your Spam or junk folder if you have not received it by January 10t

Important: Contact Endofyear@sandata.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.

Todoso:

TASK:
1. Go to Employee Management > Payroll > Tax Forms >Form 1095-C (Employees).

STEP RESULTS: You'll see the 1095-C (Employees) transaction grid.
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2. Change the Tax Reporting Group to the correct one.

(i Form 19854 [Emplopeel X
e —
Tes Reporting Groug Bl =} Saf +
Figery
[CIt=picyes Eneuit o +
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3. Goto the Process toolbar menu and select Create Files To Send To Solana Manually.

Processes - i

Gather
Send Files To Solana
Create Files To Send To Sclana Manually

Create Files For Yearli

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

*n ProviderPro 7 X
|

&

' [:ﬁx' Enter the Create Files To Send To Solana Manually settings

H 1:/
Direciory | %

Tax Reporting Group ma GOl JiRNE
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5. Select the folder where you want to save the file and click OK.

. Browse For Folder =

@ OneDrive L]
& sharlyn Dimick

= This PC

3 Libraries

- WUSB2OFD (E:)

cF Metwork

[EE] Control Panel

Recycle Bin
ACAFiIAip— .
Make Mew Folder Cancel !

e

[E

- T} 1 e

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

T Providerfro ? b4

| [y/ Enter the Create Files To Send To Solana Manually settings

E o
Chlsers\sharyn\Desktop ACAFiles -

Directary

Tax Reporting Group g J E l+
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7. Click OK to create the files.
T&I PrenadesPre 7 Y

I:f‘ Enter the Create Files To Send To Solana Manually settings

Diirectory f\Usersisharlyn'Desktog 5

Tax Reporting Groug 5 | 3 * ..q.

\-m ==

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

8. Click OK to close the confirmation window.

STeEP 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@sandata.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 is

Please retain and use this confirmation code when retrieving your tax files.

.*-’"“' ”".'l '* ,._l,... -.--s-"w’rk -n..,q' "‘”"""“""""'H Iﬂ

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@sandata.com with any questions.
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Preparing for the New Year

Read these new year topics:

e 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.

() Deduction Type X

Remittance Frequency

Withholding Agency
W-2 Type

W-2 Code

Other

None

None

Mo Employee Deduction

¥ Active

O

2. Click© Add to create a new deduction type or enter an existing code or description in the
+) and press Enter to view or modify the selected deduction type.

Toolbar Lookup (

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.

Other

Health Section 125 Cafeteria - Prints in Box 14 of the W-2 with
Code SC125.

Health Non-Section 125

Employee Contribution 401(k) - Prints in Box 12 of the W-2 with
Code D and Box 13 Retirement Plan is checked.

Employee Contribution 403(b) - Prints in Box 12 of the W-2 with
Code E and Box 13 Retirement Plan is checked.

Employee Contribution 457(b) - Prints in Box 12 of the W-2 with
Code G and Box 13 Retirement Plan is checked.
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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
Code D.

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-2Type

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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e 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. Click the 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).

”EL‘-%:I..-.—..:-'. Type X

Deduction Type Breakouts

Description Dependent Care Flax 4 Active

Breakout Types K

% Open Q) Add ) Add Copy (@ Delete g Reports =
Import/Export. * Memorize/Recall | 405 Mass Maintenance B Select Columns Defaults
I Code Description Deduction Calculation Type | Active  Effective Date Current Number | Allow Individual Em
b 2 DOREX Depend Care Flex -Amount o i) 4

"‘*"‘"‘"\_.ﬁx’ — ‘l_.i,_.,‘-“w’“‘" P i l-"'*—-.-.n" St e e el

From the toolbar of the Deduction Type Breakouts grid, click © Add or highlight an
existing deduction type breakout in the grid and click o Open to view or modify it.
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T Y T TN

Memorize/Recall = g Mass Maintenance BB Select Columns  Defaults

Code - Description Deduction Calculation Type| Active | Effective Date  Current Mumber  Allow
.3 | DCREXAMOUNT  Dependent Care Flex Am  Amount v LT
DCREXPER Dependent Care Flex Perc | Percent o0 ¥

e, g dnath, g0 o 7 “F“\“‘ﬂ-‘-dﬁ“ P e

STEP RESULTS: The Breakout Type form will open in a pop-up window.

IH @ .ﬁ.v:l.'.q:i @ Accept 8L Add (7Y Accept & Open Next ; Reports =
Import/Export = [5]  Comments Memarize/Recall = g Mass Maintenance |
N Code o Active
| Description " Owvemride Deduction Suppression
Calculation Type Amount -
Deduction Yalues | Wage Types To Evclude  Heafth Coverage Reportable
W' Use Individual Employee Amounts
Comparnywide Amounts |
Current Mumber 0.00 Wearly Maximurm 000
Maonthly Maximum S0.00  Total Monthly Cost $0.00
Quartesly Maximum S0.00 I
= | companywide Value Changes
New Number 000 New Yearly haimum 50,00
Mew Monthly Maxmum S0.00 Effective Date
MNew 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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e Amount - aflat 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
Suppression

Prevent the deduction from being suppressed during payroll
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
Employee Amounts

This check box determines if the amount of the deduction breakout is
“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.

If this 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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i (@) Accept | Accept® Add (@ Accept & OpenMext [ Reports =
Impert/Export =[]  Comments Memorize/Recall = 8 Mass Maintenance I
Ciode MEDE ¥ Active
Description Medical Employee Override Deduction Suppression
Calculation Type Amount -

Wage Types ‘
| % Open (@ Add 9 Filters [ il Reponss o |
Ayailable Selected |

BOMUS AnnwEl Bonws = |

GIFTCARD Haliday Gift Card Eemove |

HOL Haliday

HOUWRK Holiday Worked || adaan |

HSDW Holiday Shift Diff Wor Remove All

HSDWWL Holiday Shift Diff Ywor

o1 Overtime

PERS Persanal Paid Time Of

FTO Paid Time O

FTOCO Paid Time Off Cash O

REG REGLUILAR

RELOC Relocation Assistance

SHIFTDIFF Shift Differential

SHIFTDIFFLUC Shift Differential Luca |

8. 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.

g

) Accept F Accept i Add @ Accept & Ope

nhlext | Reports

Import/Export = :__'_, Comments Memarize/Recall = g Mass Maintenance
Code MEDO1 ¥ Active
Description Medical Employee| Cverride Deduction Suppression
Calculation Type Amount -

\ | & T T E «  Health Coverage Repartah (
L
Health Coverage Repartable

Deduction Type Breakout Premivm Amounts
; j Open @ Add @ Add Copy @ Delete i Reporis ~
Import/Export - [‘| Memorize/Recall = g Mass Maintenance B Select Calumns 22

"

Effectiee Month Effective Year Monkhly Premium Amiount

4 1 209 S500.00

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 o Open to view or modify it.
Deduction Type Bréakout Premium Amo

QY Open © Add @) AddCo Delete | Reporis ~

:  Import/Export - U Memorize/Recall = 44 Mass Maintenance @ SEIﬁ:tCﬂlumns:
Eflective Month Effactive Year M :-:1'.I1I:. Premium Amount &

» 1 2019 S$500000

STEP RESULTS: The Breakout Type Premium Amounts form will open in a pop-up window.
rtEs Premium Amount [ E@g‘

i (@) Acce 3 Accept & Add Accept & Open Next | Reports ~
pt pt P P o hep

Import/Export | [5]  Comments Memorize/Recall  ~| g Mass Maintenance

Effective Month

Effective Year <MULL=

Monthly Premium Amount 50.00

L =

Complete the following information:

Effective Month The month in which the premium amount goes into effect.
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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.

11. When finished, click @ Accept to close the premium amount.

12. Next, click @ Accept to close the pop-up window or click @ Accept & Add/'\@!Accept &
Open Next to continue entering/modifying deduction type breakouts.

13. If you have licensed the Payroll Multiple EIN feature set, click the EIN Groups tab.
(B Deduction Type X
Description Dependent Care Flex S Active

EIN Gro :;.':-{

Deduction Type EIMN Groups
1 Open :@ Add @ Add Copy @ Delete @ Feports =

Import/Expert . = I7] Memoriza/Recall = 4 Mass Maintenance BN Select Columns Defaults
Iz Elr Group GL Sccowunt
] 1 - bain 1002-Fledibie Spending

14. 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.

hdd Copy @ Delete 4 Reporis ~

Import/Export  ~ :j Memarize/Recall = g Mass Maintenance E Select Columns Defaults

D EIM Group GL Account
[ 3 1 Mamin 1002-Flexible Spending

_..“"‘“""""’"\. \_.J-w**'m'—““‘ "\-rw\\,“)"nrlt

STeEP REsuLTS: The Deduction Type EIN Group form will open in a pop-up window.

.E‘.ﬂiif Group l _‘—‘__EI___E;._F
D (@) Accept (@) Accept 8 Add Accept 8 Open Next | & Reports =
Import/Export  * [F]  Comments Memorize/Recall = g Mass Maintenance H Documents =
EIM Grouwp FE]@@
0

15. 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 k1 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
ResuLTs: 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.

" %ot Up Tases-Decuctions Wiz

Set deduction breakeuwts a8 pre-tax ofF pest-tax

and port-tacfor eachedudion breskauty ta

& Dedudion Cabepoes far cnmbirytion

Filters: o Tuw Categary ity - Whoei - jl:ll.'l'nnlm'.rlnrr!dr!lHnlﬂl]gl'l‘-"f-‘"'\."f!-l‘“

P il P gl ggens, TR N T e R __.__,r-"* D
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|
.

Click in the cell of the deduction type breakout and tax to toggle it to pre

Set deduction breakouts as pre-tax or post-ta,

Hewth Cave Feible Spending

Hobde Gik Caed
4

-tax or post-tax.

S St Uip Taees-Diechects i

Fieainde Sperding 2008
Fliisie Sperding J005
Feuizds Sperding
Hodidey Gif Cand

Fitaru. Tix Catmpery Federal Withholdding - Click 5 By urikscions] ol b5 bigg e Eeitaelen [ne-lia
mrcd post-tas far sach deducton breskou | tag
Deciucticn Categary e Eambi natien
Empiopee Social Secerity  Federal Wishalding FUTA Schonl Destrict - Lve
Deduction Type Dechariion Mreaint Secisl Security Faders PITA 30T - DieBa Fubslic Schaal
k| 200 0k Fercem
A0k Amvont
%8 S038 Peicerd _ -
Chad Support Lucwi County Fre P
PFulton County Fre Fos o
Henry County \‘.‘
Conamme Credt Gamishmient | Consumer Credit Gam
Drerial Irgurance Dereal Eqiplogee Sioghe
Dertal EmploysChild -
Dereal EmployesFamily 2 pr
Emphopes Gym Memigership | Gpm Mamberghio Fre F
Gamihm et Fegesrl Student Loan Gam Fre Pas

s
%l mportant:

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.

Once itis 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-clickin 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.

St U T Dt

Set deduction breakouts as pre-tax or post-tam,

Fibaru: Tas Catmgery Fegury| Withhalding - Click an By ursieehed el B gy e Bilwten pre-lis
srd post-tas far each dediuchan brestout | tac
Dechction Category  Other - Eombination
Courty - Live  County - 'Wark 1
Deduction Type Dedertion Dreaangt Lecas County Fuiton County | Rucas County Tas - Woe Tippecancs Cousty Willaems 0}
Ll 421k Percerdt Fre Fre Fre y P
400K At Fre Pre Poe: u Pt
A0 038 Percerd Pie st

Chid Swppart Lucai Cauntty Fre Poat Faat

Fuiton Courty Faut Poadt Faak
W Hemwy Couny (Fre | ."‘
Coreume Credl Gamishment | Comsumer Credd Gam [Fost et Entire Ao Pont-Tan
Dientul Irsurance Diereal Enployee Sisght ] Set Entire Row Fre-To ]

Dartal Employes Child
Clereal BmployeeTam iy
Emplogee Gym Memoeship | Gpm Mambership
GamEhment Federyl Student Loan Garm
Heaith Cave Fessibi e Spending | Flesisle Sperding 2005
Frisie Spasding 2008
Fieuisie Spending
- HobieGifiCad  HoddeeGik Ceed

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,

Frbmr: Yas Catwgary Federyl Withhalding - Click an ary uilscid ol b2 bgg e Belwsen pre-lis
wed post-ben far esch deducton breskout | b
Dachaction Categany Cthesr - EBmE e
Employes Sooal Senafty | Federsl Witheoksing FUTA Senood Distriot - Lie2 &
Deduction Type Decheciion Dreakout Sacial Sepwrity Fesgersl FUTA 4507 - Deita Pebbc School
Lol 401k Percerd g Prat § Pre Py P
30K Aot ¥ Prad Y P
a8 2038 Percerd
Chid Suppart Lucwi Countty
Fuiton Courdy
Henry Counky
e Crede L Credd Gam

Dientul Irsurance Diereal Enployee Singhe

Dertal EnplsyesChid

Clereal Emp o Tam iy

Emplopee Gym M h G thip
Garnishm et Fepsrnl Studesnd Loan Garm
Heaith Cave Fieib be Spending | Aesitde Sperding 2005
Flinidde Spending 2005
Fieuitie Spending
. Holde GIf Card Hodid g G Cand

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.

Todo so:

TASK:

1. Open Fiscal Years in one of two ways:

Choose Financial Management > General Ledger > Setup > Fiscal Years.

£ | Accounts Payable
5| Accounts Receivable »

 General Journal Entries
[l Accounting Transactions

[§4  Money Transactions
¥  Deposits

Inquiries >
Processing Payments 3
Wizards
| sewp »
[@ | Reports

Options
; Accounts

Check And EFT Stub Layouts
Cost Centers

Fiscal Years w
Intercompany Links

Joumals

Money Addresses

Subaccount Categonies
Subaccounts 3

Account Tag Categories 3
Cost Center Tag Categornies 3

Click the General Ledger module group on the Navigation Pane and then click Fiscal
Years.
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Mavigation a3 x
E General Ledger

5 Accounts

% Cost Centers

Fiscal Years *—

W General Journal Entries
U Accounting Transactions

!_-;_-EZI Maney Transactions

g Deposits

f;i_: Reconcile Money Account
a Account Inquiry
'@ Subaccount Balances Inguiry

@ Subaccount Transactions Ingquiry -

|j° Incident Tracking

oA BN B2

STeP REsuLTs: The Fiscal Years form will open in a new window tab.
| :Fm:m ~u-. .!t
Description I
W Asti

Lreate Miscal Year |
Fiscail Feriods
[ Open OB Add (% Add Copy S Deiete | |2 Reports
ImpertExpert  * [T | MemorzeRecal | g Mags Mantensace | R Select Calimng

Fecad Peviog Frecsl raar Bwgin Dute End Disdw Artedby | G) | GUMT AP AR L MR

2. Click @ Add from the toolbar and then click Create Fiscal Year.

Drescription

W Active K
Create Frscal Year |

Fiscal Periods
} Uipen @ Add (§% Add Copy g} Delete | | @ Reports ~

Import/Export = [7] Memorize/Recall = g Mass Maintenance B Select Columng

Fiscal Period Fiscal Year Begin Date End Date Activity | G) | GLMT AP AR CL PR
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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 — | X

Enter the first month and the year for the fiscal year to be created

First Month of Fiscal Year January il
Fiscal Year 2020 /

iCreate Fiscal Yeari| | Cancel |

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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e 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/

lowa https://www.state.ia.us/tax/index/index.htmil
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/

-153-


https://www.arkansas.gov/dfa/index.php
https://www.revenue.state.az.us/
https://www.taxes.ca.gov/
https://revenue.delaware.gov/
https://dor.myflorida.com/dor/
https://www.state.ia.us/tax/index.html
https://tax.idaho.gov/
https://tax.illinois.gov/
https://www.in.gov/ai/taxes/
https://revenue.ky.gov/
https://ksrevenue.org/
https://www.rev.state.la.us/
https://www.maine.gov/revenue/
https://www.michigan.gov/taxes
https://www.taxes.state.mn.us/
https://revenue.mt.gov/home/businesses.aspx
https://www.dor.state.nc.us/index.html
https://www.revenue.nh.gov/index.htm
https://www.state.nj.us/treasury/taxation/
https://www.tax.newmexico.gov/
https://www.tax.ny.gov/
https://tax.ohio.gov/
https://www.tax.ok.gov/
https://www.oregon.gov/DOR/
https://www.etides.state.pa.us/
https://www.tax.ri.gov/

State Websites
Creating Files to Send to Sandata Manually

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:

Forms Overview

End of Year Processing Selection Form
W-2 and 1099 Authorization Form

W-2 Electronic Submission Information Form

1099 Electronic Submission Information Form
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Forms Overview

The following table details which forms you need to complete by when:

Form Name: Should Be Completed By: And Returned By:

End of Year Everyone December 3, 2024
Processing Selection

W-2, 1099, 1095-C Those having Sandata process their W-|January 88, 2025

Authorization 2s,1099s and/or 1095-Cs

W-2 Electronic Those having Sandata process their W-|January 8, 2025
Submission 2s

Information

1099 Electronic Those having Sandata process their January 8, 2025
Submission 1099s

Information

1095-C Electronic Those having Sandata process their January 27,2025
Submission 1095-Cs
Information
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