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Getting Started with End of Year
Processing

Learn about these topics:
e Determining Your Processing Option

o Submitting Numbers to Sandata for Quoting

o Important End of Year Dates
¢ End of Year Processing Check List

e Summary Of Changes
o Verifying Federal ID, Employer Name & Address




Determining Your Processing Option
Adding Employees to Solana MyPay

Determining Your Processing Option

Itis time to think about Sandata offers three options the processing of W-2, 1099 and
1094/1095-C information. We need a commitment from you before December 1, 20250n which
option (A1, A2 or B) you want to follow this tax year. Your agency controls the accuracy and
setup information of the data for all three options.

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

(This is Sandata’s recommended
option.)

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

Our processor imports the ProviderPro information you
submit to us.

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

Our processor prints the vendor copies of the 1099 only.

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

Our processor files electronically with the SSA/IRS.

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

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

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

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

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

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

. We import the ProviderPro information you submit to us.

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

. Our processor will seal and mail employee copies.

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

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

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

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

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

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

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

every state and/or local tax agency.

must make special arrangements with Sandata to do so.




file

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

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

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

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

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

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

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

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

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

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

submitted to us.

competitive pricing.

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

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

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

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

district numbers in the software.

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

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

employees.

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

¢ 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).

-7-




Submitting Numbers to Sandata for Quoting
Adding Employees to Solana MyPay

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 11/10/2025. You will receive an emailed quote by 11/24/2025. The
deadline for submitting your orders is 12/01/2025. End of year processing is just around the
corner!



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

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

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

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

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

B npioyee W-2s X
Setorgs
Tax Reporting Geoup fQuan o '/
Fiteny
Empoyee EQuas +
Ara Reprist Troe
Asg Fine
ADS P iter Group
(%) Finers Summary

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 v
Gather * -

Send Counts To Solana

Send Files To Solana
Create Files To Send To Solana Manually

Create Files For Yearli

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



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

Make sure the Tax Reporting Group and Year are correct.
:‘.G-:l:'IL\ desPro ? ot

[\?‘ Enter the Gather settings

¥ Gather Payroll Data /

Year 2020

First Employee | i3
\La:tE'r-p':-yee | 3 .,-i.

Tax Reporting Group li = IR E =

Cnly Pull Gross Wages (for consumer 10535

Gather Mon-Payroll Data

Na City Tax | 3 4
Admin Cost Center | @ 4
~ Remove Prior Data
Dk | Lancel

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

| ProvaderPro T =

L4 Enter the Gather settings

« Gather Payroll Data

Year 2020
First Employee ) 3]
Last Emiphoyes | G| e
Tax Reporting Groug \ el s

¥ Only Pull Gross Wages (for consumer 10895

Gather Mon-Payroll Data

Mo City Tax B "}
Admin Cost Center oyl i -q-

+ Remove Prior Data

Dk . | Cancel

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

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

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

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.

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

~Processes ™

Gather ! |
Send Counts To Solana |

Send Files To Solana
Create Files To Send To Solana Manually
L

Create Files For Yearli

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

.'13 PrenaderPro T b4

I
'T) Enter the Send Counts To Solana settings

i

=0 e

\ = —

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

Tax Reporting Grou E

10. Click Ok to exit the confirmation window.

11. If you cannot send your counts to Sandata automatically because of technical difficulties,
click l4¢ Reports on the toolbar to print a report to mail or fax to Sandata.

12. Select PR W-2 Counts and click Run Report.

o
Wihich reparting task de you want ta da?
Werk mith Report Graigs
Creafe, marage arnn § gross of oty
[ Craute 5 New Rapart
5] creme e remoet usng sitner s e iaysus o an it one
Select an Existing Report  Aanage or rnun @ report Fom e grid below, Click Neet 1o change Gyowt, dhars stle and other semings or Click Aun Repon

R T Py degatnicp Iy Reparts Fanrones Eimphopee W-ds Dniy

Capwied by SiEny /
et fen Repar Larxel
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Submitting W-2 Counts (or 1099 Counts if issuing from
Payroll) Adding Employees to Solana MyPay

My Company
Payroll - W-2 Counts

Criy: TOL Toledo Ciy Tax

City: WALIS W s e Clly Tt

Courthy: FLILTIOM Fulion County

Caunly LUICAS Lusas Courty

County” LUCASN Lucas Courly Tax - #ork
County: WILLLANS Willisme: County Tax
Mumbir OfEmploy s

Munber Of Employess poross ol Sales Dk Cournies
Hurker af Employsss wilh mulsh Wes
Mumber af Maltiole W-2s

Mumber 0f Seales b ssiCountes:

Sasle OHOH STATE WiH

m-qﬁ-ﬂu-q--u-u-u-g

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.
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Submitting 1099 Counts
Adding Employees to Solana MyPay

Submitting 1099 Counts

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

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

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

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

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

2. Set the appropriate Tax Reporting Group.

Vendo s X

Settings /
. «  Control Account 4.

Form fquss ~ | MISC 1099

Aga Fiter

Ada Finer Group

~
<") Fiters Summary

3. From the Processes toolbar menu, select Gather.

Gather t - |

Send Counts To Solana

Send Files To Solana
Create Files To Send To Solana Manually

Create Files For Yearli

SteP REsuLTs: You will be prompted to enter the gather settings.

4. Verify the tax reporting group is correct and set the correct tax year. Leave the Begin
Vendor and End Vendor boxes blank to include all vendors set up with 1099 information

and click OK.
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Submitting 1099 Counts
Adding Employees to Solana MyPay

:ﬁ:.:u.,v derPra ? b4

I
Ly Enter the Gather settings

e 015 A
Begin Verdor e o
End Viendor | (]
Tax Reporting Group t - R -.i-

A e

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

Click Ok.

SteP 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.

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

~Processes ™
| Gather ! |
| Send Counts To Solana l
‘ Send Files To Solana
|
1

Create Files To Send To Solana Manually

Create Files For Yearli

Verify the tax reporting group is correct and click Ok
r‘& ProviderPro _Uﬂﬂ

:f) Enter the Send Counts To Solana settings

I
Cortrol Accourt 1 o 2@IEF

Tax Reporting Grouwp

e — = J

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

Select AP Vendor 1099 Counts and click Next.
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Submitting 1099 Counts

Adding Employees to Solana MyPay

N Verdor 1099 Reports

T o |

Which reporting task do you want to do?

Work with Report Groups

Creste manage of run 8 group of reports
Create » Now Report

Cronte & rew repoet wing eihwr § new IyTut o SR miting ore

Find

| S| Wy hgmrcy |y

Lo ]
1

Selact an Existing Report  Manage o run a report fom e gnd befom Click Next %0 change lyowr, Akers, style and ofer semngs or Click Run Report

A Payabble Only b—w

" Copy () Perme  Favorie (@ Ddets  AddToGrowp  * /4 Permissions

Name
. Bk

G APVergor 1099 Enoes
i APvencor 1099 Usting
6 AP Yergor 1099 Semmary Bepoet

Qata Cryect

Vendor 1098 Errors
Vendor 3099 Lsting
Vendor 3088 Sumenary

VS ALY — e

Modete  Oethery  Crarged On
——
Accoures..  Predes
Accoures..  Predes
Accoures..  Preden

[ﬁumll el |

11.

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

-
N Verdor 1099 Reports

MureTo Lyost  Stde  Fites  Sot Thes Debwery

Set the filters to select the records that should appear in your final report
Aeport | Subrgert
Select the repont o
mbreport 1o set flters for
Venoe 3089 Courns

12. Click Print from the print preview window.

i

i. e
Bofd Sdt Ggws -HEBEE-EA w

My Company
Accounts Payable Vendor 109% Counts

185 Counta For: Ky Company
Form Type:  WISC 1085

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

Step ResuLTs: You will receive a quote back from Sandata.
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Submitting 1099 Counts
Adding Employees to Solana MyPay

Once you receive the quote, return the completed End of Year Processing Selection Form.
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Submitting Form 1095-C Counts
Adding Employees to Solana MyPay

Submitting Form 1095-C Counts

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

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

STep ResuLTs: You'll see the 1095-C (Employees) transaction grid.

2. Change the Tax Reporting Group to the correct one.
Form 1085.C et X

Settngs /
Tas Repoting Growo > +
Pt
t=poyee to.es e
Anc Al ve Trae
tmpopes -
= Dete Protrer -
300 ACA Pecors -
S 1093 -
D Section L330m v -
A0 Fiver
Asc ¢ er Gro
b | 000001 Aderma Lewn Robert 0 v v
XO002-Lethencn, Ay v v
X00003-Rodgers, Evan v v
XOO004-Barten, Kares Kamberly 20 v v
000007 -Brady, Brockelyn Mchelle 20 v v
\
. Y

Note: You will need to repeat this process for each Tax Reporting Group.

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

Gather t - |

Send Counts To Solana

Send Files To Solana
Create Files To Send To Solana Manually

Create Files For Yearli

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

4. Make sure the Tax Reporting Group and Year are correct.
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Submitting Form 1095-C Counts
Adding Employees to Solana MyPay

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

"] PrenaiderPro ? b4

l?‘ Enter the Gather settings

Yeat 2020 ° /

First Employ=e | i3
Last Employee \ | 3
Tax Reporting Group f o @ -
Email Email Address 1 -

Camnced

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

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

6. Click Ok to close the wizard.
7. From the Processes toolbar menu, select Send Counts To Solana.

 —

. Processes =
Gather ( |
Send Counts To Solana |

[
|
‘ Send Files To Solana

Create Files To Send To Sclana Manually

Create Files For Yearli

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

:'r,. ProvaderPro [§ bt
I
:I() Enter the Send Counts To Solana settings

Tax Reporting Grous St o TS

\ = —

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

‘hich reporting task do you want to do?

Work mith Report Groups
Lrais, MANGOE O M BP0 ED 0 e [:c

Cieate 4 New Repart
Creafse n mew report Loeng Ef1RaT & rew layout o an edating one

Selact an Exinting Repor  Manage or run a report rom e grid below, Click Mewt o change lapout, Skers, sile ard obher seSings or Chck Run Report

ot | Sndese | Mysgumer | MyRapets | Feente | Gacs o | e G gl Gt
Copy [Jj Aerors Favcrme 31 Deles hdd ToGeoup 3 FPemimicmn
Kame / Cats St Moadube Deimery

il = |

!-I;_'q-l'l-m_w ._...-_ L - 1
[ Bt Fen Repart Cavel |

12. Click Print from the print preview window.

B ProvidiePro: - P8 Foem 1085 Counts

Deescription

1085-C Coancs fox

LofawreVarion 4 14207

Higrs ber of Emgpday ees wiih Olabe Sxbiers:
Huriber of Emgiay ees Enpliopsd Ths e
Humber of Emeiayees wih Invakl ACA Recons

Pl bar o Ervesday ik et '<ia e A58 Resras
Hisrmbar of Emglay s with Sacticon 485H Protem
Hgraber of Emgioyees 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

October 31, 2025

Sandata sends out email regarding End of Year (EQY) Processing
Information and Deadlines

November 6, 2025

Sandata sends out email final reminder with instructions for submitting
counts for a quote.

November 10, 2025

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

November 24, 2025

Sandata sends out quotes to customers via email.

December 1, 2025

Customer deadline to return the End of Year Processing Selection Form and
return Authorization Form(s)

December 31, 2025 Scheduled Fourth Quarter Release of ProviderPro and available to hosted
(approx.) customers and for download for on-premise customers.
.'Iligl-:_uary 5, 2026 by 10:00pm Customer deadline to submit W-2 and 1099 data.
Note: Files received after January 5, 2026, will not be processed. Your
agency will be responsible for arranging alternative processing.
Sandata will not begin to process your data until all of the above information
is received.
January 5, 2026 by 10:00pm [Customer deadline to submit 1094/1095-C data.
EST

Files received after January 5, 2026, will not be processed. Your
agency will be responsible for arranging alternative processing.

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

O0OO0O000O0O000000000000 0 0

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

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

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

TASK:
1. Goto Tools > Database Preferences.

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

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

g Database Preferences X
o |
Campiry Hime Jolang Fadwial [D 0 B
Agidrews inka
Agdness L 121 & Fulten St Addnesz 3
city SRR SiMe (OM = ZJpCode (43567
Phose Bumbes
Pore 1 ARG) 335-1730 Opt_ 3 Fhone 2 219) 335-1284 FAK_
Reporting Cptions
Rapart Hame Sl . . ﬁﬂ - - = Ly |':-;£'
e g -rl—.h‘ -'.-\.f -'H-“_f) __f “? .

Click k- Save on the toolbar.
4, Click the X on the Database Preferences window tab to close it.

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

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

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

HenGoe x

Gﬁqﬂ“jn ol Agency CThilaeery' s Division ¥ At

Arcount and Tas [mio

Subject To FUTA Tax. s
de,_.m Tl 1-BE99TT44 )

Agency Cherk Money Aocount ESER
&L Coad Senter d '7@&4-
Arorusd PTO Bzcaust '3'@,"‘":
Accrued Wage Account 3"@‘1‘
Arcrued Expense Acoount [
EIN Groep Allocstion Acounty

S Cpen G0 Add () AddiCopy (S Delete [ Aaports =

Import'Export = [7] Memorize/Aecal 4 Mes Meintenance BB SelectColumns  Defoults

R e AL

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

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

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

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

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

To add employees to Solana MyPay:

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

| Pmcﬁsat_",

| Copy Photo to DataPlus Avatar
|

Update All Missing DataPlus Avatars

|
: Add Employees to Sclana h'1}rPa-,r

3. Select OK to close the confirmation box.
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Bl ProviderPro 7 *

Add Employees to Solana MyPay

Upload completed Succassully

ox

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.

il Schedule ~ &)\ Mass Maintenance Processes v

Copy Photo to DataPlus Avatar l
- |
Update All Missing DataPlus Avatars

£

Add Employees to Solana MyPay / ‘
\

Create new Solana MyPay Employee Key i

A

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

-25-



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

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

To view the registration keys:

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

Kiadie hama Lae? Hame

Agency Ky ANy ramS aliaa

Empicrae Ky RAWTTGTIEIG

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

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

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

il Schedule ~ M\ Mass Maintenance Processes v

Copy Photo to DataPlus Avatar

Update All Missing DataPlus Avatars

Add Employees to Solana MyPay /

Create new Solana 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.

Employees Reparts

‘Which reporting task do you want to do?

= Wik with Repan G oeps
. ORI, AR o 1 3 QroeD o sEpats

Creste s Hew Report
= Cregie § nw raaon wing einer 3 new 1Nl oF 3 gasting ane

Salect 5n Exiting Rapon  Marage or run a report from the gnd bebow, Cick Mesdt fo change lepout, Shers, style srd ofer setings or Click Rum Report

Firad  Abyifpy R Ly dgency | By Feganis | Favomies J bmployess Drly
Cepy | Favenis C Al Te G =
Siikas My Py Lethe [Pay Stunis Oy Empiopesl  PmAndl | Peeiiw
Sl My Py Lether [Fay S -2 Ony fmpiopen Paroll  Ponins
Saiwne MyPy Lether [Fay Shub L W15/ 8085t [mpiopess  Peooll  Predew
Solaa MyPay Lethey fw.-15 Onl e ] Painal  Peeven

Creabed ty Sainra

| |
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?

Woik with Repan G ceps
CoRmle, Mande of 1 3 QrosD of S8 paits

Creste u Hew Rapaort
h’ Creaie 3 new neport uing efiher 3 new L O 3N Essting one

Salect an Exiuting Rapon  Marage or run s report from the gnd below, Jick MNest fo drange lwonr, Shers, style and ofher setfings or Click Run Report

Pind ity P L= | Wy dgency | My Rsgonts | baomes " pmpinyeet Dnlp
Cepy | Fireonis C Aedd Te Group
S ko PPy Lether Pay Stulrs Ondy £ po ety PaAodl  Predew
Lol WPy Lettar [Py Shub u-2u Dy fmpiopen Paroll | Perdew
5o lana PPy Letter By Shub LW Qe 0085.Cr [ plor s, Faandl  Predew
Eoiaa biyPay Letter f-1s Ond Eepedyuetd Pamrosd  Preeview

Created by Holire \
L] Bun faport Carges

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

o 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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o L. LY
Set the filters 1o select the records that should appear bn your Bnal repon

Hepemt ¢ Sapbwrpent Fotwry

Skt tmport o Conte =y

Fovaiar] b net e i
e il T4
e Tra - /

O ) [t Py Dol Cirmaer Thaw o Eoud Tr ot o

Saca tame TR Laxm

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.

hmpTo  lepout  Shie | RRes . Sort Tk Delery

St the filers v slect thie recerds that should appear in your final repor

Aepont | Subrepon Firrs
Galect tha report o0 ke Eauals
subveport 0 pet e do
i pee And - Figl Nyma Contsing L [
AN o ;i Fting Ciater Gresier Tham s Equal T« | 1DULQ0ER .
dei Filgr il Caapiorn Fpl Filiew
AT
uiirow Trew
o = Lenit Payrrent Date Greater Thae or Egual T+ U020
b Pt

el Fltim Carvay

] Fulber o
@fmm-

B gt B Report Cancsl

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

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

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

a. Selectthe + next to Split Report Property.
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" Payrcll Rmperty

Fihaes
1 Send b Printer
1 Save 1o Folkser

T Send Email

Select the delivery method and enter any related information needed

Jump To  Lyowe  Soyle  Filers  Sam Tkes | Debeay

N

Select Code.

" Payroll Reports

F Prevew

" Send to Primier
™ Savm b Pl
" Send Email

| o |

Select the delivery method and enter any redated information needed

JumpTs Lwout  Byle  Fiten  Sa Tiles | Owisery

— | Soit Repart Froperty
COERA Jualidying Evend
C0ERA Resporse
OB Respa

Comprtency Add On et
Couniry

Ciggnty

{FR Dok

DetaPies Awatar Rlenams
DataPius Cand 1D

DataPius Email Sddress Type

*

-+

Select Send Email.

. Payoal Aaposm

© Pravcie

1 Sert b Privsber
S o Falder
i Sarwd Ereai

Select the delivery method and enter any related information nesded

wmpTc lpout  Shis AR So ThHer | Osieey

= | Spl & Empart Froperdy
COEFA, Chaml Fying Evard =
{OoFa fespomne

LB Bespirae Date El

Cormpatersy hoa On ke
¥ Coemtry
+ Coasty
CFF Cuts
DuataPos &valer Flenare
DutaPis o 1D
Dytuks Emgd Agoess Toe -

Fis Trpe v POF w ey Trpe
Erdur Asidrmz b

Ermpil To

Email b

Ermudl By

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

File Type Acrobat POF :

= Address Type

Enter Address

Erter Address
Sand to Email Addiness 1 in Emalogess
Send to Ermail Addness 2 in Employess

Sand ko Efail Addneds 3 in Employess

R

Sand to Email of Type:

l!'l

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.

% Payil Aopo o =
mpTs lmout  Shis  AEew 5o THEr | Ceine

Zelect the delivery method and enter any related information reeded
~ | SpiE Bspari Froper
 Prasvin o v e
™ v b Prirsber

" Syt 1o Fakdei

= Gersd Eread

Saron Lol

DutaPas Avaler Floname

DtaPas Lad 1D

Dtufs Emadl Agavsis Troe
Fis Tine herohint FOF - degdeil Tine
Sand io Enad o Typs / b
Empi dogress Ty o
Imail Subjpst Begeried I Sodag by Ry

Eragd B

St e attachord cha namere foe paur Sednns My Pay scroesrd regirimatian b prmasion |
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Processing W-2s

Learn how to process W-2s:

e Registering with the Social Security Administration

¢ Using the SSA Employee Verification Service

¢ Verifying Tax ID Numbers

o Verifying Deduction Type Setup

o Verifying Wage Type Setup (This is rarely used)

o Verifying Reimbursement Account Setup (This is rarely used

¢ Verifying Employee Setup

¢ Entering Non-Payroll Compensation

¢ Tying Out the Numbers

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

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

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

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

Use
Sonrte i coaratorin (990 e
Form Field Applicabl One EIN Group A t Groups/ Global Global
pplicable ggregate | pach EIN Record 0%al |SEIN
Record Company
Name
941: FEIN Database [EIN Group FEIN Database [EIN Group FEIN NA NA
Preferences Preferences
FEIN FEIN
941: Company Database [EIN Group Database [EIN Group NA NA
Name Preferences |Description Preferences |Description
Description Description
940: FEIN Database |EIN Group FEIN Database |EIN Group FEIN NA NA
Preferences Preferences
FEIN FEIN
940: Company Database |EIN Group Database |EIN Group NA NA
Name Preferences |Description Preferences |Description
Description Description
SUTA: FEIN Database |EIN Group FEIN NA EIN Group FEIN NA NA
Preferences
FEIN
SUTA: SEIN SUTA Tax |Tax/EIN Group ID NA Tax/EINGroupID [NA NA
ID Number |[Number Number
SUTA: TaxRate |SUTA Tax |Tax/EIN Group NA Tax/EIN Group NA NA
Percent Percent Percent
W-2: FEIN Database |Tax Reporting Group |NA If Tax Reporting  |Used NA
Preferences [EIN Group FEIN Group Use Global
FEIN FEIN = true:
Database
Preferences FEIN
If Tax Reporting
Group Use Global
FEIN = false:
Employee EIN
Group FEIN
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W-2: Company
Name

Database
Preferences
Description

Tax Reporting Group
EIN Group
Description

NA

If Tax Reporting
Group Use Global
Company Name =
true:

Database
Preferences
Description

If Tax Reporting
Group Use Global
Company Name =
false:

Employee EIN

Group Description

Used

NA

W-2: SEIN

State Tax
ID Number

Tax/EIN Group ID
Number

NA

If Tax Reporting
Group Use Global
SEIN = true:

State TaxID
Number

If Tax Reporting
Group Use Global
FEIN = false:

Tax/EIN Group ID

Number

NA

Used

1094-C/1095-
C: FEIN

Database
Preferences
FEIN

Tax Reporting Group
EIN Group FEIN

NA

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

Used

NA

1094-C/1095-C:
Company Name

Database
Preferences
Description

Tax Reporting Group
EIN Group
Description

NA

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

Used

NA

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

TASK:
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1. Choose Employee Management > Payroll > Setup > Payroll Tax Reporting Groups. STer
ResuLTs: You will see the Payroll Tax Reporting Group form in a new window tab.
(£} Payrail Tax Reparting Growp X
Payroll Graup Tax Reporting Type Comibined Papro@ Groups -
ElM Group Tax Reporting Type Hot Applicable -
EBN Group
Tax Farm Type Form W2 -
LFse Glabal FEIN
e GRabal SEIM
Lse Glabal Compary Hame
% Open ) A ¥ File leor >
Sailable Selected
rring - -:j
Contractors (Mo Actres Pay Period =t
2::?-..;??-- E-:'I .l: Pay Pesiad il
Fegular [Enbry Femave 4
S5alf Posted
2. Click © Add to create a new tax reporting group or enter the code or description of an
existing tax reporting group in the Toolbar Lookup ( +) and press Enter to view or
modify it.
3. Complete the following information:
Description A meaningful description of the tax reporting group (up to 40 characters).

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

Payroll Group Tax Reporting
Type

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

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

¢ If you only have one payroll group, you will set it to One Payroll
Group.

¢ If you have two or more payroll groups, but need to report and file
them together, you will select Combined Payroll Group and select all

the Payroll Groups below.
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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 If your agency has licensed the multiple EIN licensed feature set, select an

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

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

Tax Form Type o 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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Pagrall l.':-'uuubl
Payrall Groups
| [ Open (@ Add | W Flters [7] #R"F":'“'i

aailable / Selected
| Aged

Descnption
Contacions (o Actwe Pay Period) | Remowe
Dy Services [Entry’
Exetutive (Mo Active Pay Pericd) P
Regular Mg Active Pay Penod | Remaove 211

Etaff (Posted

Click k4 Save when finished.
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Registering with the Social Security Administration

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

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

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

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

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

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

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

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

To create the verification file:

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

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

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

Setvrgs
Tae Reportng Group . +/

L) Finers Summary

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 Solana Manually

| Create Files For Yearli

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

&l PrenaderPro T -

[
'ir) Enter the Gather settings

74 Gather Payrall Data /

Year 2020

First Employee >
\Lasth'p!:"'z‘-’ e -
Tax Reporting Group f o) i3] ] e

Cnly Pull Gross Wages (for consumer 10535

Gather Mon-Payroll Data

Mo Crty Tax B
Admin Cost Center o i@ 4
~ Remove Prior Data
(4. 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 REsSuLTS: You will see a list of employee W-2 information appear in the grid. You do not
need to worry about reviewing or modifying the data at this time.

7. Click = Reports on the toolbar.
STEP RESuLTS: The Report Wizard opens in a pop-up window.

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

11.

12.

% Employes 'W-Ju Reporty - m] b

Which reporting task do you want to do?

Work mith Repart Graups
e ] Create, MERdGE G1 A § Grou B reset

Craate a Mew Repart
Creste § nera report Lmng sither & new lyout o an sditing one

Seluct an Existing Report  Rtamage or run a report from e grid bekow. Click Mewt to change layow, Skers side arnd other sesangs or Click Aun Report

Fnd [=—— i by gy | - by Repors | Faowomten | Paiei Do | ke Weda ey |
"y Copy [T Asrams Favcrite |31 Delets  Add TeGeeup « [} Fermimicos
kame Dt Object Wogie [ Cranged On
i,
L PR W-2 Counh W2 Cour Sagrall -
PR W-d fman Wi fmare #xral L ATEN
PR e Fegeral Cumndeg vl Feperal Pl Sepima
PR V-2 Fagrsl Smeriary el Feoersl Sxprol ECRTSY
s PR -2 St avdl Lacat Deladed R T Payral FeEvitw
; -2 Dt ardd Lac) Sommiry W2 St A Liviad Pyl Prien
= —— =
e PO T T e - .
|Ceewied by Satama ke e kTSt oy D oSSR S et |
Bt Ror Repart Carwel |

Make sure your Tax Reporting Group filter matches the one you set in the grid.
Click the Delivery tab on the Jump To bar.

N Employes W-2s Reports - o x

lempTo It Popeties Shle | Ftes Sot  Tes  Detvey /

Set the filters 10 select the records that should appear in your final report

Reguoet/ Sutergent Setrcn
Sebect e repont o0 Tax Regorng Growp Eauals . r +
sateaport 10 set Shary bor

[T W2 Soci Securty s o

200 Faee £33 Componn Fudd ¥ e
Ass Fler Grop

Click the Binoculars icon next to the File Name.

N Employes W-2s Reports - o X
JempTo Lot Pogemies Syt RRers Sot Ties  Oeteery
Select the delivery method and enter any related information needed
i
(Pwaen 2JsesrdepatProgeny
1 Senc 1o Privter Fle Tyge Fiued Leagtn Document
 Saw 1o Polder Pie Narve T Urery shasys Devtop SINVI.00 < )’
™ Serci tmat
Saxs Och

Select the directory where you want to save the file and click Save.
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o Save As b
+ BB : ThisPC » Deskiop w Cieskt o
Organize Tew folder - o
L] [ i Dats e A -, -
""_I Dropbeos la L ddimcd =
bills 324515 11 aml ext Dioscument KE
i Cinelaive 2
so Dhstrbarbion (CAMYOM) - Shorout
B Thia PC i Documentation
BB Desktop ¢ Leareng - Shortout ; sk A
Decuments .| Warketing
Mew T
& Downloads S e Ducuare
& Progects - Shemeul
J‘\ Kusic i ¥
i shartyn (bonnesillefsuser) () - Shortou 2 36 &
ISl Pichams ¢+ Suppoet 'Web
B Video: & Traming - Shortous
‘e Local Diek (C:) & Wab - Sheroul

B DVD W Dyive (T

Save as type: | Tet File

o VideFolders e

13. Click Run Report to create thefile.

% Emplayes -1 Report - u] b

bomp T Layosd  Poperien Shie  Fles  Sea T Devery
Select the delivery method and enter any related information nesded

= + | Spii Repart Properm,
™ Pravviars = -
™ Sand 83 Fenker Fie Type Funitad LEfgre Ducumasn

" Sawp 5o Foiier

i~ Sena Bl

N\

B B Reppart Carcri

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

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

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

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

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

To create the verification file:

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

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

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

D Empioyee W2s X
Setmrgs

Tae Reportng Group . . M

Empoyee fQuas -

Acg Repriet Troe

() Finers Summary

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

Gather t - |

Send Counts To Solana

Send Files To Solana
Create Files To Send To Solana Manually

Create Files For Yearli

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

.‘G PrevaderPro
[
'ir) Enter the Gather settings

4 Gather Payroll Data
Year
First Employee
\Last Employes
Tax Reporting Group
Cinly Pulll Gross Wages (for cons
Gather Mon-Payroll Data
Mo Crty Tax
Admin Cost Center

~ Remove Prior Data

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

umer 10535

Dk Cancel

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

6. Click Ok to close the confirmation message.

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

7. Click = Reports on the toolbar.

STEP RESuLTS: The Report Wizard opens in a pop-up window.

8. Select PR Employee Address Verification File and click Next.
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! Imployee W-2p Fepors

‘iwhich reporting task do you want to do?

Whork with Repor Groups
Cremie. manape of ran s raup of repons

| E| Create a Mew Regant

Crenis & rem repert uming st @ mew lagea o an sisling sne

Ty —— -

Solect an Exisiing Report  manags o rum e repan bom the grid below ek feeet i change liyout, flers siyie and ather semings or Click Aum Repen

! Fieu | Samdun | Mysgency | Myhasets | Feemes | GaniDo | Emplyeedilel |
Copy ([ Aenasme Feome iz Deete Folimoep = [ Pemasons
Famp Elais CEjrs [T Cwlrvery Changed Se | Lher harre Tays
i
i PR Sodad Security Humbar deBcation ot . W2 Sodal Securty B Payrall LT ammen, SEHVE
PR WL oty WL Counts Pagral P
PR W2 Ermars W Emos LT Figwew
PR W2 Fecerad Datsiled W-2 Fecarsl Payral Prevaw
& PR W2 Fegersl umrrary WoE Feaersl Bayrall Erg.ae
F i W2 Simte g Lol Dtaied Wk Siabe Analocy Pagral Frgog=
PR -2 Siate srd Locsl Summary W-Z Statw And Local Pmyrall Ll B
| Ereubad Ey Salasa Fie Hame: T2 \
r Mt || fanRagort Canost |

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.

N (mplogee W-25 Raponts

(] x
JmpTo Layout Moperts  Shte Ares St Tile nery
Set the filters to select the records that should appear in your final report

Report ] Subwegurt Setnce /

Sadect the repcrt oo Tax Rlagerteg Grop Eounts « | Py Man ¥

Subeepont 10 et Fders br

Evgioyee w.ls |

Ermgloyes Eqvels L e
fad +| r~Repist Troe
A3 Fer  fud Coantioon Fraid Fiber
24 Fiter Grong
11. Click the Binoculars icon next to the File Name.
N [mplogee W-25 Pagorts o x
mpTo ot Meopertis Siyle FAen  Sot  Tlis  Oereny
Select the delivery method and enter any related information needed

e LjSon Pepont Progerty
€ Sena to Prvner Fie Tpe Tt Docurent ~/
® Save to Folder Pie Name CUrery ahayr Deiktop addrernerdxaticntfe o o
" Seed tmat
Smen Crls

12. Select the directory where you want to save the file and click Save.
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13.

14.

15.

16.

e Sawe s W
+ B+ ThsPC » Duskiop - &

Organite = e Toider - - (7]

B This PC
3 0 Objects
N Desktop - _'_—— —

+ Documant

; Durvwsd ini i )
B Music =“
& Prture ||.=

B vedem -
. Loced Dk {Cn) g

. .
= deparments (4 Tl F

= whardyn {1 bonm

mpots Distrbution (providerprode - Shartout
ap shaved [VBonee

TR TL P ey sharke ekt pusddiessesrficaontde o

Savcw . types Tant File [t} -

~ Hade Feddders 1 Fad Cancel

Click Run Report to create the file.

% Imployee W-2y Reporis ] 5

JenpTo  Lapnd Pesperts Shie ke Larl Titkm | Cwirery

Select the delivery method and enter any related information nessded

_fl Spi Mepers Propeity

| Frevis

€ Sgrl b Peinter Fie Tipe Teat Document

F Sawe b Foider Fig Mame iy s D Hop s ddre preerficatia ndile oo 3=

€ Sevd Emsi

S el

Eaoe Eun Repart Carcet

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

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

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 nhumber(s) are set up properly for each tax.

To verify your taxes:

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

2. Opena Tax.
3. Verify the following information:
e The 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.

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

Amax =
@m oH ) Description OH STATE WM
GL Accownt t = '-.'\-}.:'I,-:'?’%' =] Aciive
Tax Categody Hate Withralding r City Taw Location Work i
Shate Anbiedalion 0H ¥ Courlty Thx Lotaticn Wadk ¥
Resident Tax Percent Q0000 Ceher Tax Location Work »
Minirmum Taxe Percent eliiii] School Tax Locstion Wk -

Identification Humper 5161440110 Exem ption Amaourk L0000

Additioral Wage e

-2 Type Hone -
" Threshald

‘Wi-2 Code Additioral Pevcentage il ]

Femittance Frequency Payrall Period
ithhokding Agency T et ]

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.

4. Ifyou have licensed the multiple EIN feature set, click the EIN Groups tab.
5. Selectan EIN group in the grid and click View or Open.
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i Import/Bport =/ I Comments

@) Accept (G Accept & Add (Y Accept & Open Nest [ Repons =

MemorizeRecall = 4 Mass Maintenance

EIN Group

Gl Aczount

Resident Taz Percent Q0000

2-20800-065 - Sakes Tax Payabile
Ierifcation Mumper | 467538

e
IR
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Verifying Deduction Type Setup

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

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

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

.{E}.?rlll." o Type 2K
Deseriphion Medical Insurance 7! Betive
IMain

Category Health Section 125 Cafeteria v
GL Account £ <. fap] 19D %) ]
Remittance Frequency | Monthly -

-y W
Withholding Agency BCBS o+ 355 Blue | = F‘f‘

V-2 Type None
W-2 Code

Mo Employee Deduction

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

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

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

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

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

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

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

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

= \
() Breakout Type* Lo | &) e
9) Accept P Accept & Add (@ Accept & Open Next |4 Reports
Import/Export + [7] Comments Memorize/Recall  ~ 4\ Mass Maintenance
Code MEDO1 v Active
Description Medical Employee Override Deduction Suppression

Calculation Type Amount v

s | Health Coverage ‘-e:o*‘.a:le(

v Health Coverage Reportable

Deduction Type Breakout Premium Amounts
¥ Open (© Add () AddCopy (© Delete |, Reports v

Import/Export  ~ [7) Memorize/Recall  ~ 4 Mass Maintenance R Select Columns

“«

Effective Month Effective Year Monthly Premium Amount

2019 $72200

. J

c. Ifthe Health Care Reportable check box is selected, open the Deduction Type Breakout
Premium Amount and verify the values are correct.

= Al
(g Premium Amount li]ﬂlé
i (@) Accept 2 Accept & Add (@ Accept & Open Next |} Reports ~
Import/Export  ~ U Comments Memorize/Recall ~ 4\ Mass Maintenance
Effective Month 12
Effective Year 2019
Monthly Premium Amount §722.00
Q J

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

f. Click kil 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.

TAsSK:
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.
(@ Non-Payroll Berefit Type X

Description Vision
v Active

Non-Payroll Benefit Type Breakouts

¥ Open © Add @ AddCopy @ Delete | Reports ~
Import/Export  ~ ['] Memorize/Recal v & Mass Maintenance Select Columns Defaults
» : VISFAM Vision Famaty J
VISSINGLE Vision Single v

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.
r/b Non-Payroll Benefit Type Breakout* E=REC &’\

O) Accept > ept & ™ Accept & Open Next 4 Reports -

Import/Export - : ] Comments Memorze/Recal v & Mass Mantenance

Code VISSINGLE
Description Vision Single

‘r Heath Coverage Reportadle

Non-Payroll Berefit Type Breakout Premium Amounts
¥ Open O Add € AddCopy (©) Delete + Reports ~

ImporVExpont  * : 1 Memonze/Recall * & Mass Maintenance ﬂ Select Columns Defaults

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

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

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

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

2. Open aWage Type.
3. Verify the W-2 information below.

%'\’v‘age Type X
Main | :

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

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

S account X
Acount Num ber Descriphion
1076 70-00 Miss Hon Ressbursable 4 Ative
afsaunt Drgin General Leggar Accaunt
Aprcount Type Experes
P Eollup
Repor Detail Type Detail
Subaceounl Calegony C £t E P:’E: E "'u'
Lubacoount Filter '.F" \_}""=u'
W2 Information
W2 Type Mo e W2 Coage
In this field: Enter or select:
W-2 Type * None
e Box 12 Generic
¢ Box 14 Generic
Note: If you are unsure of which W-2 type to select, consult with your
tax accountant or the IRS.
W-2 Code The one- to two-character W-2 code associated with the W-2 type
selected.

4, Click ki save.
Note: The account must have a subaccount category of employees.
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Verifying Employee Setup
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TASK:
1.

2,
3.

Go to Employee Management > Employees.

Open an Employee.

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

-“E"PK.I_I':'I x

Code First Mame
Q0000 Egym
main |
Phate 3| lid &

jH’uwﬂeer Int=gration

Enclisie Fram Employes Begusramenty
o LUseIn Billing/Day Servces

Billimg Flacehoider Emplopss
Proviger 101
Provigier 1D 2

B3

User ‘:_'J;@PE|

Blicdle Mame Last Mame
Fober wdams
jpﬁmt" Iormation

Mickrams

Maigen Mams

Sex baie -

(ss.}u 34567 5901 )

Marital Stahs Zingle

j Employment Inbrmation

Lhee Pasifios Comral

Hire Date OO 2003 =
Wark Status Full-Time
Cirectar

Manager

Growp

Dutaislt Cost Canter

Suffi

Date Of Birth
Date Of Death

Age

‘fears Employed

Full-Time Equivalency
T[N o
Fae | 3
Fae 0 3
Fam i %

O02eaneTo -

100
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4. _On the Contact tab, verify the employee’s address.

L Employes X

Code First Mame Middle Mame Lest Mame Suffix
o0t Kevin Robert Adami M o Active

1 act srzing 1g | Educwtion | Esstustions Deaciptme | Teminaton o fsbire i
T | Cantact Inio v tit 1 Teraeitt P . < E i F B

Adginess

Adgwess ]  VEEOak R, Address 2

City bt State oH = Apade AISS1 Country | U= - uniea had i
Phare Fumbers

Prore § EAMIATARIA. | | HOME -Hame e 3 R

Phare 2 T FailiG

Prare 3 B et ez i
Emal Apdresies

Email 1 ssron@mrddsolutionicom 00 o r;‘{"@&i

Email 3 e o
Email 3 r.]!@ g
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On the Benefits tab, make sure you have any non-payroll benefits setup for the employee.

L Employees - X

Code
e e el

First Mame Fliddle Hame

Robert

Lass Kame

Kewin fdams

Benefs Type T ip @ E -]:
Employes Daductons
| Open (3 Acd @ AddCopy (E) Delete

Bensfils Eligibility

ImpatfExport = [ Memcrizeffacall = g Mass Mamtenance B Select Columns
Ereakoan Currer Start Stop Active .| LICA
b RD]EPAERCENT -SR] Pernect 00 Ly
DENDS-Dentsd Em plopes/Spouse 10000 o o
UFE3-Life Effplopee Saaimss 120000 o
LTO-Long Term Disability Employee £5000 4
WEDOTMedicsl EmployeeSpowe 5000 f =
\ FTD-5hart Term Disagility Emplopee 1500 )
Employee Moh-Paywall Bensfils
| %% Opsn (O Add & AddCopy (S Delete [ Reports =
ImportExport. ~ [5] Memorizeffecall  ~ 4 Mass Mainiznance | B0 Select Colwmns

Fan-Payrall Benefit Seeakoat Start Date Stop Cate
¥ Vizon Family R0e

Sty
I 4 Agthae

Defaults

Defaults

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.

FLEmpiayee X
Code First Mame Midle Hame Last Hame
[ el Ewin Foberk Adamsi
g h ¥ [1a)s 1 al
PlEm ( 2 ges | B
Phato |"3’|L}|Hi@| = | Persomst Infrmation
Hicknams
Maiden Mame
Sex Kiale x
SEM 345-67-8001
Marital Status Single
= | empiayment recrmatian
= | Pravierpec integration
Use Pasition Contral
Exciude From Emipl uirements
ey Ao Hire Date DLOLI008
9 Use In Billing Doy Serdices
x Work Status Full-Time
Bairg Flacehalder Empl
oy Directar MEDDIR - Mscical Direchar
Peovider 10 1
Mzrager DCM - Direct Cane SManager

Groep B - Dwect Care

Default Cogt Center

Drate OF Birth

Date Of Desth

Age

vaars Employped

Full-Time Equivalency
t/ S
a3
G
E IR

QL08R -

54

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:

TAsK:
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:

Fiempioyee X

LLeee il Kedn Raobert Adams K

Kon-Fayrofd Comnperestion
% Open é’}" Aod () Add Copy @ Add Recuering 4 Feports = R Select Cowimng Fiters

Defmubis

F | D000 AdAmmE K 9030 WL 40000

i T Ot it o .l S DR CRE Ly T (N ¥ 1 NP SO oo il SRR o ¥ it ¥

Click © Add.
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Submitting the SSA Electronic Submission Information Form

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

{F} Non-Payrall Compensation Entry SRR
. Il Save |pd SaveBihdd | Save&Close | Reporis »
ImpordiExport - = § | [E Comments Memornze/Recall = [FF] Schedule = | 4 Mass Maintenance

Employee 1 . J‘IK‘-}J |_-%-=|I—"|=|

Date

Type Auto =

Taxable Wages $0.00

Federal Withholding 50.00

Social Security Withholding 5000

Medicare Withhalding S0.00

State Withholding $0.00

State Tax -‘:..-h@:‘q}-n

Equivalent Hours 0o

Remittance Processed

L5

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

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

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

¢ 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.

o 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.

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

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

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

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

To print the non-payroll compensation report from ProviderPro:

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

2. Setthe Date filter to the correct date range.
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(g an-Payroll Compentatian Entries. X

Filkis
Empicyee Exguibis "i'i
Ard | F Oate Bebamar - 11,2020 12312020
AND Type Equis L]
Akl P
Add Fiter Craug

¥ | Fillers Summany =

Emplopee Ciake Tipe Egquivalem Howrs

L VR N o R P R o P SRR T s e

Click Reports on the toolbar.

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

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

|5 M-y Cosspeazation Erones Reporms

‘Which reporting task do you want to do?

W with B port Groups \7 Lina Irpary Rikars

Crante mansge arnn e greup ol mearis

Create s Ham Rapard
Cramin @ raw raport cing  Bhar  nis Lyouk or anesinting are

Sellect an Exleting Arport  Aanage or rum & rapon fom 4 gd belom Sick Mees 1o changs Lyowes, Shars, styl and oter semings or Clidk Fun Rpon

Find . m E hlh_f.ﬁ?wr]: M_fhﬂ‘ E Fasonitan | PapsliOny | Mwwimﬁh&.:
Copy Famurra Favcriea (G0 Oainin AddTeGowe = /0 Pemimora

Kare Dats Otyjact Maduia Dl vary

45

.;:.r.l-llld by Salea B g
I ol ‘ =

| || Py B Cavced

SteEP REsuLTs: The report will open in a print preview window.
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Solana

My Company
Payrall . Mom Payroll Comgesraticn
By Errpleyee
= Dai 1 T scabla Facharal W icam WH 55 WH Stabe WH Simte _Fquivalent Hrs Procssssd
SO0 Adams Kesn Aoy
[rakie] Al 0000 4500 103 e 5 H ik ] m|
pam3 Auin 300,00 4500 oo 3000 o0 oH nw ]
0504 Ay B0 4500 03 305 & H DR 1
203 A 300,20 4520 o2 3500 & &H s O
1200000 gLk L Ll s bale E (ol
00174 Aittight Hil 2
oans Shont 1880.60 180,00 2175 &3.00 430 oH o A
T ) 175 CLE G [T oW
SDIE0a Hurm e, Disriand Died
e Auin 1300000 2000 0505 BaG 05 TR oH Ll a
1,200.00 20000 10008 008 TEa0 ) [
e Errasrsper, Michuesl
ey Ay 1,900 90 20090 10505 S TR oH Do a
1,860.50 200,80 [[s 106 35 1550 (1) [T
\;' 4,700.00 _.-l" - Fa000 221TE 33300 22400 D0 oo

5. Click Print from the print preview window or go to the Export menu to save it as a PDF.
6. Click the X to exit the print preview window.
7. Click Finish to exit the Report Wizard.
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Tying Out the Numbers

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

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

TasK:
1.

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

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.

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

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

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.

G
Tax Reportng Geoup 2 +/

Empoyee EQuas +

() Filers Summary

B A Y & s o o U NG NN NPV U

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

Gather t = |

Send Counts To Solana

Send Files To Solana
Create Files To Send To Solana Manually

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

&l PrenaderPro T -

[
ir) Enter the Gather settings

Year 2020

74 Gather Payrall Data /

First Employee >
\Lasth'p!:"'z‘-’ e -
Tax Reporting Group f o) i3] ] e

Only Pull Gross Wages (for consumer 10535

Gather Mon-Payroll Data
Mo Crty Tax | i3]
admin Cost Center o i@ 4

~ Remove Prior Data

(%, Lancel
4. Complete the information below as needed and click Ok.
Gather Payroll Data To include payroll data, such as wages.
Year The tax year for which you are gathering W-2 information.
First Employee/Last The beginning employee code and ending employee code of
Employee the employees you want to include. Leave these boxes blank if

you want to gather for all employees.

Tax Reporting Group The tax reporting group for the data you want to include.

Only Pull Gross Wages If the payroll data is for employees (such as consumers) who
only receive 1099s.

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

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

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

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

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

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

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

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

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

Click Ok.

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

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

SteP REsuLTs: If you clicked © Addor sﬁ?Open, the Employee W-2s window opens.
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A Secial Security Withrokdieg FH06Z8 137 stateory Emplopes
% Wiedicare Wages S8 00 Fetirernent Flan
B Wedicare Withhalding S113E Third Farty Sick Pay
T Gascial Security Tips S0 14, Lins 1 SCIES 222.00
B Allocated Tips 5000 Line 2 TOH 20.18
8. Advanced EIC Fayment 5000 Line 3 EBOTS
Misclaneois W-25
% Open () Add &) Add Copy (S Delete . Rezports =
mport/Expart.  +! [7] Mamerize Recs v s Mazs Maintenance B Selert Columns Defaults
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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
Wages is selected, then it pulls from the wage information from
Employee Payments and doesn't even look at taxes/taxable
wages.

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

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

4. Social Security
Withholding

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

5. Medicare Wages

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

6. Medicare Withholding

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

7. Social Security Tips

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

8. Allocated Tips

The Gather does not calculate this amount.

9. Advanced EIC Payment

The Gather does not calculate this amount.

10. Dependent Care
benefits

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

Transaction Year

The tax reporting year.

11. Non Qualified Plans

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

13. Statutory Employee

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

13. Retirement Plan

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

13. Third-Party Sick-Pay

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

14.Line1,2and 3

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

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

SteP REsuLTs: If you clicked Add or Open, you will see:
@ Miscellaneous W-2 — O *

Q_:i} Accept (@ Accept 8 Add \\f"\' Accept 8 Open Next |5 Reporis -

Import/Export - D Comments Memorize/Recall - &. Mass Maintenance
Code OH
D Mummber 5161440110
Tax OH - OH STATE W/H < [0 % =
Wages 58,173.00
Amount 520743

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

Type Deduction, State, City, County, School District

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

Tax The code of the tax.

Wages The amount of the taxable wages.

Amount The amount paid.

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

TiEmpicyes Wi x| [FjEmpicprs W ¥

Tax Reporting Group oy i3 % ,__1_ i 2019
ETRgAc ( ol il w Reprin

EIN Group @A F

Ermploper EIN RER ]

Empdcyer Hames Solana

Empaciptr Proes 419] 3351280 Ot 3_

Empidoper Address 1 122 5. Fukom 5&

Empacper Aduness 2 Suibe 222

Ernployer City YWauseon

Empéorper State oH

Empisyger Dp 43547

Empiéoyer Mading Address 1 122 5. Fulton 5t
Emphoper Mading Address 2 Suite 221

Empicyer Mading Address § Wouseon OH 43557

Empdoper Mading Address &

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.

DEmployeew-2s %X ([ Evwloee'W-2 X

Tax Rapearting Group P e e e o\ *

Employes :r:J_| G [ Beprint

e

Errmioyee TIN 1234567859
Emgployee First Name fang

Eralayes Maidle Mame

Emmployes Last Mame Heidel

Errglayes Suffx

Employes Address 1 &411 Coungy Road &
Ermployes Addreds 2

Employes Oty Hamler

Emplayes State oH

Irmployes Zip 57529

Employee Mailing Addeess 1 B4 County Road &
Errmioyee Mailing hddrsgs 3 Hamier OH E7523
Emaloyes Malling Address 3 |

Emaployes Mailing Address 4

13. Enter the following information as needed.

Employee TIN The employee's tax ID number, including the necessary dashes for
this W-2

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

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

16.

Employee Suffix The employee's suffix, such as Jr., I1I, etc., if needed (up to 10
characters).

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

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

Employee City The employee's city.

Employee State The employee's state.

Employee Zip The employee's zip code.

Employee Mailing The employee's street address

Address 1

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

Address 2 leave it blank.

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

Address 3

Employee Mailing Leave this blank.

Address 4

Click k# Save & Close on the toolbar.

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

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

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

Which reporting task do you want to do?

‘Work mith Repord Group
|

Cridle, Manige 9 run i growe of ot

— | Crmats o Mew Report
=

Create § new report Lsing sithar

m ravws ok or wneiding one

Seluct an Exiwting Report  Aanage or run a report rom e grid below, Clids Hext o change lapows, Skers_ side ard other sesangs or Cick Run Report

Sundmsi | Mybgmep | MpReperts | Fasoole Erreviopms e Ordp

ey Veri oy Expart Fie

Ceeyied by Sises

[ FenRepar
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Step ResuLTs: You will see the error report in the print preview window.
(5] ProviderPro - BR W-2 Errors

: hle Esport
] | S B 10N = | e B [ (ED-

My Company
Payroll W-2 Enrors

Exmor Measage

Saftware Version 40000002
Ay Littieson SEH Is missing
daneHeidd S5H I3 miszing
Camaran Cumn S5H |3 missing
James L Franano &5 is mizsing
John C. Gooded HEH i3 mizsang
Hald Albeight Acdrens 1 is mesg
Hil ) Albeight Cily i migaing
Hil J Albwight Tip Code s msang
Hul J Albwright S5H s missing
Lora By e Jameson S5H s missing

It will show the following errors if they exist:

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

e Missing Address 1

e Missing City

e Missing State

e Missing Zip Code

e Missing Social Security Number

¢ Duplicate Social Security Number

¢ Ohio School District Code Greater Than Four Characters

e Taxable Compensation Equal to or Less Than Zero

e Tax Withheld Amounts That Are Negative

e Local Wages That Are Negative

e Commas or Quotation Marks

e Missing Agency Phone Number

o State Taxes Without an ID
17. Click the Print icon and refer to this report to correct any errors.
18. Click the X in the upper right corner to close the print preview.
19. Click Finish to exit the Report Wizard.
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Note: 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 ResuLTts: You'll see the Employee W-2s transaction grid.

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

0 tmpioyee < X

Setorgs
Tax Reportng Group N -M

Empoyee Qs +

A~ Reprit Troe

Lt gt 5 0P Pt ot D o B Pt il

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?

. Work with Repori Grougs
. Crante; mansge orrn @ greug almear

Crowte s Mam Rapart
Cranin & rew repert wing afher 8 new oot or anoting ane

Select an Exleting Aeport  Manage of rur & rapor from 9 grid belom. Clide Mess 0o changs layows, SRers, syl and oher semings or Click Aun Repart

Printing W-2 Reports
Cities and Counties

Fi Saandarde iy fgancy l ity o Fasontan aprall Oy Ernpiceysn Wi-2a Crdy

oy [T Faccrim AddTolooue - 1 Pemmon

kamg Duia O jct Module Du vy Changed On Ly Mars
W2 Doty Panrdi Presyiss
W2 Erpes P B e
-2 Fedeni Pyl | Previes
g Fedesnl Pl P

2 Siale An Locs Patod | Prosiss

L2 Bimie And Lacy Pend | Proaes S

Cranied by Zolane

Fila Marac D e r'abariyrs Deddo p S

Pt Fu-iwnr." Canced

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 Stateand
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 Company
Payrisll W2 Fudaral Summany

Printing W-2 Reports
Cities and Counties

el

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

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

To send your files directly to Sandata for processing:

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

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

3. Change the Tax Reporting Group filter to the correct one.
(O Empioyee W-25 X

Setorgs
Taa Reportng Group - ‘ -f/

Fiteny

Empoyee EQuas +
A Jeprt Troe
Ada Fine

Ads Piter Group

~
() Fimers Summary

4, Gotothe Process toolbar menu and select Send Files To Sandata.
:-am
Gather
Send Counts To Solana
Send Files To Solana (

Create Files To Send To Solana Manually

Create Files For Yearli

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

_-:t":;pll.'w derPra

[32 Enter the Send Files To Solana settings /
St | i A
\_ ok || Cancel

? x

Tax Reporting Group X

-80-



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

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. Ifyou 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 new users an email to access their secure portal.

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.

To do 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.

O Empioyee o X

Setmrgs

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

Processes v
‘ Gather -
Send Counts To Solana
Send Files To Solana
Create Files To Send To Solana Manually

Create Files For Yearli

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

5. Click the binoculars icon (“#) next to Directory to browse to where you want to save the
file.
_-.&-:pIL"r derPra ? *

[}') Enter the Create Files To Send To Solana Manually settings

Tax Reporting Groug | i * .+

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

£# Dropbox "
‘@ Onelrive
& sharlyn Dimick
A This PC
=3 Libraries
cF Metwork
[EE] Control Panel
& Recycle Bin
W-2s W

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

i

,‘G PrenaderPro T b
f) Enter the Create Files To Send To Solana Manually settings

Directory [ sersishartyniDesktop o

Tax Reporting Group N T

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

Ok Cance|

8. Click OK to close the confirmation window.

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

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

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

11. Send an email message to Endofyear@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.

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

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

Important: Contact endofyear@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. Go to the email you received from our processor with the link to their secure website.

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

You will then Click on EZ-File.

2

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

4

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

Note: You must download these files. our processor does NOT guarantee keeping archived copies
of these files. Sandata will begin removing these files beginning the first week of March.
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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.

&F Tax Reporting Group® X
1PN
Hama

Federal EIN

Availabde Selected

2 2000 Arcaurty Payalsls ' -;rr.;\g-
2-201:00-00 Aocounts Fayabls
3-20100-00 Arcniants Papable
1= 20100

00 frcounts Payabls R

Summarize By EIN Groug

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

3. Complete the following information:

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

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

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

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

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

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

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

ACLoUs

T Open ..}_, Add ¥ Filters ;_' § Reports = =
\ vai labde / Galached

1000000 Agcourts Fayabae I Remnees |
2-20100-00 Agoaunls Papable

32010000 Accounts Payable i
v g T

4. 20700-00 Accounts Payable Rassrons )

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 '@t Reports from the Accounts Payable menu or navigation pane to launch the Report
Wizard.
2. Enter"1099"in the Find box.

Account Feyable Reports - o w

‘Which repanting sk do you want ta da?

| Wz it Bepert Grougs
B ] Create manage ar s s grows sfreperts
| Crmmte s Mow Report
el Create & rew repont LRING #ENT B e lnypoet o an Fditing one
Seact an E'Ifm't Manage o fun @ report rom tha grid Bakow. Chck faaat 10 charge lapct, M, e and othér seings or Click Aun Repon
Find e Simadwcn | My Agency Mpimporis | Fawcrem Arcour ey Oniy
Copy I Faeormin o i

Crawied by So b

et Bi Bepei Carcal

3. Select AP 1099 Summary Report in the existing report grid and click Next.
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‘Which reponting tesk do you want 16 do?

‘Wark with Repart Grougs
CIENIE. e 07 N QI Ol Eps

Creale 3 Mew Bepan
CIRETE B P AT LI BT B i LT 07 B Skt ane

Sclact an Exist Aopdil  Manage or run s report from the gnd belom Click Nest o changs layout, Skers, shie and céher sefings or Cick Run Bepart

Find 1059 | mwdets | ypopecy | MyRepors | Feeoatss || Accownis Pagsse Doty
“ Copy- [0 Renare = Fovorbe 30 Doete.  AddToGrowp = 5 Pemiskis
kame * | Daia s e pad i [ Changesd O LEei R
{3 AP “andar 1099 Caunts “ardiar 109 Cauniy Arcounts Payabls  Pravies
.:; AP \argior 10609 Errzm argdar 1099 Errom Amzurds Peyabls  Prevess
“arciar 1099 Listing Arzourts Payabis  Pravies

Y AP arciar 10599 Liting

i "
|

o E ——

[ Mot A ot || et |

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

| 1 —
Crenien 1 Sk

\ uraTa Limet  He Falers| Sor THes  Debeeny
Set the filters to select the records that should appear in your final repart
et the gt or Dt Herarer, Ve - 123173808 =
subrepot iz el Fliors bor
Verdd e 3098 Sumary P Canrol B Fousin a R
 AadFm s Cumion e e
bl i Grzap
| ma o o] e |

SteEP 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 <
B RS e 1w - e RED ma 11 o ® 5

'“H"fhrr‘*mi‘,l'.‘r--.
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6. Click the X in the upper right corner to close the print preview.
7. Click Finish to exit the Report Wizard.

Printing and Reviewing the Vendor Address Listing

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

To create an address listing for vendors from ProviderPro:

TAsK:

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

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

Wl with B pori Grougs
Cranta, mansgs armn s greup ofmpars

Croate o Mam Ko part
Cramin @ raw rap ot cing  Bhar § nis Lyouk or anesinting are

Sellect an Existing Arpost  Aanage or rum & rapon from $e grid belom. Click Moo 1o changs layows, Shars, styl and ofer semings or Click Fun Repaon

Fnd vander | Sencdedr | Wiy Agency I WiyFeporn | Fasonim | Acecunts Pavabia Onke |
Copy I-_'il Famnara Favcrin (30 Calein AddTeGoue = /7 Pemmcma
Kame Dats Cljact Hodule Dukrwary Chargad On Uar Plara
fa AP vienony Disti bl Wengar Désibations Apcrants Prable Proves
& APYeroar Tramsacions Fon Semmary WERDOT Trarsamiong Acrunts PRabie Pt
i AF¥eror TROGICHYE L) Kes ard Fapmesnts PERDDT TreEam oG Anpunt Faable Previts
i AFyengar Trsamion [ ies Oniy WERDO! TR NG ATt Paable Previss
AR Yendar Tresadions Paymenis Only e Trasa e Apcpands Payabie  Prsse
i APvergor Detaien Wengor Arcrunts Paabie Previss

[ o] |- v

|craaten by S lana

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 i R ot Grougs
Cranta; mansgs orrn § group ol mpars

Cromtn o Mam Rapart
Cranin 5 rarw raport wuing afhar § re ook or an ending are

Sellect an Exjsting Aeport  Marane of rm & rapon Fom o gid belom Qide Meet to changs layour Skars, sty and ofwer semings or Qlide Run Rapart

T | e[ by gemey |y e | Fasontan || Acccunts Payatta Cnly|

“ Copy [f] Remara - Favorte @ Osinis AddToGoup + 3 Pemimcn
E Hams Duta Oijoct Hodube Cukrary Charged n U Plarar

B AP ¥enoor Disituion RN T R O Apcras Pryble P

B APYenoor Tresamions Foom Semman Sendar Transatiom Acpants Paatle  Previes
B AP Yeroor Treeacion lneakes and Fapmests ennr Tresation Apcnats Paable Praviss
B aPYenoor Tresamion [nkes Only HENDO T TREGAI NG Apms Paable Previes
B AP yenor Trwesmion Prments Dok YR TrRBa e Aperasts Prable Pravss
i AFYenoos Deinden [T Appasts Payanie  Previes

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

BaEs® s E

My Company
Be Payabde - Vend
Addresee
I Vian dor Addnas Cily Sxste B Code
| AR Fupphe B0 Box TR Cafipron L [ Bee ]
ARC Wiwehnse 161 Alaguiet 51 Mizzieon OH 4357
Arraf Qupl iy Camal Clasneg PO Bee 821 Cbacod oM ANm
[Brins Ho M Secy 00 Telles 3 Bl P 15250 TOET
Buckeye COM W CAE NG 1226 Mune Ra Fasions IL =ik
Call parpy Harksing T8 D Eslan oH AW
Carl o Wiy Beein Call Chwisque B Hibar i oH 43557
| Gornl Cleanrsg o Horham OFa B3 Box TR o wecinie: (=] AWT
ity Uil 4025 PretumLn. Pemsyie oH 4 ISET-000A
Gourty Magys Serace THDE Jesta Ln Crinvils L IR 1059
Cusiom Clsanas AETD Ok L el sraregs oH 43513
| Farels Lawn S TR Mon Mg Prgrer o 707
FooAa FE21 Condimeniem Do Lttt oH a1z
| Fed eral Capresy EE Verus Ln Maymes P TR0
oH 435590027

| 8 Fuml:nli;'tl&ﬁrﬂ mil::.ﬂ:mm ’ ,mi:n J‘.ﬁ B

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

To run the FSE 1099 Review report:

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

Account Feyable Reports - o w

Which reparting sk do you wani ta da?
| Wovi wits Brper! Groug
B Create manage ar s s grows frepers
| Create s Kew Beport
— Cremte & rew reE0"T URING #ENT B T lyoet or an Faiting one
Sodect an Emfﬂﬂ"ﬁ Sanage Of fun @ report Tiom the orid bakow, Chck Pt 1o dharge lapout Mles, @t and other selings of Clik Aun Rapart
Find 084 Simadwcn | My Agency Py eporis | Farezima Arcour ey Oniy
Fhiero -
Fiienga [ vered
F 'agrio Q oL W]
P herda
= by Salan
[ Bun Bepait Carwel

3. Select AP FSE 1099 Review Reportin the existing report grid and click Next.
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| % Account Parysizie Eezori e [m} ®
‘Which reporting task do you want to do?

El Work with Repart Groups
Crenie marege Or mn B gIoen o repieTs

Creane a Mew Repan
Croate & Aew rep ot weng eitSer @ rew lipcul o B0 e ling ane

Solect sm Existing Report  Atarage o 1un a repeet fram the grid below. Cick st 1o changs layoul, Bhert sile sed other cemings or Cick Rum Repeet

Fisd | 1093 | smadsems | Mysgeny | MyBesom | Fwome | dcosunts FayssieGep |
= Copy [[J Bensme Farad = Add TaGrowy = 5 Peimgsiong
Tmya Dt Ot & Wisyule  Delieery | Casged C

E

B P vendor 1099 fownls engar 1 Caunts Anme . Previes

P vendoe 1089 Eears wenpar 1054 Emos Aptia..  Previes

& B veradee 10948 Lrinng e 1A Lgtrg At Privees

& &P vender 1099 Semmir Repoet engar TOF Surmrrany Apcru. Previes
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Crested by Selen -

Heat || B Repont || Corom

Select the appropriate date range for your report and click Run Report.

5 Arcounis Prysble Aepans i | "
lump To Lyt Syl Fitlars Sord T .mm
[y — Selings /
Caluct tha rapor or I () Betwesr - | OR0H0e0 PRE" T
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L | Bt
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SteEP REsuLTs: The report will open in a print preview window.

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

 File Export o

B aReewxy FERE® DA » BES® S

@ s PO s [y

Click the X in the upper right corner to close the print preview.
Click Finish to exit the Report Wizard.
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Making Changes to the Vendor

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

To do so:

TAsK:
1. Goto Financial Management > Accounts Payable > Vendors.

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

Bl vendar X
Code Full Mame Sart Mame
o ity Lights City Lights o Active
Cankact il |
\e.u Inks
Adgress 1 8PS Main St Address 2
City Anyamere State | OH - Iip Code 43367 Coaurry t r‘ph@.& +

4, C(lick the General Info tab.

R vendor X

Code Full Marme Sort Mame
clL City Lights City Lights
(Gener ﬁfﬁf.fﬁf( -
Account Mumber Additional ID Number
Immoice Defaults
Default Terms v (O HE
Default AP Account (S EE
Default GL Account 2 (S HE
Default GL Subaccount
\ax-ﬁtla’tm Info
Default 1099 Form  None b Default 1099 Box i

Federal Tax ID

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

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

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

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

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

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

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

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

-06 -



Gathering 1099s
Making Changes to the Vendor

Gathering 1099s

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

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

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

To gather the 1099 data:

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

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

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

P X

s /
. «  Control Account +

Tax Repontng Group

Form fquas -~ | MISC 1099
Arc o fquss r
AND 2ep e

Aoq Fiter

N
() Fiters Summary

3. From the Processes toolbar menu, select Gather.

. Processes

‘ Gather t - |

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

Create Files For Yearli

SteP REsuLTs: You will be prompted to enter the gather settings.

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

5. Leavethe Begin Vendor and End Vendor boxes blank to include all vendors set up with
1099 information or enter the beginning vendor code and ending vendor code you want to

include in the file.
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6. Click OK.
.l'._:. PrevidesPro 3 s
f‘ Enter the Gather settings
Year 2015 :H
Begin Verdor G =
End Vendor B E
Tax Reporting Group B R

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

7. Click Ok.

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

Vendor 1099 X
Settings

Tax Reporting Group v Control Account ,}-

Filters
Form Equals MISC 1099
A s Eaus +

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.
Seftings

Tax Reporting Group

Filters
71 PO
Ang - [ |vendor
AMND [ JReprint
AND  FBex 1
AND  [jBox 10
AND  [jBox 11

Control Account

Equals WISC 1099
Equals
Less Than - BO0.00 -

Less Than

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 10995 X Vendor 1099 X
Tax Yeor 2000
Tex Reparting Geous P i e
wendor » @
33 Form MIEC 1083 v
Ban 1 1, 0000 Bax 2 [T e Bax 3 DD Ban 4 0Do Bax D3
Box & [ e] Box 7 o Box & [ L] Box '3 [ s) Box 10 [
Box 11 0 Bax 12 [l Bax 13 0IK Box 14 [
Trarsaction Date 2i3/20m =
Regint
Etmpioyer EIN iiieiziolsl
SR e ———
Emplayer Frans 419 335-1260 Ot 5_|
Imployer ddress 1 122 5. FuRon .
Ermplayes Sddneni 2 Surte 222
e wauizon
Employer State oM =
Emplaye: Tip ASMGT
Employer kisiling Sddress 1 | 122 & FuRon .
Employer Wailing Address 7 Suite 222
Emplayer Maileg Addresy § | Wouseon OH 43557
Employes kiailing Sdoress £ H1RFE5-1280
9. 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 4 box 3, box 4 = box 4.

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

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

Box 7

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

Box 9 with your tax accountant or the IRS.

Box 10

Box 11

Box 12

Box 13

Box 14

Transaction Date A date within the tax year.

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

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

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

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

Employer Phone Your company’s main phone number.

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

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

Employer City Your company’s city.

Employer State Your company'’s state.

Employer Zip Your company'’s zip code.

Employer Mailing Your company'’s street address

Address 1

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

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

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

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

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

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

record:
et T\t SN /“‘ﬁh~~——w\\M/‘A—- ~ »»\/“”“/"\\/m».\, o ‘/W Eio
Reprint
Vendor TIN 36-1234%7
Verdor Name ABC Supplies
Vendor Address 1 P.O.Box782
Vendor Address 2 Suite 1101
Verdor City Defiance
Vendor State
vendor Zip 600330001
Vendor Mailing Address 1 P-O. Box 782
Vendor Mailing Address 2 Suite 1101
vendor Mailing Address 3 Defiance IL 600330001
Vendor Malling Address 4

Vendor TIN

The vendor’s Federal ID number, including the necessary dashes for
this 1099

Vendor Name

The name of the vendor for this 1099 (up to 40 characters).

Vendor Address 1

The vendor’s street address (up to 40 characters).

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

Vendor City The vendor’s city.

Vendor State The vendor’s state.

Vendor Zip The vendor’s zip code.

Vendor Mailing The vendor’s street address

Address 1

Vendor Mailing A second street address for the vendor, if applicable, if not, leave it

Address 2 blank.

Vendor Mailing The vendor's city, state and zip code.

Address 3

Vendor Mailing Leave this blank.

Address 4

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

13. Click =i Reports on the toolbar to run the error-checking report.

Step ResuLTs: The Report Wizard will open in a pop-up window.
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14.

15.

16.
17.

18.

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

Verdor 11955 Aeposts

‘Which reporting task do you want to do?

W with: B pod Grougs
Cranis mansgs arrun 8 group almgars

Croain o Maw Rapart
Cramtn m rw rep ot L ng @b § e oot or anesnting are

Sellect an Exletieg Arport  Adanage or rum & rapon from e grid bdom Qide Mees to changs layow, Shars, syl and ofser semings or Click Run Repan

Find | - —— i - -I-y.ﬁ?ulr. T wh—-\. i -f-—-l Accounts Payaizin Onky |M'|
" Copy (G Rename < Favorite (@ Oelste  AddTotrooge  + 5 Pemimice
Hame Dutn O jact Hodule Dakwry Chargad On Ut Fare
AR gnpar LG Dot wenoar 1 Lot ALY PaIIE  Privess
. I 3 Th =
3 AFYeroar 1099 Lising feengar 1% Listing Appasts Prable  Provess
ifg = | B
T ]
| —

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

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

11

My Company
Accounts Payable - Vendor 1095 Errors

Yonger Lor Masags
Softadig Vedkion 40000002

Cail ar Wary Baih Cala SEM w8 ratin the cosrech fodm il [ xa-a-mm)

Farrails Lawn Seraos SEM 3 notin the cosrect Formst | xaos-om )

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

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

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

20.

Which reporting task do you want to da?

Wik mith Regart Geoips:
Crasshs, mraga of run @ gracp of report

El Crasta a New Regort
Create § new mepart ming sithar s rew It ar e sdifing one

Seloct mm Existing Reporl  Manags or nen @ report from the orid balow. Click Pedet 10 dhange layout. THers, s3de and other settings o Click Rum Report

Find | Er— l-l‘r!g-qf |-y Ruporn [ Favorim | bccour Bapatis Criy [ Werdiee dle Ceiy— |
e e e e e st s

Cepy [ Aanems Fuworitm (3] Debsta  AddToGrup  + [} Bermamome

MaTe Cwits Cbject Madula Dl mry Changed Cn Lhar Hame
G EPVenao 1099 Cruns eraDe 1 Couns cpginis Figanle  Fenew

G BPYended 3038 Emars vervios 1098 Emars BEaunts Pk FrEvew

*

a | ——— = b

E_-Hr_fmlnl

ﬁ: R REDT éﬁﬂ |

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

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

[ Providaries - AP Yersdos 1066 Lisking - ul b

i File fapart
i & Gws -HE@CE-BE v BES® SE>w

Accowds Payable - Vendor 10595 Lisding

Camiel Accrart 1

Mrrd o Fegersl Tacill Addiess Faim

Fan

ARC Tppim MnZIaSET PO B PE2 St 0] Culancs i EH G 1089

1

Box1 100050 Bax? DS Boxl 200 Boxdé 000 Boa & OO Box§ 030 BaxT D20 =

B B B0 Band 00 B 98 500 Esm 11 Dol Bew 13 Lo By ) 000 [ TRERE

AEC Warshomss EESSSIFN 1G5 MNouei S Hapzion  OH 43537 KESC 1098

Box1 10m148 Ba? 0 Box} 200 Basd 000 Bax® 000 Bosd 030 BasT 026

Box B DO [T Mo 18 200 Ban 11 D00 B 13 Lo Baa 13 000 [T ES

e Dol by Zwa ot Chaaming ok P, Bandds =TT GH 43530 WeSE 1088

Bos 1 100 Bank 08 Bex 3 506 Bond [l Bos & D) Basd 058 BaaF 08

Box B DO Baxd 050 Box 48 200 Ban 41 00 Bax 43 LK Box 43 000 Bax4 030

Brracs He s Seautly SE-PSSARIY SN2 Tedat On Sare1b0d  Ewwiie PR 125 WG 1SR

77

Box1 100000 Ba? D Box} 200 Band 000 Bax® 0O Boad 00 BaaT O

Box B DG [T Boo 18 200 [CETRERT B 13 D Bas i3 008 [TTRFES

Hepar Court 4

=|

il | i
|mlmﬂ... |

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. Make sure you have an Internet connection.

2. Go to Financial Management > Accounts Payable > Vendor 1099s.
Step ResuLts: You'll see the Vendor 1099 transaction grid.

3. Setthe appropriate Tax Reporting Group.

Vendor 1099s X

Settings /
EQuas =

Tax Reporting Group « Control Account

Fiters

Form fque's * | MISC 1099
And | [TJvendor Eque's . B o
AND [ Reprint Troe
Agca Firter

Aga Firer Group

@ Fiters Summary

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

Gather

Send Counts To Solana

Send Files To Solana (

Create Files To Send To Solana Manually

Create Files For Yearli

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

Tg? ProviderPro

D
[¥9) Enter the Send Files To Solana settings

Tax Reporting Group

J

==

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

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

8. Send an email message to EndOfYear@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, if you are a new user. Please review your Spam or junk folder.

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

Important: Contact Endofyear@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. Go to Financial Management > Accounts Payable > Vendor 1099s.

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

2. Setthe appropriate Tax Reporting Group.

x

— /
Tax Reporting Group 8 « Control Account |'+

N
(V) Fiters Summary
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3. Gotothe Process toolbar menu and select Create Files To Send To Sandata Manually.

rocesses

Gather

Send Counts To Solana
Send Files To Solana
Create Files To Send To Solana Manuall

Create Files For Yearli

4. \Verify the Tax Reporting Group setting is correct.

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

rf ProviderPro M

w_)/ Enter the Create Files To Send To Solana Manually settings

o

Tax Reporting Group t t » ()3

Directory *raff— ‘

Ox | Concel

-_—— = — — — — e — = J

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

pa
Browse For Folder l

Bl Desktop

I 4l Libraries

& & Sharlyn Dimick

> g Computer

ﬁﬁﬁ MNetwork

>[5 Control Panel
£ Recycle Bin

I | Security (
| i SendFilesToSolana |

1. V3 SUTA Files
. W2ForWinFiler

N

[ Make Mew Folder ] kOK ] [ Cancel ]

7. Click OK to create the file.

(5] ProviderPro =)
[V)/ Enter the Create Files To Send To Solana Manually settings
Tax Reporting Group trol / . » Q)3
Directory K\Users\sharlyn\Desktop\SendFilesToSolana p |
' |
[ O [ Concel
== ——— _ —_ — ___ — _____— —
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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, if you are a new user. Please review your Spam or junk.

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:

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

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

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

To access the secure FTP site:

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

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

You will then Click on EZ-File.

2

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

4

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

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

Important: Each document must be downloaded individually.

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

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

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

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

e When submitting this file to Sandata, be sure to indicate in an email to
EndOfYear@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:

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

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

o Receiving Employer Packet from Sandata
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Employer ACA Information

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

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

To enter a new or modify Employer ACA information:

TAsK:
1. Choose Employee Management > Payroll > Setup >Employer ACA. Step ResuLts: The ACA
Employer grid will open in a new window tab.
/aE"‘:l oyer ACA X

[~TTax Reporting Group Equals . o

And * [J]Effective Year Equa's . 2020

-~
\ v ) Fliiters Summary

Effective Year Contact Persor ontact Phone

» Main 2019 Jane Smith (419) 999-9999 __

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
ACA information record from the grid and click & Open to view or modify it.STEP RESULTS:

-112-



Employer ACA Information

Creating the File Package to Submit to Sandata for Processing

The Employer ACA form will open in a new window tab.

."'aE.'r.plc-,a-;' ACA X 'a- mployer Affordable Care Act

(ACA} info  2€

Tax Reporting Gr 3 .‘-u_é:ll-;l-l
Effective Year <NULL> ~
Contact Person
Contact Phone R
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 Agprl May June
July August September October November December

— | override Mathod

Cverride Auto-Caloulation Method

Cualifying Offer Method Transition Relief

25% Offer Method

3. Complete the following information:

Tax Reporting Group

The tax reporting group that this employer information applies to.

Effective Year

The effective year for this information.

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

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

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

Qualifying Offer Method The employer for the selected tax reporting group qualifies for qu

Transition Relief method transition relief.

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

5. Click k4 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 2025 and the employee's information was the same all year, you only need to
have one entry for the employee, not 12 entries.

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

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

e Employee is ACA Full-Time

e Employee was offered coverage

e Offered Employee Coverage is MEC

e Offered Employee Coverage is MV

¢ Offered Employee Coverage is Affordable

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

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

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

Offer Method If spouse If spouse, |If
Employee Qualified Transitional |Employee |Employee s guse ' | spouse dependents, |Box Box 15
Offered Offer Relief Coverage |Coverage cgvera o |COVerage is |dependent |14 Amount
Coverage (Setupin [isMEC isMV 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 11 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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1.

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

D: oyee ACA X
Filters
Employee Equals X i
And | [T)Effective Month Equals " | January
AND [ Effective Year Equais 2019
AND  rOverride Caiculations True
AdO Filter
Aog Fiter Group
@ Filters Summary
» [oo00secrome.Crvisty 2009 dan Y I— Lo

Important: You can also access the Employee ACA information from the Employee. To do
so go to Employee Management > Employees, open the employee in question and select

the ACA tab.

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

iDtmetopeach ®  (fjimaiomee Afndssle Care Aot (A0K) Inks 30

£ nm Efiecibe hanth Erk
| o e ey KL
a
I
= | &stn -Catnaistion Plethod
Empbayes 5 e
[rgiome k ACA Tol-Time
Erfipiiyee Has Spoise
Ervgiopee Ofed Coveragps
Cofere Spowme WEC Comsnage
Ofeced Employes Coverage i Minimum Easntial Commage MEC
Dflered Emploges Coveraps Is Miskmum Yalus (1 Dependents
Ofesed Erg Bverhe 15 ARG
Ernpaayee Ras Degeraleras
Errgioee Aocepted Covmnge
Ceferes Dgeraienti WEC Comttage

Appkcahle Section 45608 Sale Hamar | Kot Aol icatie
Phor-Chvert i Empleyws Seare

Employes HEA Dip Code

= | Cwtrriclir WiEthad

Owemide sulp.-Calnsation Method
Cffar CF Coverage ot Apolicabie Empioen Shurs

Sagtin $A80H Hat &ppdicabie
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3. Complete the following information:

Employee

The employee that this ACA information applies to.

Effective Month

The month this ACA information went into effect.

Important: If the employee's information has not changed from the prior
effective month/year, you do not need to create a new one.

Effective Year

The effective year for this ACA information.

Important: 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 This employee accepted the offered coverage.

Coverage

Applicable Section If applicable, select the Section 4980H Safe Harbor for this employee:
4980H Safe Harbor

e 2B - Employee Not Full-Time

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

e 2F - Affordability Form W-2 Safe Harbor

e 2G - Affordability Federal Poverty Line Safe Harbor

e 2H - Affordability Rate of Pay Safe Harbor

e 2I - Non-Calendar Year Transition Relief

Non-Override Employee
Share

The non-override employee share (up to 10 characters)

Employee HRA Zip Code

The employee's zip code for HRA.

5. Ifyou are using the auto-calculation method and you have a spouse, complete the following

information:

Employee has Spouse

This employee has a spouse.

Offered Spouse
MEC Coverage

The coverage offered to this employee's spouse meets the federal
requirements to be considered minimum essential coverage.
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6. If you want to override the auto-calculation method and you have dependents, complete
the following information:

Employee has Dependents

This employee has dependents

Offered Dependents
MEC Coverage

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

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

Override Auto-Calculation
Method

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

Offer of Coverage

The offer of coverage for this employee:

1A - Qualifying Offer

1B - MEC/MV Offered to Employee Only

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

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

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

1G - Offer to Employee not Full-Time any Month of Year.
1H - No Offer of Coverage
11 - Offer Transition Relief 2015, No Offer, Not a Qualified Offer

Employee Share

The employee's share of coverage.

Section 4980H

The Section 4980H option for this employee.

2A - Employee Not Employed During Month

2B - Employee Not Full-Time

2C - Employee Enrolled in Coverage Offered

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

2F - Affordability Form W-2 Safe Harbor

2G - Affordability Federal Poverty Line Safe Harbor

2H - Affordability Rate of Pay Safe Harbor

2I - 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.

'D[r*.olo,ee-‘-(»l x 3:";;.5-‘;“4*_:'_5,:'9-‘-.: ACA) Info* X

Employee Eflective Month EMective Year

-y .Q.. January v 2019 °
ed Individuals [Seifinsured ONY I

Do Not Include Any Covered Inahviduals (Inciuding the Empioyee) on the 1095-C

Note: You do not need to enter the Employee as a Covered Individual below. The Employee is automatically incuded

mployee ACA Covered Individuals

¥ Open (O Add ) Add Copy @ Delete 4 Reports ~

mport/Export : 1 Memonze/Reca * & Mass Mantenance B8 Select Columns Defaults

b ' Jenny - Crowe 234-56-789_ 1272297201

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.
T} Covered Individual (Self-Insured Only) res O W
o) Accept = n'-'_l.:|.:':E“'--:': ceept O Lpen MNex 2 Repons =
Import/Export =] =] Comments *emonze/Reca | s Bass Maintenance

i
Hote: You do not reed 1o emter the Employes a3 a Covered Individual. T2 Employes is automatically intduded
First Mame
Middie Madme
Lasd Mame

Drate OF Birt r

12. Complete the following information as appropriate:

First Name The first name of the dependent (up to 20 characters).

Middle Name The middle name or initial of the dependent (up to 20 characters).

Last Name The last name of the dependent (up to 20 characters).

Social Security This dependent’s nine-digit Social Security Number. The Social

Number Security Number is required if the Birth Date is blank.

Birth Date This dependent’s date of birth. The Birth Date is required if the
Social Security Number is blank.

Note: You do not need to enter the employee as a covered individual. The employee is
automatically included on the 1095-C.

13.  When finished, click &) Accept to close the pop-up window and accept the values.
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14. Click & save when finished.
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Gathering the 1095-C

Along with gathering the Affordable Care Act (ACA) data, remember to:
e Complete and return the Electronic Submission Form (if Sandata is processing)
e Complete and return the Authorization Form (if Sandata is processing)

Note: Be sure to Gather the 1095-C data at least once after the last payroll of the year is
processed.

To gather the 1095-C data in ProviderPro:

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

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

2. Change the Tax Reporting Group to the correct one.
D Form 1085.C (1 e X

Settings
Tas Reparting Growp “r /
t=poyee to.es L“f
» | 000001 -Adara bean Pooert w0 v v
3. Goto the Process toolbar menu and select Gather.
' Processes » -
Gather t |

Send Counts To Solana
Send Files To Solana
Create Files To Send To Solana Manually

Create Files For Yearli
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STEP RESuLTS: You will be prompted to enter the gather settings.
| ProviderPra ? b4

?J Enter the Gather settings

Yeat 2020 ° /

First Employ=e J] 3| =
Last Employee \ ol
Tax Reparting Group > [ 3 ¥
Email Ernail Address 1 -

Camneed

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

Click Ok.
STEP REsuLTs: The 1095-Cs that were generated will appear in the grid.

Select an entry from the grid and clicki™ Open to view/modify it or © Delete to remove 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 :T:?fOpen, the Form 1095-C Employee window opens.
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[iForm 1005.C Employes) 2 |{QiFom 1095-C Emplopes) X
Employes Ative Employed This Yesr | Recenes 1095
Fart I: Em
Harm Eeain Fobert ddami SEH 345575501
Street Addres 155 Oak 5t.
o® Walseon State OH Tp Code 43567
Cou Unfed States Email
Age 43 :
Em ploymmaerd Digbes
e Date 07,01 2005
Rehine Date ¥ Term Date 1
Biehire Dabe 2 Term Date 2
Fihure Date § Tarm Crate §
WATIrGgE
Cate Problem Imsalid ACA Records Section 4¥20H Problem

7. Enter or modify the following information as needed.

Note: Refer to the “Instructions for Forms 1095-C and 1094-C” available from the Internal
Revenue Service (IRS) for complete details on completing this information.

Employee The employee that is receiving a Form 1095-C. (Read Only)

Active This is an active employee in ProviderPro. (Read Only)

Employed This Year This employee was employed at least one day during the gathered year.
(Read Only)

Receives 1095 This employee will receive a 1095-C and does not have any errors.

Name The employee's full name. (Read Only)

SSN The employee's nine-digit Social Security Number. (Read Only)

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

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

City The employee's city. (Read Only)

State The employee's state. (Read Only)

Zip The employee's zip code. (Read Only)

Country The employee's country. (Read Only)

Email The employee's email address. (Read Only)

Age The employee's age.

Employment Dates: This employee's hire/rehire and termination dates used to determine if the

Hire Date employee worked at least one day during the gather year. The dates must be

Rehire Date 1 -3
Term Date 1-3

in chronological order, otherwise it will be flagged with a date problem. (Read
Only)
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Date Problem If selected, there is either an issue with the employee's hire/rehire/term
dates note being in chronological order or the employee doesn't have any
employment dates.

Invalid ACA Records If selected, then the employee was employed for a particular month, but
doesn't have an Employee ACA record effective on or prior to that month or
the employee has an Employee ACA record that starts on a month when the
employee was not employed.

Section 4980H Problem If selected, then the employee needs to have Section 4980H set to a value
other than "Not Applicable" in his/her Employee ACA record.

8. Click the Part II: Offer and Coverage tab.

Eﬂ"\-r 5. Erplomee o "ﬂ- Imoinpse
Employes FrTr Ermployed This Year o Bscetess 158%
Flan Start kamh L Employer Is Seitnnred
Ofter of Coverape Emgdopee Share of Apphcabie Sectipn 450904 Sale Harbor HE& Dpoode
Lawwesl Cagt Code
A 13 MWionEte 18- Camd itying Cfter - 2C-Empdapes Erroiled In Coverage Cfler +
laruary Mok Apphcab e = Fot Appiaie
o S Kt Appicable - Fizd Bppliatle
Wl ch Meat pphcanle = Mot Applaie
Mgt Appicable e Mot Applcabie
by ok AppReEn e " Fiet Appinabie
Jung Mot appicable b Mot Applcakle
Jut et Appheibie - P21 AgpleaEie
Bagyumt Mot Appicable - Mot pplesie
tephembar Het Appheabl - Mt Appledle
Celaber Hak Applcable - Fot Bpplnbie
Hayuarriest Hict Apphcable - Pzt Applcatie
Uwcember Mot apphcable v Hot Agphcainie

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 seIf-lnsured select the Part III: Covered Individuals tab.

Bf, em 1095-C (Employes) X B w x
Empiojee Active Employed This Year v Receives 1095
Fart overed ino dusis
Form 1095-C Dependents
¥ - wlete . Reponts
mporV/Export - : 3 . ) € prte e BB Select Columns Defauits
b lare Adems
Marityrn Agams
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11. Selectan entry from the grid and click ¥ Open to view or modify it.

Step ResuLts: The Form 1095-C Dependents window opens.
(E} ACA Employee Dependent i o X
@) Accept | ept B c 4 Accept & Open Mext =l Reports =

Import/Export -~ | Comments

First Mame '---r-=|

Middie Mame

Last Mame Adams
55N 2B8.34.8344
Date Of Birth 12/30:1967 -

Coered
Lovernco

¥ Al 12 Months
January February March apri Mary June

July August September October Movember December

12. Review or modify the following information as needed and click 2 Accept.

First Name The dependent's first name (up to 20 characters).
Middle Name The dependent's middle name (up to 20 characters).
Last Name The dependent's last name (up to 20 characters).

SSN The dependent's nine-digit Social Security Number
Date Of Birth The dependent's birth date.

Covered: All Months, The months the dependent was covered or All Months.

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

13. Click k# Save & Close on the toolbar when finished.
14. Go to Employee Management > Payroll > Tax Forms >Form 1094-C (Employer).
Step ResuLts: You'll see the 1094-C (Employer) transaction grid.

15. Change the Tax Reporting Group to the correct one and click =~“Refresh.
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Lead P cnnt sl I e P P ™ Y i o A

7

16. Selectan entry in the grid and click = Open to view/modify the Form 1094-C (Employer)

or & Delete to removeiit.

Step ResuLts: If you clicked Open, the Form 1094-C Employer window opens.

{4 Form MB4C Emplopen) X | [F§ Form 1084-C (Emploper) X
Tax Reporting Groep
pe Empic .--'-'-.-'.-:~|
Empboyer Hams Teirgdate Canmgary]

Ervphoser Steeet Address 122 5. Fullan 5L

Emplcyer Cantact Mame | Saron Gotf
@ 4 1095 Poerrrey For Tz Tramgmittsl
& Employess With Diste Proidems

* Of Esplayess With invala ACA Reconds

Eripi ke SEALE o

Empicyer Cantact Phare | B15) 330.3423

Empiciyer EIN RS0

o Empleyes Zip Code 49547

& OF Eemgloyeas Employad This Yesr
& Employess With Section 4580H Froblems

® Of Emsployess With Wakd ACA Reconds

17. Enter or modify the following information as needed.

Note: Refer to the “Instructions for Forms 1095-C and 1094-C" available from the Internal
Revenue Service (IRS) for complete details on completing this information.

Tax Reporting Group

The tax reporting group that this 1094-C is 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.

# Employees With
Section 4980H Problems

The number of Form 1095-C (Employee) forms that are marked with a Section
4980H problem.

# Of Employees with The number of Form 1095-C (Employee) forms that are marked Invalid
Invalid ACA Records ACA Record.
# Of Employees with The number of Form 1095-C (Employee) forms that are NOT marked Invalid

Valid ACA Records

ACA Record.

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

Qform 1084.C Empioye

19.

X Lg)Fom

x

Enter or modify the following information as needed.

Note: Refer to the “Instructions for Forms 1095-C and 1094-C” available from the Internal
Revenue Service (IRS) for complete details on completing this information.

Is Authoritative Transmittal

The employer for the selected tax reporting group has authoritative
transmittal

# Of 1095 Forms For This
Employer

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

Qualifying Offer Method

The employer for the selected tax reporting group used the qualifying
offer method.

Qualifying Offer Method
Transition Relief

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

Section 4980H Transition Relief

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

98% Offer Method

The employer for the selected tax reporting group uses the 98% offer
method.
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20. Select the Part III: ALE Member Info - Monthly tab.

E'E,;:-lrr. 108d.C [Employer) 3 E}F:ﬂm 1094-C (Employer: X

Tax Bepartiregg Group
(o ALE Weribes ko ~ioriin)

Birémym Essetial Cover Full-Time IntalEmplovee  Zaction 4080H Transition
Oiffer Irdicator Empipyee Count Count Eafisf Indscator
¥e5 Hg

Al 12 Months ) 6 B

January ¥ 8

February T : B :

karch 7 : B :

Agril T 8

Way e 9.

June T : s :

July 8 : ¥ :

Bugust 8 : 9 :

Ceptember 8 : g ‘

October B 9.

Hovember - : 9 :

Decembes S 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
¢ Full-Time Employee Count
e Total Employee Count
e Section 4980H Transition Relief Indicator
22. Click ki Save & Close on the toolbar when finished.
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Submitting Files to Sandata for Processing

If Sandata is processing your 1095-Cs for your agency, the next step is to send the file package to
Sandata.

Note: A 1095-C with any problems will NOT be included or sent to Sandata. All errors must be
corrected and the Receives 1095 check box must be marked.

To send your files directly to Sandata for processing:

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

2. Go to Employee Management > Payroll > Tax Forms >Form 1095-C (Employees).
STep ResuLTs: You'll see the 1095-C (Employees) transaction grid.

3. Change the Tax Reporting Group to the correct one.
s
Sm'::::rc-:" rQ Growo > r /

t=poyee to.es ~§-

<
< € € qgis
<€ < € <<

aten Ka

0007 -Braddy Brockeiyn Mctelle 0 v

4, Gotothe Process toolbar menu and select Send Files To Solana.

Processes =

Gather / [
Send Files To Solana

Create Files To Send To Solana Manually

Create Files For Yearli
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5. Verify the Tax Reporting Group is correct and click Ok.

| I'l_i ProviderPro [} x

[ [f} Enter the Send Files To Solana settinas

S

Tax Reporting Group 3| @ (= 4

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, if
you are a new user. Please review your Spam or junk folder.

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 do so:

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

Step ResuLTs: You'll see the 1095-C (Employees) transaction grid.
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Change the Tax Reporting Group to the correct one.
(3 Form 1045.C [Emglopee) X

g /
Teu Reparting Growp o . ' -
Poe
t=poyee to.es . +
Ang -+ AT ve Troe
ANO Empopes Thi Year T
ANO Date Protiem T
aNo 100 ACA Recoros Tre
ANO Becerens 1099 T
AND Section £330m Prodierr Troe
AzO Tiver
AsC * Mer Lroup
S Aa ©J
» [mwmm Voan Bosert L v v
000002 -Litthesan, Ay 20 v v
000003 -Rodgens, Evan %0 v v
000004 -tter Kare~ Kumbert K¢ v v
000007 -Erady, Brookelyn Mchelle 20 v v

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

Processes -

Gather

Send Files To Sclana
Create Files Te Send To Sclana Manually

Create Files For Yearli

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

'[1. ProviderPro 7 o
||

]

S

| Dﬂ; Enter the Create Files To Send To Solana Manually settings

]
Directony I "I/

Tax Reporting Group ke 11 o '+
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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

vy Libraries

- USB2OFD (E:)

¥ Metwork

[EE Control Panel

&) Recycle Bin
ACAFilc M= -
Make Mew Folder Cancel |

e

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

“m Providerfro T b4

| [ﬂ Enter the Create Files To Send To Solana Manually settings

| o
Chllsers\sharyn\Desktop ACAFil 25 L

Directary

Tax Reporting Group g J - l+

7. Click OK to create the files.
-"t‘-,- PrenadedPra ? x

[}') Enter the Create Files To Send To Solana Manually settings

Directony [dsersishartymDesktop .

Tax Reporting Groug | i * .+

Step ResuLTs: You will see a confirmation message when the files are complete.

8. Click OK to close the confirmation window.

SteP ResuLTs: A zip file called, “"ACA Files.zip” that contains the required files for processing
1095-Cs was created in the directory you selected.
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10.

11.

12.

13.

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

If you have not already done so, fax to Sandata the completed “1095-C Electronic
Submission Information” and “1095-C Authorization” forms.

Send an email message to EndOfYear@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 i=

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

R i T LS S N -l P

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:

o Setting up New Deductions
e Creating a New Fiscal Year
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Setting up New Deductions

First, you will create the new deduction type:

TASK:

1. Choose Employee Management > Payroll > Setup > Deduction Types.Step REsuLTs: The
Deduction Type form will open in a new window tab.

(B Deduction Type %

Remittance Frequency
Withholding Agency
W-2 Type

W-2 Code

Other b

¥ Adive

2O

Mone -

Mone -

Mo Employee Deduction

2. Click © Add to create a new deduction type or enter an existing code or description in the

Toolbar Lookup (

+ ) and press Enter to view or modify the selected deduction type.

3. Complete the following information:

Description A meaningful description of the deduction type (up to 40 characters).
Active This deduction type should appear as a choice in lookups.
Category The category drives the rules for all deduction breakouts within the

Deduction Type. This includes whether there are pre-tax implications and
also in many cases W-2 reporting considerations.

e Other

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

e Health Non-Section 125

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

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

¢ 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.

¢ Designated Roth Contributions 403(b) - Prints in Box 12 of the W-2
with CodeBB and Box 13 Retirement Plan is checked.

¢ Health Savings Account - Prints in Box 12 of the W-2 with Code W.
¢ Adoption Benefit Plan - Prints in Box 12 of the W-2 with Code T.
e Archer MSA Employee - Prints in Box 12 of the W-2 with Code R.

e SIMPLE Retirement Account S -Prints in Box 12 of the W-2 with
Code S and Box 13 Retirement Plan is checked.

e SIMPLE Retirement Account D - Prints in Box 12 of the W-2 with
CodeD.

¢ Dependent Care - Prints in Dependent Care Benefits, Box 10 of the
W-2.

e Social Security Tips - Prints in Tips of the W-2. Box 7 is the amount
and Box 3 is reduced by the amount.

e Employee Loan - If you use this category and set up a GL Account
with the subaccount category of Employees, ProviderPro will
balance track the amount posted to the GL account of the deduction
type for each employee and continue to take the deduction amount
until the balance for the employee within the GL account is zero.

If you need to change the category of an existing Deduction Type, create a
new Deduction Type instead.

GL Account

The account number of the GL Account associated with this deduction type.

This account number is generally a liability account or a receivables asset
account. This is because the account number cannot have a Subaccount
Category of anything other than "Employees" or "None" (for information on
account set up, see the General Ledger Guide). Revenues and expenses are
typically set up with the Subaccount Category of "GL Cost Centers."
Assigning an account number with a Subaccount Category other than
"Employees" or "None" may prevent the entry from posting to the General
Ledger or if the Subaccount Category of the account is GL Cost Center may
not post to the desired GL Cost Center as the posting is based on the
Payroll Cost Center and ProviderPro will randomly select one of the Payroll
Cost Centers the employee has in their employee payment distributions for
that pay.

If you have licensed the Payroll Multiple EIN feature set, you must still
enter an account number here. However, when payroll is processed the GL
Account assigned to the EIN Group will be used instead.

Remittance Frequency

None, Pay Period, Monthly, Quarterly, Semiannually, Annually.

Withholding Agency

The code of the withholding agency if a Remittance Frequency other than
“None” was selected above.

W-2 Type

If the Category of this deduction type is “Other,” you must select where you
want this deduction to print on the W-2 form:
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¢ None: Nothing will print on the W-2

e Box11

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

Note: Consult with your tax accountant for assistance in selecting a W-2

type.

W-2 Code If the Category of this deduction type is "Other” and the W-2 Type selected
is"Box 12 Generic” enter the one- or two-character code associated with it.

If the Category of this deduction type is "Other” and the W-2 Type selected
is "Box 14 Generic” enter the a short description to appear in Box 14 (up to
10 characters), such as SECT125 for Section 125 Plans.

Note: Consult with your tax accountant for assistance in selecting a W-2
code.

No Employee Deduction Nothing will be deducted from the employee’s wages.

Select this if this is a benefit that the employee receives, but that the
company pays for in its entirety (for example, short-term disability or
employee assistance plans). This can be useful for tracking the total costs of
an employee.

You can also use Non-Payrol Benefits for this purpose instead.

4. Clickthe Breakout Types tab to set different options for the variations of the deduction
type (for example, health insurance may have one break out for family and another for
single coverage) .

(i) Deduction Type ¢
Description Dependent Care Flex J | Active
Breakowt Types ll

Deduction Type Breakowuts

* Open 3.}_, Add .f‘- Add Copy '.EJ Delete 4 Reports =

Import/Export. = [7] Memorize/Recall =/ 4 Mass Maintenance i Select Columns Defaults

8] Code Description Deduction Calculation Type  Active  Effective Date  Current Mumber | Allow Individual Em
b 2 DOREX  Depend Core Flex Amount ) o0n 7
S a0 N VN RO W o W ot aui s ST |

5. From the toolbar of the Deduction Type Breakouts grid, click© Add or highlight an
existing deduction type breakout in the grid and click B Open to view or modify it.
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{f"‘l Acd Copy @ Delete i Reports -
Memorize/Recall = g Mass Maintenance BB Select Columns  Defaults
Code Description Deduction Calculation Type| Active | Effective Date  Current Number Allow
b Dependert Care Flex Am  Amount o 000
DCREXPER Dependent Care Flex Perc | Percent o oo ¥
Y Mw *r"."-_w‘h' H*#J‘-‘J‘%"#W'

form will open in a pop-up window.

il ) Accept ) Accept 8B Add (Y Accept 8 Open Next :, Reports =
Impert/Export = [  Comments Memaorize/Recall = g Mass Maintenance |
Il Code ¥ Active
| Description Cverride Deduction Suppression
Calculation Type Amount -
Deduction Yalues E Healtt erage Rep [
W' Use Individual Employes Amounts |
|
1
Companywide Amounts |
Current Mumber DD earky Maximum 3000
Maorthly Maximum 000 Total Monthly Cost 5000
Quarterly Maximum S0.00 [
= | companywide Value Cranges
Mew Mumber 11¢1] Mew Yearhy biaim um S0.00
Iew Monthly Maxdmum 50,00 Effective Date
Mew Quarterly Maximum $0.00

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
deducted from the employee's payment:

The calculation type determines how the particular breakout will be
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¢ Amount - a flat amount.
e Percent - percent of wages.

e In/Out - the deduction is for a non-payroll benefit such as tips
or the use of a company vehicle that is taxable to the employee.
The Category Type of the associated Deduction Type must be
set to Other and the Deduction Amount is 0. See Wage Types
for additional information.

Active This deduction type breakout should appear as a choice in lookups.

Override Deduction |Prevent the deduction from being suppressed during payroll

Suppression processing. If you select No Deductions for a pay run (for example a
bonus pay run), this deduction is still taken (for example, 401(k)/403b
deferrals).

Use Individual This check box determines if the amount of the deduction breakout is

Ill

Employee Amounts  |“global” or if it varies by employee. If it varies by employee, select this
check box and then you will enter amounts and limits at the employee-
level. An example of deduction breakouts taken at the employee level
are 401(k) contributions.

Current Number The amount or percent to be deducted each pay period, if Use
Individual Employee Amounts is not selected above.

Monthly Maximum | The maximum amount to be deducted each calendar month, if Use
Individual Employee Amounts is not selected above.

If the maximum for a particular month has been reached, the
deduction will not be withheld from the remainder of the employee's
payments for that month.

For example, If staff is paid bi-weekly, but only deducts health
insurance premiums out of 24 pays for the year, you can use the
Monthly Maximum so that in the calendar months when there are
three pays, the deduction does not withhold and you do not need to
suppress deductions when opening the pay run.

Quarterly Maximum | The maximum amount to be deducted each calendar quarter, if Use
Individual Employee Amounts is not selected above.

If the maximum for a particular quarter has been reached, the
deduction will not be withheld from the remainder of the employee's
payments for that quarter.

Yearly Maximum The maximum amount to be deducted each calendar year, if Use
Individual Employee Amounts is not selected above.

If the maximum for a particular year has been reached, the deduction
will not be withheld from the remainder of the employee's payments
for that year.

Total Monthly Cost The total cost per month for this deduction breakout (employee and
employer portion. This is used for Allocating Employer Expense if one
of the Allocation Methods chosen is either “Based on Deduction Setup
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Using Employee Default” or “Based on Deduction Setup Using Wages
Default.”

New Number The new amount or percent to be deducted each pay period beginning
on the effective date selected below, if Use Individual Employee
Amounts is not selected.

New Monthly The new monthly maximum to be deducted each calendar month
Maximum beginning on the effective date selected below, if Use Individual
Employee Amounts is not selected.

New Quarterly The new quarterly maximum to be deducted each calendar quarter
Maximum beginning on the effective date selected below, if Use Individual
Employee Amounts is not selected.

New Yearly Maximum |The new yearly maximum to be deducted each calendar year beginning
on the effective date selected below, if Use Individual Employee
Amounts is not selected.

Effective Date The Effective Date is the PAY date (not the begin or end or a date
within the Pay Period). When you run the Process Payroll wizard, the
"New" values will automatically update the "Current" values, if Use
Individual Employee Amounts is not selected.

7. Ifthis breakout has a percent-based Calculation Type, click the Wage Types to Exclude tab
to exclude certain wage types from being included in the calculation (for example exclude
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8.

@k:rpt ¥ Accept & Add \Eﬁ-::cpt&cpmﬂm _fu. Reports =

Memorize/Recall = g Mass Maintenance I

Import/Export  ~ D Comments
Ciode MEDD1
Description Medical Employee

Calculation Type Amount

Wage Types

o Reports 'E

W Active

Cnverride Deduction Suppression

! 3 Open (@ Add % Fikers [
Evailable

BOMNUS Annual Bonus

H GIFTCARD Holidey Gift Card
HOL Hiliday

H HOLWRE Holiday Worked
HSDW Haoliday Shift Diff Wor
HSDWL Haliday Shift Diff War
oT Crvertime
PERS Personal Paid Time Of
FTO Paid Teme Off
FTOCO Paid Time Off Cash O
REG REGLILAR
RELOC Relacation Assistance
SHIFTDIFF Shift Differential
SHIFTDIFFLUIC Shift Differential Lica

| e A — ‘
|

-

| ___( —
|
Remove |

Add Al |

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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Box 12 box Code DD of the W-2.

U Accept G Accept® Add 8 Accept & Open Mext | Reports =

Import/Export =[] Comments Memorize/Recall = i Mass Maintenance
Code MEDDL ¥ Active
Description Medical Emplayee] COwerride Deduction Suppression
Calculation Type Amaournit ¥

\ | T Health Coverage Reportab! */
|
Health Coverage Repartable

Deduction Type Breakou? Premium Amounts

b 1 2014 500,00

= ¥

If you selected the Health Coverage Reportable check box, then from the toolbar of the
Deduction Type Breakout Premium Amounts grid, click © Add or highlight an existing
deduction type breakout in the grid and click (] Open to view or modify it.
Deduction Type Breakout Premium Amou
G Open © Add @ Add Cop Delete |4 Reports v

Import/Export  ~ [7] Memorize/Recall  ~ 4\ Mass Maintenance (B8 SelectColumns;

Effective Month Effective Year Monthly Premium Amount

N 1 2019 $500.00

StTep ResuLts: The Breakout Type Premium Amounts form will open in a pop-up window.

— ™
{3 Premium Amount - E@g
(@ Accept (&) Accept & Add Accept & Open Next |5 Reports ~

Import/Export  ~ ﬂ Comments Memorize/Recall = | 4 Mass Maintenance
Effective Manth =
Effective Year <MULL>
Maonthly Premium Amount 50.00
g 4

10.

Complete the following information:

Effective Month The month in which the premium amount goes into effect.
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11.
12.

13.

14.

15.

Effective Year The year in which the premium amount goes into effect.

Monthly Premium Amount The total premium cost per month, not just the employer or
employee only amounts. This is what appears in Code DD of
the W-2.

When finished, click &) Accept to close the premium amount.

Next, click & Accept to close the pop-up window or click ‘& Accept & Add/'<"Accept &
Open Next to continue entering/modifying deduction type breakouts.

If you have licensed the Payroll Multiple EIN feature set, click the EIN Groups tab.
(B Dechuction Type X

Description Dependént Care Fléx + Adtive

EIN Gro ;;:-s(

Dreduction Type EIN Groups
F Open (@) Add & AddCopy (@) Delete [ Reporis -

Import/Expert = 7] Memorize/Recall  ~ j Mass Maintenance BN Select Columns Defaults
G EllN Group GL Account
] 1 bain 1002-Flexsbie Spending

From the toolbar of the Deduction Type EIN Groups grid, click © Add or highlight an
existing EIN group in the grid and click Open to view or modify it.

o

Add Copy @ Delete 4 Reports =

Import/Export = :"] Memoarize/Recall = g Mass Maintenance B Select Columns Defaults
D EIN Group GL Account

[ 3 1 Main 1002-Flewible Spending

oY ol WSttt bt B g g, J,’nf"‘j\‘“

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

@E Group ’ =6 Zz_l
: (B Accept (@ Accept B Add Accept & Open MNext 4 Reports =
Import/Export = [7]  Comments Memorize/Recall = | g Mass Maintenance H Documents ~
EIN Group EIC)E
IO

Complete the following information:
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16.

17.

EIN Group The code of the appropriate EIN Group.
GL Account The account number of the GL Account for this EIN Group for this deduction
type.

This account number is generally a liability account or a receivables (asset)
account. This is because the account number cannot have a Subaccount
Category of anything other than “"Employees” or *“None"” (for information on
account set up, see the General Ledger Guide). Revenues and expenses are
typically set up with the Subaccount Category of “GL Cost Centers.”
Assigning an account with a Subaccount Category other than "Employees” or
“None” may prevent the entry from posting to the General Ledger or if the
Subaccount Category of the account is GL Cost Center may not post to the
desired GL Cost Center as the posting is based on the Payroll Cost Center and
ProviderPro will randomly select one of the Payroll Cost Centers the
employee has in their employee payment distributions for that pay.

When finished, click ) Accept to close the pop-up window or click ‘&Accept & Add/ &
Accept & Open Next to continue entering/modifying EIN groups.

When finished, click k3 Save to save the deduction type.

Next you need to set up the pre-tax/deduction rules:

TASK:
1.

Choose Employee Management > Payroll > Setup > Set Up Taxes-Deductions Wizard.Step
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.
" et Up Tases-Deductions Wiz

Set deduction breakewts as pre-tax of post-tay

4 TuxCategary City - Vot - Sligk on Ay unincked cel 1o gl Eetaren pre-ta
and pot-tacior eath dedudion breakout ta
¢ Dededion Cibepory G carshingtion

'!"“‘ PR T T T "“‘"___"r.." P, e ;J'-r —
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3. Clickin the cell of the deduction type breakout and tax to toggle it to pre-tax or post-tax.

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

Frtars tae Catmgazry Fadaral Withhalding - Click B By Lrilseind el 1 Logg i Etaben fre-lia
sl post-Ean for sach deduchion bresknus | b
Dwduction Categary Oy . EomEinateE
Emplopee Social Serurity  Federal Witnhalding FUTA School Dustrict - Lve -
Deduction Type Dmchuriion M oo il Sacunty Tadars FUTA B30T - Deka Fublic Schoat | 1]
¥ | anix 01K Fercemt
A0k Arnpent
438 3038 Percer |
Chid Suppart Lucs County Fre

Fulton County Fre Post
Henry County H
Coraner Cregt Gamishment | Consumer Credit Gam
Dertal lrsurane Dereal Enplope Sing ke
Dartil EnplowaChid
Dereal EmployesTam iy
Emplopee Gym Mempsship | Gpm Memberhig Fre Fost
GamEhme Fesgesrn] Stusent Loan Gaen Fre Past
Heatn Cyve Fssible Spending  Fesinie Speraing 3008
Flinisie fpesding 2505
Fevitis lperding

Hobdey GiF Card Holide: Gif Cans Fre Past
X [} - '| B

If the cell is blank, it has not yet been designated as pre-tax or post-tax. When you try to
process payroll, you will receive an error for the tax until you designate it as pre or post tax.
Onceitis set to “Pre” or “Post,” you cannot change it back to blank. If the cell has a lock next
to the words “Pre” or “Post,” then you cannot change the setting as it is based on known tax
rules.
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4. Right-click in a cell and select either Set Entire Row Post-Tax or Set Entire Row Pre-Tax to
qU|ckIy set the entlre row to the same setting.

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

Filtwra:

L

T Catmgary

Decuxticn Categary

Dieduction
Lo LS

Tyne

4528

Chad Suppart

Cormumer Credl Gameshment
Dendal Ireurae

Emplopee Gym Memipership
Gemighment
Heaith Case Fasdbie Spending

'.‘!!'.'.Ill&'.ﬁ'.tii‘.’!_:..-_

Fesjeral Withhaolding

Othes

Dechaction Mresinpt
01K Percem

204k Aot

3038 Percer

Lucw County

Fuitan Courty

Heny County

Congumer Credit Gam
Dertal Emplopee Siegie
Dartal EnpisyeaChid
Cergal EmployesTamiy
Gpn khem berthip
Fesperyl Studesnd Locin Gaen
FAenimie Spendirmg 2008
Flinitie Spesding 2005
Flauisle Soending
.!".i.'.l!l.*-'.li"i Cord

- Click an by urskeckid coll b haggle Satwsen pre-laa
wd past-tan for gach dediuchon breskout | b

- combEinaten
Coumy - Live Dounty - Wark
Lecas County  Puiton County | Luces County Tas « Woek | Tippecance County, Williams ]
Fre [Pee
Fre
Fusl

Pre . e
Pre
Pie

Poadt

u o
3 e
Fre

Poat Poad Faak

Pre I

St Entire Aos Pons-Tas r—

St Entire Roes Pre-Taw I

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 enC|I icon will disappear.

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

Tz Catmgery

Dwshscticon Categony

Deduction Type
0K

4538

Chad Swppant

Fedesal Withholding

Othest

Dedhaciion Dresk ot
400k Percend
A04K Aot
038 Percerd
Luca County
Fulton County
Henry County

Lo Crege

Dertal [rursie

Empiopee Gym Membership
GarnEhment
Heaitn Cave Fesible Spending

Hobde Ik Card
L]

L Creg Gam
Dental Enplogte Singhe
Dartal EnployesChid
Clertal EmployesTam iy
Gpm kambership

Fesgel Stugesnt Loan Saen
Agsioie Spesdig 2006
Flnisie Spaseing 2005
Fieuizie Spending
Hoddey Gk Card

- Click an by urlsciosd coll b3 hagg i Selween pre-lia

wcd post-tan for each desiuction breatowt | tax
- combBindticn.

Employee Sorial Seonity  Fegersl Withokaing  FUTA

Fegern FUTA

L Pre 2

Sood DRstrict - Liee
4337 - Deita Pubbc School

Social Sarerity

0

Fre
[

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

& Accounts Receivable »
‘B General Ledger »| [l General Joumal Entries
&l Accounting Transactions

4 Meoney Transactions
#  Deposits

Inquiries »
Processing Payments 3
' Wizards
| Sewp
4l Reports

. Options
Accounts
Check And EFT Stub Layouts

g
W CostCenters
Fiscal Years -ﬁ

Intercompany Links

Joumals

Money Addresses

Subaccount Categories
Subaccounts »

Account Tag Categories ]
Cost Center Tag Categones L]

¢ C(lick the General Ledger module group on the Navigation Pane and then click Fiscal
Years.
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Navigation 3 x
E General Ledger

5 Accounts

% Cost Centers

Fiscal Years *—
W General Journal Entries
U Accounting Transactions
!_-;_-EZI Maney Transactions

Deposits

f;i_: Reconcile Money Account
Q Account Inquiry
@ Subaccount Balances Inquiry

@ Subaccount Transactions Inquiry -

=[—_"’ . Accounts Payable

e Accounts Receivable

E General Ledger
i»:;a Billing

g Client Banking
Client Information
& Fiscal Support Entity
E' Incident Tracking

oA @Y B2

Step ResuLts: The Fiscal Years form will open in a new window tab.

T Fiscal vewr X

Desciption |
@ Ackie
Creabe Mscal Fesr |
Fiscal Periods
% Open &gh Add (59 Add Copy ik Desst & Reports =
ImportExpert =1 B Ml ine T sl L -ﬁ] Mass Marmenanie E Setect Cakiming
Fiecal Pediad Fracad aear | EBugyiry Dt | End Date Acteaky | Gl i LT AP AR Q1 P&

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

Dwescription

| Active (
Create Fiscal Year
Fiscal Periods

% Open (@) Add ) Add Copy () Delete | [3 Raports =

Import/Export  ~ [T} Memorize/Recall -/ gh MassMaintenance B Select Columns

Fiscal Period Fiscal Year Begin Date End Date Activity GJ  GLMT AP AR CL | PR

Tttt B e sl w*\_wﬁkhl‘""‘xmﬂm
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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 — J X

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

First Month of Fiscal Year lanuary -
Fiscal Year 2020 /

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.qgov/dfa/index.php
Arizona https://www.revenue.state.az.us/

California https://www.taxes.ca.gov/

Delaware https://revenue.delaware.gov/

Florida https://dor.myflorida.com/dor/

Iowa https: / /www.state.ia.us/tax/index/index.htmll
Idaho https://tax.idaho.gov/

Illinois https:/ /tax.illinois.gov

Indiana https://www.in.gov/ai/taxes/

Kentucky https://revenue.ky.gov

Kansas https://ksrevenue.org/

Louisiana https://www.rev.state.la.us

Maine https://www.maine.gov/revenue/

Michigan https://www.michigan.gov/taxes

Minnesota https:/ /www.taxes.state.mn.us

Montana https:/ /revenue.mt.gov/home/businesses.aspx
North Carolina https://www.dor.state.nc.us/index/index.htmll
New Hampshire https:/ /www.revenue.nh.gov/index/index.html
New Jersey https://www.state.nj.us/treasury/taxation/
New Mexico https://www.tax.newmexico.gov/

New York https://www.tax.ny.gov/

Ohio https:/ /tax.ohio.gov/

Oklahoma https://www.tax.ok.gov/

Oregon https://www.oregon.gov/DOR/

Pennsylvania https:/ /www.etides.state.pa.us/

Rhode Island https://www.tax.ri.gov/
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South Carolina

https:/ /www.sctax.org/default/index.html

South Dakota https://dor.sd.gov/

Texas https: //www.window.state.tx.us/taxes/
Virginia https://www.tax.virginia.gov/
Wisconsin https://www.dor.state.wi.us

West Virginia https://www.state.wv.us/taxrev/
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Other Useful Websites

Resource Web Address

Internal Revenue Service https://www.irs.gov

Sandata Support Site https://sandata.zendesk.com/hc/en-us

Social Security Administration https: //www.socialsecurity.gov/bso/bsowelcome/index.htm

Social Security Verification Service |https://www.socialsecurity.gov/employer/ssnvs handbk/in
Handbook dex.html

Transmitter Control Codes https:/ /fire.irs.gov
IRS 1099 Filing

Yearli https://www.greatland.com/
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Related Forms

This chapter contains these forms:

e Forms Overview
e End of Year Processing Selection Form
e W-2and 1099 Authorization Form
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The following table details which forms you need to complete by when:

Form Name:

Should Be Completed By:

And Returned By:

End of Year
Processing Selection

Everyone

December 1,2025

W-2, 1099, 1095-C
Authorization

Those having Sandata process their W- | December 1, 2025

2s, 1099s and/or 1095-Cs

-157 -



