GALAXY

hosted software LLC

Tax Form Guide

aaaaaaaaaaaaaaaaaaaaa



GALAXY

hosted software LLC

Table of Contents

INTFOTUCTION .. ...ttt s e b bbbt 3
ACCESSING TAX FOMMS oiiiiieciiii i i ie e s s e e s e e s s s e e e s e e nma s e s s e e e e s snmsssss s s ee e e e nnmasssasssenesnnnmnnnsannsens 4
LCT=Y =T = Lo ¥ = 1= Dl 2o o 0101 6
e T e o T RS TSS 6
B 0 8 o o 7
] =1 <3N oo o - 8
VB 1o o o T 9
Printing W-2 FOIMS ..uciiiiiieccceessssssrrnssmmssssssssssrrssnmssssssssssesssnnmmssssssssemsnsnmmnssssssssssnsnnnnnsssssssssnsnnnnnns, 12
o 1T =Y 13

2|Page



GALAXY

hosted software LLC

Introduction

The Galaxy software can generate various payroll tax forms that are prefilled by the system
with relevant payroll data for the appropriate reporting period. These forms include Federal
tax forms 941, 944, 940, and W-2, as well as an electronic submission file for W-2 and W-3
information. Also included are some state unemployment files that can be electronically
submitted.

*1099 forms are not considered to be payroll tax forms. You may use the tools available in
the Galaxy software to generate your 1099 forms. Please see the 1099 Form Guide for
instructions and more information.*

Galaxy does not provide legal or tax advice and will not be held accountable for any tax
related fines and/or penalties that you or your company may be subject to as a result of
incorrectly entered or setup data in the Galaxy system, erroneous form filing or lack of filing,
incorrect tax payments, and/or late deposits that were your responsibility and that may have
been completed based on any advice or assistance from any Galaxy employee.
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Accessing Tax Forms

From the Payroll menu select the Tax Reports and Forms icon.

Normal Processing

<™ Employee Time

'Es PR Explarer ‘a Reprint Checks 2 o

Reports
= Earnings = Tax Reports and
\& Reports \‘:ﬁ Forms (=¥ Other Reports
. . »
Company File Maint Payroll Tax Report

Payroll Tax Quarterly Report
a Payroll Tax Annual Report
IB Employee Setup Payroll Tax Summary Report
Payroll Tax Summary Quarterly Report
L Payroll Tax Summary Annual Report

Tax Forms

A list of different types of reports appears:

Payroll Tax Report

Payroll Tax Quarterly Report

Payroll Tax Annual Report

Payroll Tax Summary Report

Payroll Tax Summary Quarterly Report
Payroll Tax Summary Annual Report
Tax Forms
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Select the last option-Tax Forms. A screen with available tax forms will display.

Payroll 7 Tax Forms | é Cleveland Rocks. Inc.

Tax Forms @ Faciliy

Select Form to Generate + Generate

@ Federal Forms I . %T
() State Forms All et —_— 1

Avallable Forms:

340/2013 |

[T |

Year 2014 =

st

Description:
Use this to report quarterly federal tax information.

System selection defaults to Federal Forms (you may change this to State Forms and select the
desired state from the option to the right).
1. From Available Forms menu select the form that you need. All forms are listed in the
form #/year format. A generic image of the form displays on the right side of the screen
(the W2 form will NOT be generated in the same format as the preview image seen on
this screen).
2. Select the Year that applies to the form you wish to access using the up/down arrows.
3. Select Quarter (1, 2, 3, or 4), if applicable.
4. Click Generate to prefill the form.
*If the form has previously been generated, the following message will appear: ‘The
form xxx/xxxx for this period already exist. Recreate?’ Clicking ‘No’ will simply load the
form as it was last saved. Clicking ‘Yes’ will recreate the form. Clicking Load instead of

Generate will allow you to load any previous versions of the form.
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Generating Tax Forms
941/944 Form
After accessing the appropriate form the screen will display the selection. Any relevant data

that is stored in the system will be prefilled in the corresponding fields on the form.

Payroll 7 Form 941 2013 l 5 Cleveland Rocks. Inc. x
TR b Oen @ewer| e oo
o 941 for 2013: Employer s QUARTERLY Federal Tax Return 950113
IRev. Janusry 2013 Depanment b1 ne Treasury — Intesnal Revenue Senice OMB Mo, 1545-0028
evviomrsmicasanmiar| B [4] - [1][2][3][2][5][6][7]

CLEVELAND ROCKS, INC. | [ 1: dausry, Fabruary, March
| [ 2 april, May, June
[ & duy, ugust, Saptember
D 4: October, November, December

Name [e! pour (rade namel

Trade name il anyl ‘

sdiress |1 ROCK CENTER |

e ream rumeer
Instructions and prior year forms are
|CLEVELBN'D | ‘OH | | 44115| availanle at wuaw,irs.gov/ form34T.

ZIF cede
Read the separale instructions bafore you complate Form 841. Type or print within the boxes.
[EGRHEE Answer these i for this quarter.

1 Number of employees who received wages, tips, or other compensation for the pay period

including: Mar. 12 (Quarter 1), June 12 (Quarter 2), Sept. 12 (Quarter 3), or Dec. 12 (Quarter 4) 1 5]

2 Wages, tips, and other compensation . . . . . . . . . . . . . . L 2 42,446.97
3  Income tax withheld from wages, tips, and other compensaton . . . . . . . . 3 4,688.49
4 If no wages, tips, and other compensation are subject to social security or Medicare tax [] check and go to line 6.
Column 1 Column 2
5a Taxabla sacisl security wages . . | 45,196.97] x 124= | 5.604.42]
Eb Taxabla social security tips . . . | 2,308.94] « 1242 | 286.31]
5o Taxable Medicare wages & ips. . | 45,196.97| o2a- | 1,310.71]
5d Taxahle wages | & lips subjacl to
‘ | = .00% = | ‘
5e  Add Column 2 from lines 5a, 5b, 5e,and5d . . . . . . . . . _ . . . 5o 7,201.44

T

Manually add any other information that may be required but not stored in the system. Fields
that usually require manual input include:

Total deposits for the quarter/year (Part 1).

Deposit schedule (Part 2).

Signer information (Parts 4 and 5).

Part 3 (if applicable).
The correct liability amounts will generate in Part 2 (or on an additional schedule for semi-

weekly depositors).

Once all appropriate fields are complete, you should Save the form by using the button on the
top of the screen. At this point you may choose to print the form. There are two print buttons
at the top of the screen - Print (only prints current page) and Print All (prints all pages of the

form).
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< 940 Form

The selected 940 form will be displayed on the screen. Any relevant data that is stored in the

system will be prefilled in the corresponding fields on the form.

Payroll 7 Form 940 2013 g% Cleveland Rocks. Inc. Q
4 41 [ ‘ [ Print Prirtt &l ‘ ChEspot | Save
o 340 For 2013: Employer's Annual Federal Unemployment (FUTA) Tax Retum 450113
Lepartment of the Treasury — Intemal Hevenue Service OME Mo, 1845-0028

===l (a6

Mame ot your e nare |CLEVELAND ROCKS, INC.

D a. Amended

Trade narme i any) | | [ Ib. Successor emplayer
|:| c. No paym!ms 1o emplayees in

addrass |1 ROCK CENTER

e Fmal Business closed or

HurDEr Street SUte of mam nUTRE stopped paying wages
Instructions and pricr-year forms are

| CLEVELAND ‘ | OH | | 44115 | avalable at www.irs.goviform40.

Gy stats 2 coda

Farsizn caunry nams Forsig provireatcoary Fereign postal code

Head the separate instructions before you complets this form. Please type or print within the boxes.
Tell us about your return. If any line does NOT apply, leave it blank.

1a I you had to pay state unemployment tax in ohe state only, enter the state abbreviation . 1a EI EI
1b M you had to pay state unemployment tax in more than one state, you are a multi-state Check here.

QL Ea f G e e s e s o b e s oo and s s 1] CumplelesuhewleA[Fum 940).
2 If you paid wages in a state that is subject to CREDIT REDUCTION . . . . 2 gm’;ﬂfgmmla A Farm 840)
D ine your FUTA tax before adj for 2013. If any line does NOT apply, leave it blank.

3  Total payments to allemployees . . . . . . . . . . . . . . . 3 17,005.00
4  Payments exempt from FUTAtax . . . . . . 4

Check all that apply: 4a [ ] Fringe benafits 4c [] Ratirement/Pension  4e [_] Othar
4b [] Group-term lifa insurance 4d [_] Dependent care

5 Total of payments made to each employea in excess of
Erfiils: & & 6 o 0 5 5 @ oo & w0 v b 5 -240.00

Manually add any other information that may be required but not stored in the system. Fields
that usually require manual input include:

The total deposits for the year (Part 4).

Signer information (Parts 6 and 7).
The correct liability amounts will generate in Part 5. If a credit reduction applies, the correct

information should be included and Schedule A will appear after page 2 of the form.

Once all appropriate fields are complete, you should Save the form by using the button on the
top of the screen. At this point you may choose to print the form. There are two print buttons
at the top of the screen - Print (only prints current page) and Print All (prints all pages of the

form).
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< State Forms

All state forms in the Galaxy software are electronic versions of information required by various
state agencies. Depending on the selected state form, there may be additional fields that
require completing (see in red below) before the form can be generated. Please make sure that
those are completed.

Payroll / Tax Forms | @ Cleveland Rocks, Inc. b4

Tax Forms # Faciiy...

Select Form to Generate + Generate

() Federal Forms
(@ State Forms FL Q

Available Forms:

4 ™
‘Year 2014 =

Quarter

Emplayer UT #

No Previgw

Submizsion Date Q
Contact Name
Contact Phone

Contact E-mail

Description:

Once you click Generate you will get a dialog box that will allow you to save the electronic file
in the selected format. You will then need to submit this file to the appropriate government
authority. You will need to make sure that you have the appropriate access to do so. We do
not have any details or information about how this can be done. If you are unfamiliar with

this process, you will need to contact your state agency directly or ask your accountant or tax
advisor for help.
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o W-2 Forms

If you selected to generate W-2 forms you will be taken through a series of ‘Steps’ that will ask
that you confirm all data for accuracy. Any relevant data that is stored in the system will be
prefilled in the corresponding fields. Each field can be overtyped directly on screen and that
data will be used on the forms. However, some of the data (employee names, addresses and
SSNs) may need to be updated in the Employee setup screen, otherwise this data will always
display the same errors in future years’ W-2's.

Step 1-In Step 1 you are asked to verify employee social security numbers. Once you have done
so, click Next Step at the top of the screen.

Payroll / Form W-2 2014 [ £2 Cleveland Rocks, Inc.

Step 1: Yerify Employee 55Nz are comect 4 FrorStep B Mest Step K Save
Emp [D |F0rm |Bo:-: a 55N IBox e Last Name |Bo:-c e: First Name |Box e Middle Iritial | -

1 A 111111111 Freed Alan

12 b | 222222202 Presley Elviz b

ME A 33333-3332 Fratiklin Aretha

|4 A 444-44-4444 Holly Buddy

] 5 A B55-E5-5555 Lewis Jemy L

L4l 29 G 3 Lee Lazer

If there are any fields with invalid data, they will be highlighted in red. Those errors must be
corrected in order to proceed to the next step.

Payroll / Form W-2 2014 [ 5 Cleveland Rocks, Inc.

Step 1: Verify Employee 55Nz are comrect

4 Frior Step

b Heut Step

H Save

Emp ID IFolm IBox a 55N |Box e Last Name IBox e: First Name |Box e Middle Initial | -
B A 111111 Freed Alan
|12 b 222222202 Presley Elviz )
HE A 333333333 Franklin Aretha
HE A 444-44-4444 Hally Buddy
L [ 9 555555555 Lewiz Jermy L
1B A _ Lee Laser

Step 2-In Step 2 you are asked to verify employee names and addresses. Once you have done

so, click Next Step at the top of the screen.

Payroll / Form W-2 2014 | ﬁ Cleveland Rocks, Inc.

Step 2: Yerly that l

names and addh

are

4 PriorStep b et Step

H Save

Lewis

@M
P e

i T |

Les

Jemy
Laser

123 Killer Ave
26 Main 5t

Shakin
Downtowin

44111
44122

Emp D IFolmIBox e: Last Mame IBox & First Mame Ion e: Middle Initial Ion e: Mame Suffix IBox f: Address Line 1 IBox f: Address Line 2 IBox f: City Box | State IBox f: Zip -
1 A |Freed Alan 1 Moondog Lane Cleveland OH 44114

Presley Elvis A 24 King Court Heartbreak Hotel Graceland | OH 44122

Franklin Aretha 14 Queen of Sole Ave M oton ] 44112

Hally Buddy 1801 Crickets &ve Concord OH 44077
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Step 3-Step 8-Each of the steps clearly shows what is expected to be verified at the top of the
screen. Steps 7 and 8 may display a warning message if totals in boxes 4 and 6 (highlighted in

green) do not correspond to wages multiplied by the correct tax amounts. These warnings do
NOT have to be corrected before proceeding to the next step.

Payroll / Form W-2 2014 | ﬁ Cleveland Rocks, Inc.

Step B: Yenly Medicare wages (box 5) multiplied by 1.45% = Medi ithheld [box 6) 4 PriorStep P Mest Step H Save
Emp D |Fo|m|Box e: Last Mame Ion e FirstMame  |Box e: Middle Initial IBox 5: Medicare Wages |Box 6: Medicare Withheld | -
1 A Freed Alan $36,000.00 $522.00
2 A Presley Elvis A $16,602.50 $269.73
LdE A Franklin Luetha $221,680.00 $3.403.48
|4 A Hally Buddy $6,576.50 $95.38
e A Lewis Jemy L $6,403.50 $92.85
e A |Lee Laser $6.480.00 $93.96

‘Warning @

h WARNING! One or more Box 5 x 1.45% are not within 51.00 of box 6.
L Please recheck those figures for accuracy.

Step 9-This is the step where you will be able to preview all of the W-2 fields for each employee
to see if there are any changes needed.

Payroll / Form W-2 2014 | ﬁ Cleveland Rocks, Inc.

Step 9: All required steps are complete. Please verify that all fields are correct. 4 PriorStep B Mext Step H Save
Emp D IFolmIBox a 55N IBox e Last Name: Ion e: First Name | Box e: Middle Initial IBox & Name Suffix Ion I Address Line 1 Ion I: Address Line 2 [Box : City Box State |Box kZip Box 13: Statu »
|| 1 A 11111111 Freed Blan 1 Maoaondog Lane Cleveland 0OH 44114 F
|| 2 A 222:22.2222 Presley Elviz A 24 King Court Heartbreak Hatel Graceland 0OH 44122 F
M3 A H Franklin Aretha 14 Queen of Sole Ave Matown IN 44112 F
|| 4 A 4dd-44-4d444 Hally Buddy 1801 Crickets dve Concaord 0OH 44077 F
|| b A, 5b5-55-5505 Lewis Jemy L 123 Killer fove Shakin OH 41111 F
|8 A | BEE-GE-BEEE Les Laser 2E Main St Downtown — OH a2z F

Once you click Next Step in Step 9, you will enter the Filing Wizard.

W-2 Filing Wizard =

| Process W-2 Filing Wizard

& Nowthat you have reviewed your

" 3 employee information, please verify and
complete your company infomatian.
Then pririt the W-2¢ and related forms.

Cancel <Back | [ MNem> |
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Here you will be asked to verify your company information and to identify some other items

that are W-2 specific (see E-filing W-2"s on p. 13 for info on BSO User ID).

r
‘W-2 Filing Wizard

=)

| Company Information

Company Name
Tradke Name
Address Line 1

Address Line 2

Cleveland Focks, Inc . Fedetal EIN
Cortact Name

[1RoskCenter |, Telephonelt
Fantt

City Cleveland . E-Mai
State OH Q= Kind of Payer
21 44115 o

B50 User ID
Use %2 Contiol Nurbers~ (©'Yes @ No

341234567 @

(216 5551234«

s
an Q.
Kind of Emploper M )
s

*Indicates a required field

Concel | [ cBack | [ New> |

You will also have an option to enter additional information.

r
W-2 Filing Wizard

=)

| W-3 Optional Information

Fil in any optional information that you require for your W-3s.

Control 8 [Box a)
Establishment # (Box d]

Other EIN used this year [Box h)

Income b withheld by paper of
thid party sick pay (Box 14]

W3 Thid Party Sick Pay

—
E——

O¥es @ Mo

Concel | [ <Back | [ Nem>

Once finished, the forms will be displayed on the screen. The View/Modify Data button at the

top will allow you to go back into edit mode to make any necessary changes.

Payroll  FormW-22014 | £ Cleveland Rocks, Inc.

[ ViewModfy Data & i Expot

Emploves copies with notice. | Employes copiss | Employee notice oy | Employer copy D | Form w3

Zoom 100% + | M 41

[ ‘ [ Bint [ Print &0 ‘ 4 Export

Form W-2
T ew
333~ 333

and Tax Statement 2014

OWB Ho. 1545-0008

F50TEISECATY NG, |COPY 1 FOT SIAte, CITY, Of LOGal Tax D3 partent.

Department of the Treasury — Internal Revenue Service
T Wages. tos. ourer Comp, T reoera moome  wieE R
$221,155 .00 $79,865 26|

T Empojers rame sooress. w0 28 ook
Cleveland Bocks, Inc.

1 Rock Center

Cleveland, CH 44115

T Empojer 1D_mmoer
3a-1234567

T Socal seourky vages
$113,700 .00

T Socaisecurny moweees
§7,049 40

5 vedkan iags = 00

$221,630.00
B

T weomn m wimeD
§3,409 48

T Soom semrm s

T Ae=eatme

O T
Zretha Franklin
14 Queen of Sole Ave
Motown, IN 44112

f Empojees saoressanazip cose

L o0

T = [ rememer | o
S| RET | I

12aCo see et for 0w 72
D | $525.00 |

12bcoce

14 omer

T2ccooe

Todos

15 see  [Empmerss=eiDNG
CHE  |s2-99s3g8

S ages 1 Bt
$221,155.00

ECTEED
$12,809.89

T8 Lomaluages tps #ic. |19 Lomal poome

§221,155.00

§4,423.10|Cleveland

20 Lommname

Form W=2_Viage and Tax Statement_ 2014

s Erpiees saclalsacurty Ne |
333-33-3333

OMB Ho. 1545-0008

of the Treasu

ry — Internal Revenue Service

Wages. tos. ciner Comp.

$221,155.00

2 Federal income tax witineld
§79,865.26]

c EMpojers name, Soress, w 28 5008
Cleveland Bocks, Inc.
1 Reck Center

Cleveland, CH 44115

b ompbyer (D mmoer
34-1234567

Socal seour®) wages
$113,700 .00

T
§7,049 40

]

WiRdEre wages 2 05E

$221, 680 .00
E)

& weomre m wiveD
§3,409 48

T Soc e T

T AicRcim

& EmomEes e nEEL
Zretha Franklin
14 Queen of Sole Ave
Motown, IN 44112

f Emioge's sorsze ZF code

L B

T 5= [ rememen | o
EAa =

T2aCom e e for o 12
D §525

TZhtis

.00 |

4 omer

T2ccoe

Todos

5 sum  [evpeEres=EONG
o |52-999959

T weewage i AC
§221,155 00

ECTETE
$12,809.89

T8 Localwages tpe. &ic. |19 Local hoome

$221,155 00

$4,423 10|Cleveland

W0 Lomm name

Form W=2_Wage and Tax Statement_ 2014

OMB Ho. 1545-0008

of the Treasu

ry — Internal Revenue Service

e s socal ety e |m,cn. EMPLOVEE S Rvcords, (32 sRached Natos (o Eple os)
i

a
333-33-3333

1 Wagess. tos. ciner Comp.
$221,155.00

7 Feseral oome i witee R
$79,865 .26
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Printing W-2 Forms

Once your W-2 forms are generated, you will notice that there are several tabs at the top of the

screen with various options:

Payroll / Form W-22014 | (7] Cleveland Rocks, Inc.

[ ViewModiy Data & E e Export

Zoom T00% - | M4 1

Employes copiss with rotice | Employee copies | Emplopes notice only | Employer capy D | Fom -3 |

L] ‘ [ Print 3] Print Al ‘ Ly Export

and Tax tatement 2014

3 Emoes
333-33-3333

OMB No. 1545-0008
‘Seo0mIsecuTy NG [COPY 1 FOT SIate, Gity. Of Local Tax Department

Depariment of the Treasury — Internal Revenue Service
T Woges. ts. oner Gomp. T Feceral moome = wive s
$221,155.00 $79,865 .26
T

© Emphyers name, adiress. am 26 ook
Clevelsnd Rocks, Inc.

1 Reck Center

Cleveland, CH 44115

b Empiyer 0. mmoer T

34-1234567

ags
$113,700.00

$7,049 .40

T Control numher

T Vedar vages v 5

$2,409.48

T Socl sewry T

T Alccim

$221,620.00
E)

© Enplopes iral MEal 310 Bl names and sl
Aretha Franklin

14 Queen of Sole Ave

Motown, IN 44112

f Empejes seressma P code

L CE0 (i

13 S | Refirement | 3
B

12aCome See Inat for 0w 12 [TEE

o |

$525.00 |

1ZcCos

TIates

14 omer

15 Soe  [EmpoerssaeibNo T St wages s dlc
o |52-599959 §221,155 00

L

% Income B
§12,809.89

T8 Localwages s, dlc._[18 Losal moome &1

20 Lowiyname

$221,155 00 $4,423 10|Cleveland

OMB No. 1545-0008

form W=2 and Tax statement 2014
- TS s A ay NG
333-33-3333

T Wwages, s, arer Comg

Depariment of the Treasury — Internal Revenue Service
T Feseral moome t wiERR
$221,155.00 $79,865 .26
H 1

© Empojers ame_a0rese. 0 2F o0k
Cleveland Rocks, Inc.

1 Rock Center

Cleveland, CH 44115

b Empbyer 1D mumber
34-1234567

g uages
$113,700.00

$7,049 .40

T Control numer

T Wedar vages = 156

$221, 630 00
£l

$3.409 48

T Soom e s

T Aimeanpe

© Emplopes il RBal 310 Bl names and sl
Aretha Franklin

14 Queen of Sole Ave

Motown, IN 44112

 Empiojes's soresszna 2ip cade

L CE (i

13 St | Retirement | 3
B

T2a Gooe_See 1net. Tor 001 12 Tihos

o |

$8525.00
1

12cCace

T omer

T5 Soe  [EvpoerssaEDNG
CH  |s2-999989

T8 Sz wages T e
$221,155.00

EEET
$12,809.89

T8 Tooawages e, Ao |19 Local hoome &

0 Lomiyname

§221,155.00 §4,423.10|Cleveland

T Wages, ws, arer Comg
$221,155.00

Employee copies with notice-this option shows all employee forms (one page with 4 W-
2 forms per employee), each one followed by the notice page, so that you may print

them back-to-back (form on one side, notice on back).
Employee copies-this option shows only the employee copies and does not include the

notices.

Employee notice only-this option shows only the notice pages.

Employer copy D-this option shows the employer copy of the forms (Copy D) which

shows one form per employee (4 different employees to a page).

Form W-3-this option shows the company W-3 summary.

Each tab selected has the same printing and export options at the top of the screen. You can
choose to Print paper copies of the forms, or you can Export them into PDF format for e-

mailing.

*The forms CAN be printed on plain white paper.*

12| Page



GALAXY

hosted software LLC
E-filing W-2’s
In order to be able to submit the W-2 information to the government you will need a BSO

account. If you have not done so already, you may register for an account at
http://ssa.gov/bso/bsowelcome.htm.

*Our software does not support paper filing of W-2 forms using official IRS scannable forms.*

Once you have a BSO User ID you will enter it in the W-2 Filing Wizard (see top of p. 11). If you
completed your W-2 forms already, you will be able to access the wizard again by clicking the
View/Modify Data button at the top of the screen with your generated W-2 forms, and clicking
through all the steps until you get to the wizard.

Once your forms are finalized and you are ready to submit them, you will need to generate the
electronic file by clicking the E-File Export button at the top of the W-2 form screen.

[ View/Modity Data

Employee copies with natice 1 Employes copies ] Employee notice only ] Emplc

Zoom 100% = | 14 41 b ¥l | [ Brint [ Printal

Cleveland, CH 44115

A dialog box will open and allow you to save the exported file.

You will then need to log in to BSO and follow the directions there for submitting your file to
the government. You do NOT have to file paper W-2 forms or send anything to the IRS.

13 |Page



