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Introduction

The Payroll4Free.com 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.

If you are a tax client, meaning that you signed up for your payroll taxes to be filed and paid by
Payroll4Free.com, all of your payroll tax forms will be submitted to the various taxing
authorities by Payroll4Free.com on your behalf. You will have the option to access copies of
some of these forms by following the instructions in this guide (you will be able to access forms
that were already completed on your behalf by Payroll4Free.com; you will not have access to
generate new forms or edit prior forms). Payroll4Free.com takes full responsibility for the
accuracy and timelines of all forms and payments submitted on your behalf, provided that you
timely furnished us with accurate and complete information that may be required in order for
Payroll4Free.com to provide this service to you.

If you are not a tax client, you are responsible for filing and paying your own payroll taxes. You
may use the tools provided in the system to generate various forms that may apply to your
situation. If you have any questions about the forms that you need to file or the taxes that you
are responsible for, please contact your accountant or tax advisor.

*1099 forms are not considered to be payroll tax forms and will not be completed or
submitted on your behalf regardless if you are a tax client or not. You may use the tools
available in the Payroll4Free.com software to generate your own 1099 forms. Please see the
1099 Form Guide for instructions and more information.*

Payroll4Free.com 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 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 Payroll4Free.com employee.
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Accessing Tax Forms

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

Normal Processing

- Journal

T
! LB PR Explarer ‘2 " Reprint Checks s Employee Time

Reports
Earnings = Tax Reports and =
Reports Sy Forms \( y Other Reports
Y o -
Company File Maint: Payroll Tax Report

Payroll Tax Quarterly Report
- Payroll Tax Annual Report
jB 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

4|Page



PAYROLLOFREE.COM

Select the last option-Tax Forms. A screen with available tax forms will display.

Payroll / Tax Forms [ @ Cleveland Rocks, Inc.

Tax Forms £ Facilty...

[ Select Fom to Generate

@ Federal Farms | @ Load.,
(1 State Forms All e kaan

&vailable Forms:

Jiel| Generate

ear

Guarter

Description
Use this to

repart 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).

Select the Year that applies to the form you wish to access using the up/down arrows.
Select Quarter (1, 2, 3, or 4), if applicable.

Click Generate to prefill the form. (If you are a Tax Client the Generate option will not
be available to you. You will have access to the forms completed by Payroll4Free.com
on your behalf by using the Load option).

*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

S 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.

Paproll / Form 941 2013 f & Cleveland Rocks, Inc.

M4 »oM OEwe [

Pririt 41| J{;Ekport H s

{Fev. January 2013

Dipartment o the Treasury — Intenal Revenue Ssnice

Empluysridumﬁcntimnumher-:Ele E| = :l EI E El

Name ot your irade namel

CLEVELAND ROCKS, INC. ‘

Trade name o1 aryl

Address

1 ROCK CENTER ‘
Nurnh

et B

|CLEVELAND

| [0 | 14115]

o 941 for 2013z Employer's QUARTERLY Federal Tax Return 950113

OMB M. 1548-0029

Report far this Quarter of 2013

(Check one)
[ 2 danuary, February, March
[ 2: April, May, June
D 3: July, Augusl, September
[] 4 Octaber, Movember, December

Instructions and prior year forms are
available at wen,irs, gowonmed 1,

State 2P crde

Gty :
Read tha saparate instructions bafore you complate Form 841, Type or print within the boxes.

[ELUREl Answer these

for this quarter.

1

Ba

5c

Number of employees who received wages, tips, or other compensation for the pay period
including: Mar. 12 (Quarter 1), June 72 (Quarter 2}, Sept. 12 (Quarter 3), or Dec. 12 (Quarter 4)

Wages, tips, and other compensation . . . . . . . . . . . . . . . . .

Income tax withheld from wages, tips, and other compensation . . . . . . .

If no wages, tips, and other compensation are subject to social security ar Medicare tax

1 5.
2 42,446.97
3 4,688.49

D Check and go ta line 6.

Taxable social security wages .
Taxable social security tips . .

Taxable Medicare wages & tips.

Column 1

Column 2

45,196.97] « 124 |

5.604.42]

286.31]

45,196.97] x ooa-= |

1,310.71]

\
\ 2,308.94] « 124- |
\
\

5d Taxable wages & tips subject to
i licare Tax wi i | x.008= |

58 Add Column 2 from lines 5a, 5b, 5¢, and 5d

5e 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
Deposit schedule (Part 2).
Signer information (Parts 4 and 5).

Part 3 (if applicable).

1).

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 / Form 940 2013 | ¢ Cleveland Rocks. Inc. Q
4 41 [ ‘ [ Print Prirtt &1 ‘ LhExpot | Save
o 940 for 2013: Employer s Annual Federal Unemployment (FUTA) Tax Retumn 850113
Department of the Treasury — Intemal Hevenus Senvice OMEB ko, 1545-0028

s===0l[0 (bl

Mame it your e name) | CLEVELAND ROCKS, INC.

D a. Amended

Trade name (i any) | ‘ |:| b. Successor employer
‘ |:| c. Nn paymsmslu emplayess in

P |1 ROCK CENTER

e Fanai Eusiness closad o

Murpar Streat HUTE Of F30M AUTEE S’tDppﬁd paying wagss
Instructions and pricryear forms are

|cLEVELAND | lon | [ a4115] bl Rkt B0

Gy sl £IF coda

Farsign cawntry name Farsign praviraziamarty Fareign poss aode

Head the separats instructions betore 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 El El
1b i you had to pay state unemplayment tax in more than one state, you are a multi-state Check here,
T T 5 e e 1b [ Gomplete Sohesule A (Form 940),

2 If you paid wages in a state that is subject to CREDIT REDUCTION 2 gmwg&mm Ao iid)
D ine your FUTA tax before adj for 2013, If any line does NOT apply, leave it blank.

3 Total paymentstoallemployees . . . . . . . . . . . . . . ) 17,005.00
4  Payments exempt from FUTAtax . . . . . . . 4

Chack all that apply: 4a D Fringe benafits. 4c I:‘ Retirament/Pansion e D Other
ab [[] Group-term life insurance 44 [[] Dependent care

5  Total of payments made to each employee in excess of
0007 oo e 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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o State Forms

All state forms in the Payroll4Free.com 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 before the form can be generated. Please make sure that those are
completed.

Payroll / Tax Forms | £5 Cleveland Rocks, Inc. x

Tax Forms # Facility

[~ Select Form to Generate: + Generate

() Federal Foms . et
(@ State Forms FL Q

Available Forms:

‘Year 204 =

No Previgw

Quarter 4 -

Employer UT #
Submigsion 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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2 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 | §% Cleveland Rocks, Inc.

|Slep 1: Verify Employee 55Nz are correct | 4 Fi b Next Step H Save
Emp [D lForm IBD:-: a 55N 180:-: e Last Name  |Bow e First Name  |Box & Middle Initial l -
[l | A 11131111 Freed &lan |
jul 2 | A _222-22-2222 _F'lesle_l,l Elviz _A
nE A 333333353 Fratiklin Aretha
BE A 444-44-4444 Holly Buddy
] 5 A B5R-E5-5555 Lewiz Jemy L
L B . A LS 15} Lee Laser .

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-22014 | §% Cleveland Rocks, Inc.

|Slep 1: Yerify Employee S5Hs are cormrect | 4 FriorStep B Mest Step H Save
Emp ID IFolm IBox a 55N lBox e: Last Name  |Bow e First Name  |Box e: Middle Initial | -
1 LA 111111111 Freed | Alan |
] 2 | A _222-22-2222 _F'resley _Elvis _A
nE | A 33333333 Franklin Aretha
|4 A 444-44-4444 Hally Buddy
1k LA R : Lewiz ey L
I8 & _ 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 | Formw-22014 | #& Cleveland Rocks, Tnc. x
Step 2: Yenly that !l names and add are !l 4 Prior Step B Mest Step | H Save
EmpID IFolmiBox & Last Mame lBox & First Mame Ion &: Middle Initial IBox e: Mame Suffix iBox f: Address Line 1 iBox f: éddress Line 2 |Box f: City Ion f: State iBox k Zip I -
|| 1 A Freed Alan 1 Maondog Lane Cleveland aH 44114
| 2 A | Presley Elvig A 24 King Court Heartbrealk Hotel Graceland OH 44122
|13 | A Franklin Aretha | 14 Queen of Sole Ave tatown [N 44112
[l 4 | A _Hﬂlly Buddy | 1801 Crickets Ave Concord _DH 44077
|| 5 | A |Lewis Jermy _L 123 Killer &ve Shakin _DH 44111
4L A {5 Laser 26 Main 5t Downtown | OH 44122
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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 | Formw-2 2014 | £ Cleveland Rocks, Inc.

Step B: Yenly Medicare wages [box b) lied by 1.45% = Medi

ithheld [box B) 4 PriorStep b MextStep

H Save

Emp D |Fo|m|Box e: Last Name !Box e FirstMame  |Box e: Middle Initial !Box 5: Medicare Wages !Box E: Medicare Withheld I -
1 A [Freed Alan $36,000.00 $522.00
2 A Presley Elvis A $16,602.50 $269.73
e A Franklin Aretha $221,680.00 $3.403.48
|4 A Hallp Buddy $6,576.50 $95.38
ne A Lewis Jemy L $6,403.50 $92.85
e A [Lee Laser $6,480.00 $93.96
Warning @

WARNING! One or more Box 5 % 1.45% are not within $1.00 of box 6.
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 / Formw-2 2014 | #% Cleveland Rocks, Inc.

Step 3: All required steps are complete. Please verify that all fields are correct. 4 PiorStep P Mext Step

H Save

Emp D |Fo|mlBox a 55N |Box & Last Name IBox e First Name | Box e; Middle Initial 'Box & Name Suffix !Box I: Address Line 1 !Box f: &ddress Line 2 !Box f: City Boxf: State !Box f. Zip Box 13 Statu] ~
|| il A 111111111 Freed Alan 1 Maoaondog Lane Cleveland 0OH 44114 F
|| 2 A 222.22.2222 Presley Elvis A 24 King Court Heartbreak Hatel Graceland 0OH 44122 F
_}_ 3 | A ! Franklin _Aretha _14 Queen of Sale Ave | Maotawn IN _441 12 F
| | 4 A 444.44.4444 Holly Buddy 1801 Eﬂck_els Ave Concord OH 44077 F
| | b | iy _555-55-5555 Lewis _Jeny L 123 Killer fove Shakin OH _44111 F
L8 A |BEE-GE-BEEE Les Laser 26 Main St Downtown — OH anz2 F

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

W-2 Filing Wizard =5
| Process W-2 Filing Wizard
7 . Nowthatyou have reviewed pour
3 employee information, please verify and
complete your company information.
Then print the 'W-25 and related forms.
Cancel <Back [ Memt> |
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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).

-
‘W-2Filing Wizard

=)

| Company Information

Address Line 1

Address Line 2

State OH Q=
21 44115 o

Uss':2 Contiol Numbers~ ©)Yes @ No

Company Name  Cleveland Rocks, Ine. . Federal EIN

Trade Name Contact Name

1 Aock Certer . Telephone #
Fautt

Ciy Cleveland . EMal

Kind of Payer

Kind of Employer N ql.

BSO UserID

241224567 -
.
(216) 5551234 .
.
s al.

:

*Indicates a required field

Concel | [ cBack | [ New>

You will also have an option to enter additional information.

‘W-2 Filing Wizard

=)

| W-3 Optional Information

Fil in any optional information that you requite for your W-3s
Establishment # (Box dI
Other EIN used tis pear (Box h] -

W3 Third Party Sick Pay D¥es @ Mo

Control # [Box a)

Income tax withheld by paper of
thid party sick pay [Eox 14]

Concel | [ <Back ][ Nex>

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 | €2 Cleveland Rocks, Inc.

[ ViewModfy Data & £-fi oot

Zoom 100% -+ | 14 41

Employes copies wih notice. | Employes copiss | Employee notics oy | Empleyer copy D | Fom w3

[ ‘ [ Frint [ Printal ‘ 4 Export

Form W-2 and Tax Statement 2014 OMB No_ 1545-0008 Department of the Treasury — Internal Revenus Service
3 Eroujer:souEI Oy NG [COPY1 FOT SLAte, CAY. OF LocHl Tax DS pertTRnt. T Wages. tos. irer Comp T recersl mooms mOWERRR
333-33-3333 $221,155 00 §79,865 26|

T Empujers rame soures. 0 28 o9
Cleveland Bocks, Inc.

1 Rock Center

Cleveland, OH 42115

Empiier 15_mumner
34-1234567

T Soce ssourty wages
$113,700 00

T Sooaiseourn mxwiveen
§7,049 40

[}

Control RaTDer

5 wedkE iages B

TR
§3,409 48

T

S0l SeouT B e

T Atoseaipe

$221,630.00
B

& ErpoRes T RERL
Zretha Franklin
14 Queen of Sole Ave
Motown, IN 44112

f  Empojes's auoress 0 2P code

CE0

TS| | W

12a Cooe See 1ol Tor bk 72
D

| $525.00

(=

Zococe

T2dces

T o

15 Sue  [evpoprsmmiDNG
G |sz2-9999%9

6 St wages 1pe &
§221,155.00

ECCLE 6

$12,809.89

$221,155.00

vages e &tz |19 Loca meome &

$4,423.10|Cleveland

T Lommyname

Form W-2 and Tax Statement 2014 OMB No. 15450008 Deparment of the Treasu
3 Crposes woRlsReH Ne. T wages. o aner Comp
333-33-3333 $221,155 00

' Empojers rame_soorese. 0 28 ook
Cleveland Bocks, Inc.

1 Rock Center

Cleveland, OH 42115

b

[}

Empijer 15 rumner
34-1234567

T Soom ceourty wages
$113,700 00

“Control rTDer

T weakas vages matins

$221, 68000
El

§3,409 48

EEETT

T ARz

& Erpogee o, NERL
Aretha Franklin
14 Queen of Sole Ave
Motown, IN 44112

£ cmoores's storess 0z code

CE

13 st [ metremem | ar
B

23 Cooe e 7 Tor oot 2
D

| $525.00

2bcace

TZocoe

TZdces

4 o

15 sae [ewpoerssmmDNo
o |s2-399359

6 s wages 1pe @
$221,155 00

EET 6 o

§12,809 89

$221,155 00

ages toe. &tz |19 Locai meome &

$4,223 10|Cleveland

T Lommyname

3 EFDORTEbCEISuNy NG [COPYC Fof EMPLOVEE S HECOTOE (S 58 3Rachen NOHCETOEmpRyeE]

333-33-3333 [ete iarmstion e

T Wages, the, ctver Comp
5221,155.00
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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 | £ Cleveland Rocks, Inc.

[ ViewModiy Data & E fie Evpot

Zoom 100% - | 14 4 1

Employes copiss with rotice | Employee copies | Employes notice only | Employer copy D | Form w3 |

Pl DEe (TPeeAl | Evpo

and Tax Statement 2014

3 Emoe
333-33-3333

OME No. 1545-0008
“ccosalzecuyNo  [COpY 1 For State, Gy or Local Tax Dapartment.

Deparment of the Treasu!

T Wages, foe, der Comp

— Infernal Revenue Service

Comy T Femral moome B WERE
$221,155.00 §79,865.26)

© Empjers name, aoiress. 2 28 ook
Cleveland Rocks, Inc.

T ook seourly wages
$113,700.00

T Sooalseourly m wiTheR
§7,049.40

1 Reck Center
Cleveland, CH 42115

5 Wedkar vages aatips

§ Wedker = vl

$3,409.48

T Socsl securk tee

$221,680.00
FREE==rr £l

Aretha Franklin

€ Erpiees el RESL a0 Betnames and U W oepe E5d

T 1T wa
Emi

TR | Tan
I EE

14 Queen of Sole Ave
Motown, TN 44112

D | $525_00

12aCooe e nal for o0k 12

17h0es 4 o

FEmpejess soress ma 2P oce

12cCace

2dtace

3

15 Soe  [EwpoprssemiDNG & S mages. e, @c
o |52-999959 $221,155 00

ek Income BY
§12,809 89

T8 Localages pe. o |19 Local mome x
$221,185 00 §4,423 10|Cleveland

20 Loy name

3 Enplojes s sol s2curiy NG
333-33-3233

T Wages, the, aer Comp

Deparment of the Treasury — Internal Revenue Service
T Femral noome B Wit R
$221,155.00 §79,865.26)

Cleveland Rocks, Inc.

b Emplojer 1D mumer
34-1234567

B
$113,700.00

1 Reck Center
Cleveland, OH 44115

0 Comiol numer

5 Wediar vages 15
$221, 680.00

T Soca e s

T Aloceaize

& Sooalzeart) wmwiTheR
§7,049.40
& Wedmre G wimend
$3,409 48
E]

Aretha Franklin

& Enpepees el nEEL 0 Betnames a0 S £ E5

£l 3 ma
Empi

Retrenee | oz
ISEE

14 Queen of Sole Zve
Motown, TN 44112

T2 Cooe Seeinat Tor oo 72
D | $525_00

1Zhtae 4 ove

f Emgiopee's doress zne ZiP cade

2cCooe

ZdCace

v

15 stk [Empoprssem DNo
1 |sz-999389

T s wages tpe. @ic |1
$221,155.00

ek Tncome Bx
$12,809.89

1% Localvages tpe. o, |19 Local mome %
$221,155.00 $4,423.10|Cleveland

20 Lomiyname

Form W=-2 wiage and Tax statement 2014

OMB Mo. 1545-0008

Deparment of the Treasury — nte
es. the. cper Comp

rnal Revenue Service

= EmpoesssoclisscuiyNo  |CopyC For EMPLOYEE § Resords (Seeamsnes
[mis i maon 5 being tumisnea wotre imernsl Renue Semce

333-33-3333

Notis=1oEmpojee)

|2 E
$221,155.00

eceral noome 1 WEvek

$79.865.26

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.*
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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/Modify Data

Employee copies with natice I Employes Eupias] Employee notice nnly] Ermple

Zoom 100% - | 14 41 bkl [ Brint () Print Al

Cleveland, OH 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.
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