How to Edit W2 Form Box 12 and/or 14 in Payroll Mate

A deduction and/or tax category can be included on the W2 Form in Box 12 and/or Box 14. If
this was not set up initially, follow the steps below to edit Box 12 and/or Box 14 on Form W2,

*Deduction Category
1. Inside Payroll Mate Software, Click Company from Shortcuts

2. Click Deduction Categories

3. Select correct deduction category

4. Click Edit
L4 Example Company - Payroll Mate (2018) [ =]
i File Edit Tools Help OrderChecks and Supplies
General Information Federal Tax Information State Tax Information
Income Categories Tax Categories jon Categories
Title Calculation
» 401K (Employee) Percentage
| 401K (Employer) Percentage
|Health Insurance Fixed
Boix 12 dats Percentage
\ Click Deduction 5
Select 3 Categories
Deduction
()1 M
Checks
Employees
Forms Click Company | 1
Reports /
coma 4
1099 & Vendor
Tutorials
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5. Select correct W2 Options as needed

Title: IBOX 12 data

l Calculation:  Percentage

Abbreviation:  [Box 12 data

I Paid by: Employee

Default

Quarterly Rates: |1-500¢ [1.500€] [1.500€) {15000 ¢ ysof

E—
for No Cutoff

[7] Inactive

W-2 Options

[7] Use on Box 12

[7] Use on Box 10 (Dependent Care Benefits)

[7] Use on Box 14 (Other)

Select W2 Options

5

OK

Cancel

Payroll Mate® www.PayrollMate.com

Pre-tax payroll deductions are deductions that lower your employee’s taxable wages.

\When you check any of the taxes in the list below you are lowering the taxable wages for that tax by the amount
of the deduction you are creating here.

info@realtaxtools.com

Page 2 of 5


http://www.payrollmate.com/
mailto:info@realtaxtools.com

6. Enter W2 code to use for box

7. Click OK

Title: | | Calculation:  Percentage v
Abbreviation:  [Box 12data | Paidby: Employee -
Default

Quarterly Rates: |15°°q |1500q [1500(] I1500(| Cutoff: I:‘ fLo?l\dl: g:';kﬁ

i Enter box code I 6

W-2 Options
|| Use on Box 10 (Dependent Care Benefits) ‘
Use on Box 12 W-2 Code: m

[7] Use on Box 14 (Other)

Pre-tax payroll deductions are deductions that lower your employee’s taxable wages.

When you check any of the taxes in the list below you are lowering the taxable wages for that tax by the amount
of the deduction you are creating here.

Exemptions (¥] Click OK| 7
OK ﬁ
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*Tax Category
1. Inside Payroll Mate Software Click Company from Shortcuts

2. Click Tax Categories
3. Select correct tax category

4. Click Edit

[ Example Company - Payrall Mate (2018)
! File Edit Tools Help OrderChecks and Supplies
General Information Federal Tax Information | State Tax Information
Income Categories | Tax Categories | Deduction Categories
Title Iculation
P |Federal Income Tax
ISDcial Security (Employes)
Social Security (Employer)
Medicare (Employee)
| Medicare (Employer)
| Fed Unemployment (Employer)
State Income Tax
|State Unemployment (Employer) Click Tax Categories | 2
|Local Income Tax
State Disability Insurance (Employee)
State Disability Insurance (Employer)
| New York City Tax
m |NY Disability Percentage
2 | b4 Chicago City Tax Percentage
Cook County Tax Percentage
Select Tax | 3
L . .
Checks Click Edit | 4
Employees .
— Click Company | 1
Reports
Company m Delete
1099 & Vendor
—
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5. Edit W2 Options as needed

6. Click OK

[ Example Company - Payroll Mate (2018)

| Company
General Information

Income Categories

Title
4 Federal Income Tax

Federal Tax Information

| Tax Categories

| Caleulation

Social Security (Employee)
B Social Security (Employer)

State Tax Information
Deduction Categories

Tax Details

| Tite: I I

| Abbreviation: | |
Calculation: Percentage -

| Quarterly Rates: [ | | | { If |

()1 &
S oses \Wagebase: l I m’g‘:‘:
Max Amount per Check: | |} cove tiankii e
Paid by: Employee -
W-2 Options
woBm2Ce [ | Edit W2 Options | 5
W-2 Box 14
Abbreviation: [:]
[7] Use on Box 19 (Local income tax)
, Click OK | 6
[7] Inactive /
0K Cancel
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