
941 Quarterly Reports, Unemployment Tax Info, and W2’s

To quickly open the ‘Payoll Management Reports’ window to print 941 information, quarterly
unemployment tax information, or W2’s, try entering ‘PRR’, ‘ 941’, ‘ W2s’, or ‘Unemployment...’ in
the Index field on the Navigation/Home window.

Some of the reports available on the ‘Payroll Management Reports’ window shown below are de-
scribed in other Help Documents about payroll reports.   This Help document will cover reports that
relate to 941 information, W2’s, and quarterly unemployment tax information.



941 Quarterly Information Report
To print a quarterly ‘941 Information’  report, select a range of
dates from the beginning of the quarter to the end of the quarter.
Then click on ‘Quarterly 941 Information Report ’.  (See
more information on bottom left of this page.)

Use the ‘941 Information’ report to obtain the
information needed for preparing your quar-
terly 941 Return.  Review all numbers on the
report and check for accuracy.

It’s a good idea to print a list of all checks
that have been paid to the Vendor (the IRS or
the bank) to which you paid your Payroll
Taxes.  (LC for List of Checks in Index on
Navigation/Home window)   These Vendors
will be listed on the 941 information report.
The List of Checks will help you fill out the
portion of the 941 Return that asks for the
total deposits paid.



W2’s and W3 Transmittal

To print W2’s at year end, enter a range
of dates from the beginning of the year
to the end of the year.

Load the W2 forms in your printer.
Then click on ‘Print W2’s ’ in the W2’s
section of the window.  IMPORTANT -
See next page of this Help Document for
help with your Page Setup and Printer
settings.

Once W2’s have printed and have been
reviewed for accuracy, print a ‘W3’ by
entering the ‘W3 Contact Name’.
NOTE:  Make sure to press the ‘Enter’
key on your keyboard after entering the
contact name.  Then click ‘Print W3 ’.
(Make sure the W3 form is in the
printer.)



Printing W2’s - Setting Page Size To Legal

After clicking ‘Print W2’s’, you will receive a pop
up message about setting your paper size to legal.
This is in order to allow 2 W2’s to print per page
(EVEN THOUGH the W2’s are 8 1/2” X 11”).
This has to do with the narrow margins at the top
and bottom of the W2 forms provided by the IRS.

To set the paper size to legal, use the ‘Page
Setup’ button on the toobar at the top of the
report window.  NOTE:  Your Printer may provide
a Page Setup window that looks different than the
one in our screenshot.  However, there should be a
place on your Page Setup window to select the
‘Legal’ paper size.

TROUBLESHOOT HINT:  IF you use the ‘Page
Setup’ and select the Legal paper size, check the
report window to see if there are TWO W2’s
displaying.  If not, your printer controls are prob-
ably overriding the legal paper setting.  See the
next page for tips to handle this situation.



Printing W2’s - Setting Page Size To Legal - continued

IF you are not able to set the Page Size to Legal using the instructions on the previous page, try this:

On the toolbar at the top of the report window, use the button labeled ‘Print ’.

Then use the ‘Properties’ button on the ‘Print’ pop up window.

The window for Printer Properties will look different for all print-
ers.  After your Printer Properties window opens, search for a place
to set the page size.   NOTE:  On some printers, this may require
using an ‘Advanced’ button.

Remember to reset the paper size back to ‘Letter’ AFTER the W2’s
have been printed.

FYI:  Our printer feeds docu-
ments foot first, but to print W2’s
successfully, we had to load them
head first.  This is due to using
Legal setup on  8 1/2 x 11 paper.
Therefore, on our printer, we
also had to use the Finishing tab
and set our printer to ‘Rotate By
180 Degrees’.



Columnar Gross Wages and Taxable Reports - Good for calculating quarterly Unemployment taxes!
To print reports that will help gather data needed for quarterly
Federal OR State Unemployment tax payments OR returns,
click on ‘Unemployment Tax Reports....’.

The Quarterly (OR Monthly) columnar reports are based
on the 1st through 4th Quarter dates that are entered on
the ‘Columnar Gross Wages and Taxable Reports’
window.  You may change the dates in the Quarter fields
in order to print some reports for different years, if
needed.  HOWEVER, remember that the year should be
the same in all eight of the fields if you do change the
dates.

Select Tax Category for Limit and Rate - You CAN
print quarterly/monthly columnar reports based on ANY
Tax Category’s Taxable Wage Limit and Rate. (See Help
Documents about setting up payroll Tax Categories.)   It is
optional to select one of your Tax Categories from the
drop down list.  Selecting a Tax Category will cause the
program to automatically fill in the associated Wage Limit
and Tax Rate fields for you.

Taxable Wage Limit: - Fill in the Wage Limit that should
be used for calculating ‘taxable’ wages on the reports.  For
example, if the Wage Limit that is taxed for Federal
Unemployment taxes is $7,000.00, enter that amount as
the wage limit.   IF the taxable Wage Limit is $9,000.00
for State Unemployment taxes, enter that amount.

Enter Tax Rate as Decimal: - Enter that tax rate that
applies to the type of tax that you want to review on the
report.  Enter the rate as a decimal number.  For example,
enter .008 for the current federal unemployment rate of
.80 %.

Continue to the next page for a sample of the ‘Taxable By
Quarters Report’.



Columnar Gross Wages and Taxable Reports - continued
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Columnar Gross Wages and Taxable Reports - continued


