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W2 and W3 Printing Process

Overview
This document will overview how to Edit and Print W2 and W3 Forms in the New Payroll module.

W2 and W3 Box Entry Screens

1. In the New Payroll module, select Program 10: Annual IRS-W2/W3 Forms.
2. Select an employee.
3. Datafor Box 11, 12, 13, 14 will pull from the Earnings and Deductions or Tax setups. If you need

to add a value that doesn't pull from any of these, click .

The Edit W2 Boxes popup will display.

. Auto/Mate’ | by pealersocket o 4 @ ®© 8 =

2 automate ~

+
B HOEE22OoONmEBN@ @ RBEBAE®®

| AMU Chat Accounting Accounting Report/Mate:01 Payroll Processing

i Print W2/W3 Forms Company #01 - Auto/Mate Motors 01
MName EmplD FT/PT Status Hire Date  Term Date  Rehire Date 6
CONMECTICUT, COMNNOR CTa00 FT  Active 12/21/2020
DAVIS, CHRISTINE LORETTA 061363 FT  Active 07/26/2019
DEGROM, JACOB E100 FT  Active
FLORES, JOANMN JOANNU FT Active | Enter the 2022 box items for:

FORMIA, CALI CALDD1 FT  Active

GEORGES, DouUG GAMSEP FT Active KNOX, SARAH (9342?3:]

GIMES, ALICIA 5234 FT  Active

GOGGINS, GEORGETTE GAHH FT  Active Box 11| Box 12| Box 13| Box 14

GOODEN, DWIGHT T1986 FT  Active ) .

HAWAIL SCOOBY DOO SCOOBY22 T Active The amount entered belgw will be added to any already existing Box 11 value.

INDIANA, KEN 9326328320 FT  Active

KEMTUCKY, KRISTINE Kv252 FT  Active

KMOX, SARAH 934278 FT  Active

MACIAS, CARLOS TESTPAYROL FT  Active

MAINE, MARTIM ME321 FT  Active

MARVLAND, MARK MARYLAMD FT  Active

MASSACHUSETTS, MICHAEL ~ MB0D FT  Active

T v o) [ @ e
For W2 printing, select the employees you wish to print with Shift-cick/CE-Uhck or chick/drag, or use the "select Al button.
W2 type | Four per page/horizontal | Tax Year | 2022 "_? Edit Box... | | Select All & BExport | | (5a Print W2s | | (a Print W3 H_'i‘f Close

Done
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Box 12

Box 13
(Two-Character Description & Amount)

(Check Box if employee qualifies for
employer funding for retirement plan, no
. employee contribution)

|
| Enter the 2022 box items for:

Enter the 2022 box items for:
KNOX, SARAH (934278) KNOX, SARAH (934273)
i |
Box 11 |Box 12| Box 13| Box 14 Box 11 Box 12 |Box 13| Box 14
| || Amount(s) entered will be added to existing Box 12 value(s) for the same code(s).

| ] Employee qualifies for employer funding (Mo employee contribution)
(1| # Description Amount |
|
I [0 Il 700.00 | F3 ‘ |
| | |
Il 2 [ il 0.00] |

W Ok || @ Cancel
o Ok| @ Cancel |

Box 14
(Eight-Character Description & Amount)

|
| Enter the 2022 box items for:

KNOX, SARAH (934278)

|
Box 11 |Box 12 | Box 13 |Box 14

Items added in this tab will appear after any automatically generated ones.
1 # Description Amount

11

[ UNIFORMS i

awom| R j ASpecial Note: The entered information is for
Il 2 \ i 0.00

example only. Please refer to your IRS
documentation to determine which information
is required for these fields.

« Ok | @ Cancel

Four items will print per W2 form. If additional items are entered, an additional W2 will print.
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Print W2 Forms

The W2/W3 Print Screen lists all eligible employees including Name, EmpID, FT/PT, Status, Hire
Date, Term Date, and Rehire Date (if applicable). Print W2s and Print W3 appear on the same
screen. Select one, multiple, or all W2s to print.

1. Click on the dropdown to select the W2 Type.

Auto/Mate offers two W2 Types: Four Per Page/Horizontal or Two Per Page.

Auto/Mate AMPS (3.06.0212) - a X

. Auto/Mate’ | by Dealersocket * @ 0 ﬁ

2 2 O\ m BB Xa@RAB

AMU Chat Accounting Accounting Repori/Mate:01 Payroll Processing

-

Print WZ}WS Forms Company #01 - Auto/Mate Motors 01
MName EmplD FT/PT Status Hire Date  Term Date  Rehire Date &
COMNNECTICUT, CONMOR. CTa00 FT  Active 12/21/2020
DAVIS, CHRISTIMNE LORETTA 081363 FT  Active 07/26/2019
DEGROM, JACOB E100 FT  Active 06/07/2014
FLORES, JOAMNM JOANNU FT  Active 04/01/2020
FORMIA, CAL I CALDD1 FT  Active 03/02/2016
GEORGES, DOUG GAMSEP FT  Active 02/01/2017
GIMNES, ALICIA 5234 FT  Active 05/02/2017
GOGGINS, GEORGETTE GAHH FT  Active 02/01/2017
GOODEM, DWIGHT T1986 FT  Active 01/29/2016
HAWAI, SCOOBY DOO SCOOBY22 FT  Active 12/23/2020
INDIAMNA, KEM 9326328320 FT  Active 10/12/2022
KENTUCKY, KRISTINE Ky252 FT  Active 12/03/2020
KNOX, SARAH 934278 FT  Active 10/19/2022
MACIAS, CARLOS TESTPAYROL FT  Active 04/01/2020
MAINE, MARTIM ME321 FT  Active 12/07/2020
MARYLAMD, MARK MARYLAND FT  Active 02/28/2017
MASSACHUSETTS, MICHAEL ~ M300 FT  Active 01/16/2020
MEXICO, MELLY NEW MMMG24 FT  Active 01/08/2021 "

For W2 printing, select the employees you wish to print with Shift-click/Ctrl-Click or click/drag, or use the "Select All" button.
W2 type |Four per pagefhorizontal | Tax Year | 2022 ~ | [ Edit Box... | Select Al # Export | | (38 Print W2s | | (5a Print W3 Fﬁf Close

ner page/horizontal

Done

Two per page
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2. The next screen advises the number of forms necessary to load based on the number of
employees selected (and any overflow of Box 14).
Print W2s X

Printing Employee Copy

Please load at least 1 copy of the appropriate form into your printer.
Print multiple copies if necessary.

Print Adjustment
C Adjust All tem |1 (2] HozAdi[0 [2] mm) VertAdj[0 2] (mm)

a7 Test alignment || X, Preview | (2a Print Back | B Next| | @ Done

There is also a Print Preview feature to review and print on plain paper
Use the Print Adjustment section to adjust the forms if they are not aligned correctly.
e W2 printing alignment
o Item - Refers to the parts of the forms.
o If 2 parts: Part 1 = the top, Part 2 = the bottom.
o If4 parts: Part 1 = the top, Part 2 = next section down, Part 3 = the following
section, Part 4 = the bottom section

o Horizontal Negative Value = Left
o Horizontal Positive Value= Right
o Vertical Negative Value= Up
o Vertical Positive Value= Down
Albany NY 12205- 11249.00 163.11
e o
Albany NY 12205- 11249.00 163.11
RICKY BOBBY P/T DIS 71.00
Albany NY 12205- 11249.00 163.11
January 2026 / © 2017 Auto/Mate, Inc. All Rights Reserved / 800.371.3970 Page 5 0f 9
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3. Click Print to print Employee copies.

Make sure to load the appropriate form and the correct number of copies to be printed.

Sample:
Print W2s X
Printing Employee Copy
n b b e 3 it ol i
Select a printer from the table below and a tray number.
MName Description Model 1 1nto your printer.
col1devell Devel Lexmark MS810 Lexmark-MS810
Tray Number |1 - Letter ~
N @ Cancel
Print Adjustment
Ol Adjust All tem| 1 3] Horz Adi[0 2] (mm) vertAdi[0 2] (mm)
2? Test alignment | | < Preview | | 5 Print Back | % Next| @ Done

Note: The employee’s default Auto/Mate server printer will be used to print W-2 forms.

4. Select next and continue to print the other copies of the W2s.

Changing Printers

If changing printer is necessary, it can be done by clicking Auto/Mate in the upper right-hand corner,
selecting Preferences, then Console Applications, and finally Configure Printers options.

¢ e e = & a S sutomate v

Change Password

Client Info

The W2 print options will come from the Main Printer and Printer 2.

Main Printer | Go Teamn Ninja Printer (golex) ~

The Main Printer is your default printer where the majority of decuments print,
including F&I dot-matrix forms, Repair Orders, RO Reprints, Part Invoices, Quotes,
SORs and Purchase Orders.

Auxillary Printers
Printer 2 | Go Team Ninja Printer (golex) ~

Printer 2 is where Accounting and Payroll checks, Service Invoices, and Laser
Finance Ferms print.

Printer 3 | Go Team Minja Printer (golex) ~

Printer 3 is where Dispatch parts requests, copies of Service ROs to Parts and Parts
Picking copies print.

o Ok| | @ Cancel
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Print W3 Forms

1. From the Print W2/W3 Forms screen, select Print W3.

AMU | NEW Vehicle Merchandising Activation | Payroll Processing

.
Print W2/W3 Forms ~ User. automate
Company #01 - Auto/Mate Motors 01 e
MName EmplD FT/PT Status HireDate Term Date Rehire Date
ALLEGHANY, MARK M MD301 FT Active  03/01/1999

BOBBY, RICKY E1T1 FT Active  03/01/2016

BOLASKI - HOAG, ROSANNEM  RMH FT Active  04/13/2004

BROWRMELL, SEAN ) 104036 FT Active 1172372016

CASH, JOHMNNY W THN1102 FT Active  02/22/2016

CLAUS, SANTA C1225 FT Active  03/07/2017

CRAE, ALASKA KING 104428 FT Active  04/27/2017

DEERFIELD, BILL 104113 FT Active  12/16/2016

DEMARE IR, VINCE 035231 FT Active  01/01/2016

FORMIA, CALI CALOOT FT Active  03/02/2016

GOODEM, DWIGHT T1936 FT Active  01/29/2016

HOAG, BEEFCAKE Z. E9Q FT Active  07/01/2013

PlAZZA, MICHAEL E31 FT Active  12/22/1998

RIVER, PHOENIX O A7IN FT Active  03/25/2017

TUXEDO, TENMESSEE T444 FT Active  03/17/2015

VOID, VIVIAN vl FT  Active 06/07/2016

WASHINGTON, WILOMENA WAD25 FT Active  08/16/2016

WAYNE, JOHN 103644 FT Active  06/07/2016

WEIS, JENMIFER L 103643 FT Active  05/23/2016

WEST, WALLY Ww1 FT Active  03/09/1997

WILLIAMS, AIMEE I, 22537 PT  Active 03/04/2001

WISCONSIN, WALLY W WI501 FT Active  04/10/2017

For W2 printing, select the employees you wish to print with Shift-click/Ctrl-Click or click/drag, or use the "Select All" bytton.

W2 type ‘Four per page/horizontal V| Tax Vear 2017 | | (B Edit Box... | | Select All & Export d 2 Print W3 E@ Close
Four per page/horizontal
Two per page

2. Enter the necessary information and click Print or Preview.

Print W3

a) Control number |:|

b) Kind of Payer
Q41 O Military () 043 () 944
(O CT-1 O Hshold. Emp. () Medicare govt. emp.

b) Kind of Employer
() Mone apply (0 501 non-govt.
(O State/local non-50Tc (O Stateflocal 501 (O Federal govt. [ Third-party sick pay

d) Establishment number I:I h) Other EIM used this year |:|
14} Income tax withheld by payer of third-party sick pay £0.00

Print Adjustrment

I Adjust All tem |1 % HorzAdj| 0 2 (mm) VertAdj| 0[5 (mm)
] l ]

2272 Test alignment 4, Preview | | (3 Print | | [j# Close

The Print Preview feature allows you to review and print on plain paper.
Use the Print Adjustment section to adjust the forms if they are not aligned correctly.
e W2 printing alignment
o Horizontal Negative Value = Left
o Horizontal Positive Value= Right
o Vertical Negative Value= Up
o Vertical Positive Value= Down
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3. To print, select Print and then select the Printer and tray assignment, if needed.

Select A Server Printer

Select a printer from the table below and a tray number,

Mame Description Madel
lex1 Development Lexmark MS810dn Lexmark_MS5810_Series

Tray Mumber | 1- Letter ~ -

W Ok

@ Cancel

Note: The employee’s default Auto/Mate server printer will be used to print W-3 forms.

Changing Printers

If changing printer is necessary, it can be done by clicking Auto/Mate in the upper right-hand corner,

¢ e e = & a S sutomate v

Preferences

Change Password

Client Info

The W2 print options will come from the Main Printer and Printer 2.

Main Printer Go Tearn Minja Printer (golex) w

The Main Printer is your default printer where the majority of documents print,
including F& dot-matrix forms, Repair Orders, RO Reprints, Part Invoices, Cuotes,
S0Rs and Purchase Orders.

Auxillary Printers
Printer 2 | Go Team Ninja Printer (golex) w

Printer 2 is where Accounting and Payroll checks, Service Invoices, and Laser
Finance Forms print.

Printer 3 | Go Team Minja Printer (golex) w

Printer 3 is where Dispatch parts requests, copies of Service ROs to Parts and Parts

Picking copies print.
| o Okl @ Cancel

selecting Preferences, then Console Applications, and finally Configure Printers options.

Re

located at the bottom right-hand side of the form.

'— Note: Four-Part Forms look similar, however, they are two different types.
1. #5206 Employee Copy (Prints one employee per page)
2. #5204 Employer Copy (Prints four employees per page)
To differentiate between the Employee and Employer copy, click Next. The Form Type is

January 2026 / © 2017 Auto/Mate, Inc. All Rights Reserved / 800.371.3970
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Option to Export for Account Ability

The Account Ability software must be purchased. The software must be installed on a PC. If you do not have
administrative rights to do this, contact your dealership IT Manager.
Website Link: http://www.idmsinc.com

Auto/Mate creates the file used with Account Ability. From there, all subsequent concerns will be
managed by Account Ability. The A/M file is already formatted to the Account Ability software.
Toll Free Phone Support: 1-888-IDMSINC (436-7462)

To export the file, click Export at the bottom of the screen and Yes to confirm the export.

Payroll

Name EmpID FT/PT Status HireDate Term Date Rehire Date
FT Active 05/15/1990
FT  Active 11/03/2014

FT  Active N’Conﬁm Export o ~
FT  Active 06, &)

FT  Active 01

PT' | Active | 08 | The export file will be created at

FT  Active 04

FT Active 08 c\automate\w2.201537.b¢

Would you like to proceed?

For W2 printing, select the employees you wish to print with Shift-click/Ctrl-Click or click/drag, or use the "Select All" button
Tax Year 2015 W2 type IFour per page/horizontal v} [Setec‘t All I 2 Expnrt]

Note: Export file is for Account Ability electronic filling. Only the first three Box 14 entries are
accepted (see additional documentation if you need to export W2 information).

= Print Was | [ 5a Print W3 | | B Close

Yearli (Nelco) W2 Extract Instructions

This feature will allow you to export W2 information from Auto/Mate and upload it to a third party,
Yearli, to produce W2 files. This file will need to be modified based on the dealership’s W2 needs (i.e.
Box 12/14 Codes, state taxing, etc.)

This information is available in a separate document that can be found in AMU with keyword
“Yearli”. The information will walk you through the process to create the export file to be uploaded
on the Yearli Website.
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