
 
 
 
Article # 1203 

 
 
Technical Note:  Understanding the W-2 Information Update Feature 
 
Difficulty Level:  Intermediate Level AccountMate User 

 
Version(s) Affected: AccountMate 6.5 for SQL and MSDE 

  AccountMate 6.5 for LAN 
  VAM/LAN Version 5 

 
Module(s) Affected:  PR 
 
Posting Date: 12/28/2005 
 
DESCRIPTION 
 
The W-2 Information Update feature allows you to review, edit and add information 
before printing it in the W-2 form. It is important that you understand how to properly 
use this feature so that the W-2 reports that you submit in compliance with state and 
federal laws are complete and accurate. 
 
This technical note explains how to correctly utilize the W-2 Information Update feature, 
its behavior in the system, and the effect that closing the tax year has on the 
information it retrieves.  
 
SOLUTION  
 
In AccountMate the term “current tax year” indicates the current calendar year; the 
term “previous tax year” indicates the calendar year immediately prior to the current 
calendar year; and “future tax year” is that calendar year immediately future to the 
current calendar year. Current tax year information includes employee earnings, 
deductions, benefits and withholding tax information.  
 
After payroll checks have been issued for the last time in the current tax year, the tax 
year must be closed prior to issuing payroll checks dated in the future tax year; 
otherwise, the system will treat all payroll transactions dated with a date that falls in the 
future tax year as part of the current tax year’s transactions. Since W-2 information 
comes from payroll transactions, closing the tax year will also cause your current tax 
year W-2 information to be the prior tax year’s data.  
 
W-2 Information Update function 
AccountMate has two identical forms for the W-2 Information Update feature – Current 
and Previous Year.  Both have the same purpose except that each will retrieve employee 



W-2 information from the tax year to which it is pointing. The system’s current tax year 
can be found in the W-2 Year field under the Box d to Box 11 tab of each function.  
 
The updates that you make in the W-2 Information Update function are recorded in the 
Employee W-2 file (PREMW2 table), not in the Employee file (PREMPY table). For 
instance, if you change the amount of taxes withheld in the W-2 Information Update 
function, the change is reflected only in the Print W-2 form and W-2 Report. The 
information in the Employee Maintenance function and other reports will not be affected.  
 
After updating an employee record using the Current-Year W-2 information Update, you 
can no longer use the Employee Maintenance function to edit this record until after the 
W-2/1099 Year-End Closing is performed.   
 
Effects of Performing W2/1099 Year-End Closing  
 
Performing the W-2/1099 Year-End Closing will advance the company’s tax year one 
year. This function transfers current Year-To-Date W-2/1099 payment and withholding 
information of all employees to prior year W-2/1099 data files and resets all current year 
earnings and withholding amounts to zero so that W-2/1099 data can be accumulated 
for the new tax year. It also deletes all previous year transaction records so that you can 
no longer update or print W-2 information records for that year. 
 
The following will guide you in determining which function you should use both before 
and after closing the tax year: 
 

1. Current-Year W-2 Information Update 
A. Before Closing – Use this function to update W-2 information pertaining to the 
payroll transactions in the current tax year.  
 
B. After Closing – Use this function to update W-2 information pertaining to the 
payroll transactions dated in the new tax year. 

 
2. Previous-Year W-2 Information Update 

 
A. Before Closing – Use this function to update W-2 information pertaining to the 
payroll transactions dated in the previous year. 
 
B. After Closing – Use this function to update W-2 Information pertaining to the 
payroll transactions in the tax year that was just closed.  

 
The table below illustrates which function to use both before and after closing the tax 
year: 
 

Payroll Transactions Previous-Year    
W-2 Information 

Update 

Current-Year       
W-2 Information 

Update 
2004 (Prior tax year) 2-A  
2005 (Current tax year) 2-B 1-A 
2006 (New tax year after closing)  1-B 

  
Understanding the tax year’s effect on the W-2 Information Update feature is an 
important factor to consider when determining which function to use. It is also necessary 



to know the effect that performing W-2/1099 Year-End Closing feature has on the prior 
year’s W-2 records.  

 

This information is provided "AS IS" without warranty of any kind. AccountMate 
Software Corporation (“AccountMate”) disclaims all warranties, either express or 
implied. In no event shall AccountMate be liable for any damages whatsoever including 
direct, indirect, incidental, consequential, loss of business profits, or special damages, 
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