Gusto Guide 2024

Instructions for Downloading W-2 and W-3 Forms

On the Gusto homepage, navigate to the side menu. Click on Taxes &
1 .
Compliance, and from the dropdown menu, select Tax Documents
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Good afternoon

Here's what's going on with your team at
Tasks Priorit
B Due tomorrow

Run payroll
Time to make employees happy (and the government too). Run payroll for the Oct 7 - Oct 20 pay

(ﬁl Taxes & Compliance ] <—— period.

Overview
Tax setup
Tax documents
Stay compltant

Report a notice

(O Documents

2

Letsdoit >

Finish onboarding for R&D tax credit X
Almost there! Submit info now so that Gusto can prepare the draft R&D tax credit report before the ta
filing deadline.

Let'sdoit >

Once the Tax Documents menu appears, click on W-2s. Next, select Download
W-2s and W-3s. You can preview the W-2s by clicking on View Year and selecting

the appropriate year
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3 Once you click on Download W-2s and W-3s, select the appropriate year for the
W-2 and W-3 documents. Ensure you download the year corresponding to the
census request. You can always return to this section to download additional years
if needed.

Download W-2s and W-3s

These will help you with annual accounting and record-keeping
Filing year

() 2022 (e) 2023

L "

4 The forms will be located in your Downloads folder, either in your browser or on
your computer’s local downloads folder.

Downloads
Q Search

Set help with a correction

forms only Search by name...
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Instructions for Downloading and Creating a Custom

Report

Payroll

5 Navigate to the side menu and select Reports.
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Tasks

Good afternoon

Here's what's geing on with your team at

Priority

) Due Wed Oct 23

Run payroll

Time to make employees happy (and the government too). Run payroll for the Oct 7 — Oct 20 pay
period.

Let'sdoit »

Finish onboarding for R&D tax credit X

Almost there! Submit info now so that Gusto can prepare the draft R&D tax credit report before the tax
filing deadline.

Letsdoit >

Review 2 time off requests

Review 2 time off requests from 1 employee. When possible, it's best practice to approve these within
the same pay cycle.

Let'sdoit »

6  Inthe Reports meny, click on the Search bar.

Reports

New reports Report history

Recently used

Y Year to date
&

View your employees’ year-to-date
earnings, deductions, and taxes.

View report >

& Payroll upload (Nationwide psi)

Custom report: Last updated on Sep 10,
2024

& Payroll journal &

& Custom report

+ New Custom Report

Employee summary

All the details about your employees’
compensation and taxes, in one simple
report,

View past earnings, deductions, and
taxes for employees based in the United
States.

View report > View report >

Run Payroll Report
=3 Y P

Build a custom report with your Custom report: Last updated on Jul 15,
employees’ Payroll, HR, and/or Benefits 2022

data, all in one place.
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Once the search menu is open, type Create a Custom Payroll Report in the
search bar.

Type here ... Create a custom payroll report

Shortcuts

Create custom payroll reports
Reports — New custom report

@

Help center articles
Oregon registration and tax info
New York registration and tax info

California registration and tax info

Hire and pay non-US employees with Employer of Record (EOR) poy

Create and manage offer letters

Press ctrl + k to access search anytime

8 On the New Custom Report page, go to the lower menu and select Columns.
& Seaick 5 =

Reports / New custom report

New custom report

088 Save time with scheduled reports
Schedule a custom report template to run and have it automatically emailed to your inbox.

~ Changes synced = Fiter | Columns | Timeperiod:last30days Groupby | £ Schedule

Gross earnings Total employe Any - Total employer cost ~ Check amount ~ e

= Filter Time period: Last 30 days

er taxes Net pay Total employer cost Ch
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9 Check the box for Select All to include all payroll columns in the report, then click
Save.

Search columns

Q Search columns ‘
Unselect all (155) = Filter
. a

Gross earnings
Total earnings before deductions. including salary. bonuses. and commissions l

Employee deductions
Sum of employee deductions, both pre- and post- tax

Employer contributions
Sum of employer benefit contributions

Total employee taxes
Sum of taxes withheld from an employee’s paycheck

Total employer taxes
Sum of taxes that are paid by the employer

Net pay
Employee earnings after deductions, representing the actual take-home pay

Total employer cost

Total cost for an employee

Check amount
401(k) - $25 (employee)

401(k) - $25 (employer)

v

10 A new window will pop up. Click Continue to proceed.

Are you sure you want to add 155 columns?
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11 Once you're back on the New Custom Report page, go to the lower menu and
select Time Period.

ed reports X
template to run and have it automatically emailed to your inbox.

= Eiter  Columns Groupby | & Schedule

Time period x

e deductions ~  Total employer contributions ~+  Employeetaxes ~  Employertaxes ~  Netpa T

Choose how you'd like to filter your results

Last v ‘ 17

[Imnmmmgn] Groupby | B3 Schedule | 30 ‘ ‘ Days v ‘

i z 3 Shown based on end date. Change
r Time period x

Choose how you'd like to filter your results

Last v

30 Days v

Shown based on end date. Change

12 In the Choose how you'd like to filter your results section, select Year from the
dropdown menu.

illy emailed to your inbox.

= Filter Columns [Time period: Last 30 days ] Groupby | £ Schedule

ributions Employee taxes - Employer taxes - Net pay - Tt Time patiad ®

Choose how you'd like to filter your results

! Last W

Select a time period...
‘ Payrolls
Custom dates
Month |
| Quarter |
-
Year to date '
Last
All time
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13 Then, select the specific year that corresponds to the census request. Keep in
mind that you can return and choose other year periods if necessary

rinbox.
= Filter Columns Time period: 2024 Groupby | £ Schedule
ployee taxes ~+  Employertaxes v  Netpay v T Time period M
Choose how you'd like to filter your results
Year v ‘ 1
2024 v “
2024 |
Bl 2023
| 2022 |
14 Click Change, and verify that the Show data based on option is set to Payroll
End Date.
= Filter Columns [Time pericd: 2023 Group by | £ Schedule
nployee taxes ~  Employertaxes v  Netpay -~ T Time peticd a

Choose how you'd like to filter your results

Year v \ I

2023 ~ ‘

Shown based on end dat

Show data based on

[ Payroll end date v

Payroll start date |

——’ Payroll end date .

Payroll pay date I
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15 Then, on the lower menu, select Group By. Ensure the dropdown menu matches
the settings shown in the image below: select Payroll and Employee, and make
sure Show Subtotals is not selected.

= Filter Columns Time period: 2023 Group by: Payroll, Employee | | £ Schedule

Group by X

deductions ~  Total employer contributions 5 v Netpe

Drag to reorder how your report is grouped.
ﬁ b Poer"
_’ : Employee

. [ ] Work address

= [ ] Work address (state)

(@ ) Show subtotals

16 When you uncheck Work address, a confirmation message will appear. To
proceed with removing Work Address, click Yes, I'm sure.

Are you sure you want to remove Work address? X

By removing work address, you will also remove all the columns that are related
to it.

Columns

+ Work address (city)
« Work address (street)
+ Work address (zip)

Yes. I'm sure Keep work address
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17 Click Download and select CSV as the file format.

—_—p | csv

PDF

automatically emailed to your inbox.

Excel

= Filter Columns Time period: 2024 Group by: Employee, Work address | 5 Schedule

a

Gross earnings ~  Total employee deductions ~  Total employer contributions v  Employee taxes v Employer taxes

18 Once the report has been downloaded, you can locate it in your browser's
Downloads section or in your computer's local Downloads folder.

Downloads

3 merged-report.csv
Open file

lload =
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