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W-2C Forms Report 
APTAFUND-3693, APTAFUND-3936, APTAFUND-3951 

 

The W-2C Forms Report (and grid) will create electronic W-
2C files when it is necessary to correct employees’ W-2s. 
 

Note: The printed W-2C forms will be in the January 3, 2025 quarterly update. 
 
The W-2C Forms report is available at My AptaFund > Reports in the Payroll module. The parameters 
are as follows: 
 

 
Figure 1: Report Parameters 

 
It is important to select only the employees whose W-2s require correction. Entering “All” in the 
Employee Name parameter will result in all employees being on the export file whether they have 
corrections or not. Only employees with corrections need to be reported to Social Security 
Administration. 
 
When reporting to grid, the grid will have a separate tab for the RCA, RCE, and RCW records. 
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Figure 2: RCA Tab 

 

 
Figure 3: RCE Tab 

 

Only one employee requires editing for the purposes of this document. Hence in the Employee 
Name parameter, Robin Lott was the only selected employee, and only her record displays. 
 

 
Figure 4: RCW Tab 
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To edit a record, select the record, and click the Edit button in the lower right corner. 
 

 
Figure 5: Selecting an RCW row for editing 

 
When editing, a user needs to enter the originally reported amount and the corrected amount for 
the W-2 fields that need editing. A user does not enter in any field that does not require editing. In 
this illustration, only the Wages, Tips, and Other Compensation (Box 1) require editing. 
 

 
Figure 6: Editing an RCW row 
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The edited boxes are highlighted on the grid. 
 

 
Figure 7: RCW row after editing 

 
After completing all edits, click the Export to File button in the lower right corner of the RCW tab to 
create the export file to send to Social Security Administration.  
 

 
Figure 8: EFW2C.txt Export File 

 


