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TIP on Tips: If the taxpayer earned tips that weren’t reported to the employer, enter in the Unreported Tips box. This will add Form 
4137 to the return. If the taxpayer received tips that weren’t reported to the employer because they were less than $20 a month, go 
to other taxes, select Form 4137 and also enter the amount there. If a taxpayer wishes to use their tip log instead of allocated tips in 
box 8, leave box 8 blank and report it as unreported tips within the W-2.

Form W-2 ALERT!

IRS requires that information on electronically filed Form(s) W-2 match the printed Form(s) W-2 exactly if possible. For example, the 
the name cannot be changed, and the software will not accept special characters.

A taxpayer with multiple Forms W-2 could possibly have a different address on several, if not all, of the Forms W-2.

Check them carefully; the change must be made on every Form W-2 that is different from the current address

Be sure to enter every item from the taxpayer’s original W-2 – key what you see

Review box 2 and box 17 to 
ensure tax withheld was entered 
and is correct

The entries in boxes 3, 4, 5, 6 
and 16 will auto-populate based 
on the Box 1 entry. If the figures 
don’t match taxpayer’s Form 
W-2, correct the data so that it 
matches the information on Form 
W-2.

Be sure to complete Box 
11 if there is an entry on 
the original Form W-2. An 
entry here may indicate that 
the taxpayer is receiving 
deferred compensation 
earned in a prior year.

If there is an entry in Box 10, 
Form 2441 must be completed.

Form W-2 Instructions (continued)


