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@ = Action required & = Helpful Tips & Reminders

Dark Blue underlined text are links to other sections within this guide, websites or applicable
knowledgebase articles.

Throughout this guide KB IDs are referenced, to access them do the following:

1. Go to the Sage Support website at https://support.na.sage.com
2. Inthe search field, type the KB ID (i.e. 24210) and click Search button
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What is Federal & State eFiling and Reporting?

= Federal and State eFiling and Reporting offers seamless integration with Sage 100

Auto populated with Payroll & Accounts Payable data from an encrypted AUF (Aatrix

Universal File)

Eliminates the need to create tax reports and forms manually

= |tis easy to use

Quick installation, activation & updates
On-screen editing of the actual signature ready tax forms and reports

No hassle eFiling option powered by Aatrix. To learn more about Aatrix, go to
https://customer.aatrix.com/sage100

= Approved signature ready Payroll forms/reports and A/P 1099/1096 (MISC, INT & DIV)

941, W2/W3, 1095/1094, 1099/1096, DE9, NYS 45, forms for all 50 states

330+ Approved State and Federal Forms and Reports

= Don’t be confused by the menu name

Most forms & reports accessed through any eFiling & Reporting menu tasks can be printed

to plain paper for FREE

eFile fees are only incurred when you choose the option to eFile forms processed using
Aatrix

All eFile fees are paid directly to Aatrix. For more details please see eFile pricing section in
this document
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Installing Federal and State eFiling and Reporting (s b 18851)

Install from the Sage 100 Installation CD under Productivity Tools or Workstation Setup folder:

1. Using Windows Explorer, browse to where Sage 100 is installed and go to the
..\MAS90\Wksetup folder

2. Right click on the Autorun.exe file and select Run as Administrator

3. Click Install Federal and State eFiling and Reporting

sage

Sage 100 Standard 2017 Workstation

b Install Sage 100 Standard 2017 Workstation
» Install Acrobat Reader

» Install Federal and State eFiling and Reporting]

» Install Sage Advisor Update
» Install Sage Exchange Desktop

| Support | Sagel00ERP.com | | Exxit |

= Review Installing Federal and State eFiling and Reporting section of the Installation and
System Administrator’s Guide located in the Documentation section.

= You must install Federal and State eFiling and Reporting on each individual Sage 100
workstation that needs access.

= Do not install on Server. Exception to this rule is a Terminal Services environment where the
server is used as a workstation.

= Automatically installs to C:\Program Files\Common Files\Sage\Aatrix

= An active Payroll Subscription plan or a Sage Business Care plan and Internet Connection is
required.

= Uninstall through Windows Add or Remove Programs (State/Federal eFiling and Reporting).
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In Sage 100 version 2014 and higher, if the workstation does not have eFiling and Reporting
installed and the user selects one of the eFiling and Reporting tasks from within Payroll or Accounts
Payable modules you receive the following prompts:

=ESage 100 ERP

. } The eFiling and R eporting client needs to be installed. Do pou want to procesd?
L]

Click Yes and eFiling and Reporting client starts installing

Federal eFiling and Reporting

|nztalling client...

Click Finish when completed.

Note: If you are unable to install, please see How to Install eFiling & Reporting section in this
document.
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"You must install Federal and State eFiling and Reporting to access this
task" (kB 1D 21028)

After installation on a Windows 7 or if using Terminal Services to connect to a Windows 2008
Server, users may receive a message indicating the eFiling and Reporting has not been installed.

T4 Sage MAS 90 S|

\i}) 'ou muszt ingtall Federal and State eFiling and Reporting to access thiz tazk.

The additional Windows security, User Account Control (UAC) is blocking the eFiling application.
User Account Control (or UAC) is included in Windows to help prevent unauthorized changes to
your computer. UAC notifies you when changes are going to be made to your computer that
requires administrator-level permission. These types of changes can affect the security of your
computer or can affect settings for other people that use the computer.

To resolve the error:

Disable the (UAC) User Account Control. For more information see,
http://windows.microsoft.com/en-US/windows7/Turn-User-Account-Control-on-or-off

Note: Sage cannot guarantee nor be responsible for the content of third party Internet sites.
Contact that site's Webmaster with questions or problems.

e [f error persists, uninstall eFiling and Reporting and reinstall with the UAC remaining off.

7 of 93


http://windows.microsoft.com/en-US/windows7/Turn-User-Account-Control-on-or-off

eFiling and Reporting for Sagel100

How to Activate eFiling and Reporting (kB ID 18851)

Activation allows you to access eFiling and Reporting in normal mode. Activation requires an active
Payroll Subscription plan or Sage Business Care plan and an internet connection. You will be
prompted approximately every six months to activate. You will be prompted for activation
accessing when accessing any of the following menu items:

= Payroll > Period End > Federal or State eFiling and Reporting
= Accounts Payable > Reports > Form 1099 eFiling and Reporting

Entitlement to Aatrix uses the Sage Advisor Update system to validate the customer account.

=¢ Yerify Account Information =

Thiz application requires an active Intermet connection and a curent 5age
Buzinesz Care plan. To wenfy your account information and plan status,
click OF.

Far uzers withaut a current Sage Business Care plan, the demanstration
mode iz available.

Click Ok to activate eFiling and Reporting.

“Accessing Entitlement data” screen briefly appears then eFiling Forms window opens if
entitlement was successful
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“Demo” prints on tax forms (kB ID 20022)

For more details, click link to open knowledgebase article Unable to activate eFiling after installing
updates or “Demo” prints on eFiling forms if eFiling and Reporting is not activated, 'Demo’ or
'Expire Do Not File' will be printed on all documents.
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Part 1: Answer these questions for this quarter.
1 Humbsr of employess who racalvad wages, fipe. or ofher compensation for the pay period

If after installing required updates your application comes up in ‘Demo Mode’ AND you have an
active Payroll subscription plan or Sage Business Care plan, it is most likely caused by a Registration
mismatch.

We may have generated a new Sage 100 Customer Account Number, product Serial Number and
Registration Key when we released Sage 100 2016, which will require you to update your
Registration Information so that Federal and State eFiling and Reporting will activate and function
properly. Your correct Customer Number, Serial Number and Registration Key can be found on the
Sage Portal www.customers.sagenorthamerica.com or www.partners.sagenorthamerica.com

@ Important Warning: If you have 3rd party modifications installed, please contact the 3rd
party developer before changing registration keys, installing any product update or installing the
year end IRD update, to verify compatibility and that the modified program is not dependent on
Sage product keys. To determine if you have any 3rd party mods installed, preview the Installed
Modules Listing (located under the Library Master, Reports menu), look in the Developer column
for anything other than Sage or Sage Software, Inc.

To access your registration information on the Sage portal, please do the following:

Login into Customer Portal

Click on Activation Codes menu and select Details

Select your applicable product from the drop down.

Locate the line that shows the Application description for SYSTEM SETUP

PwwNE

e Unlocking Key = User Key
e Activation = Product Key
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Once you obtain your registration information, please do the following to update your Sage 100
registration keys:

1. Open Library Master, Setup, System Configuration

2. On the Registration tab, verify your registration information (Customer Number, User Key
and Product Key) matches exactly what shows on the portal. If it does not, click the Edit
button.

After entering the correct information click the Activate button

Click Ok to prompt "Activation was successful”

Click Accept

Try activating eFiling & Reporting again, from either Payroll, Period End, Federal eFiling &
Reporting or Accounts Payable, Reports, 1099 eFiling & Reporting

o U kW

Activation does not respond in Sage 100 Advanced (Sage MAS 200) (kB ID
21027)

Some users may experience eFiling and Reporting Activation not responding after clicking OK at the
Verify Account Information window.

If you encounter this issue, the Sage 100 Advanced Application Server is running as a service with a
user account that cannot see the activation file. This is typically caused when the Local System
(System) account is used for the host service.

To resolve, change the logon for the Sage 100 Advanced Application Server service to a domain
account. As a workaround, activate in Sage 100 Standard (MAS 90) mode. For more information,
see the following Knowledgebase Articles:

e How to Run Sage 100 Advanced in Sage 100 Standard "MAS 90" mode (KB ID 21025)

e How to run Application Server or Host as a service for Sage 100 Advanced and Premium
(KB 1D 21026)

10 of 93



eFiling and Reporting for Sagel100

@ Retaining eFile Check History (ks 0 53269)

Enter the number of years, from 2 through 99, to retain eFiling check history (file=PR_40). A
minimum of 2 years must be entered to retain current and prior year history. eFiling check history
that is past the number of years to retain is purged during year-end processing.

1. Open Payroll, Setup, Payroll Options

2. On the Main tab, verify the Years to retain eFiling History

3. Select Retain Perpetual History (This option is required to track hours for ACA ALE
Reporting)

4. Click Accept

@Install year end updates

Before processing/printing W2, 1095 (ACA) and 1099 forms you must first download & install the
applicable product update, Year End IRD update and install the eFiling year end update.

After printing W2s and applicable annual payroll tax reports but before processing the new tax
year’s payroll, you must install the new tax years Quarter 1 Tax Table Update (TTU).

Both of these updates are available for download on Sage Support website, log in to
http://Support.NA.Sage.com and then click applicable links below.

e Sage 100: Download Portal (KB ID 23500)
e |RD Downloads (KB ID 45892)
e TTU Downloads (KB ID 45726)
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How to Update eFiling and Reporting forms (kB ID 18851)

@ IMPORTANT: You must install the applicable Product Update (or Sage 100 2017) and
the Year End Interim Release Download (IRD) before processing & printing year end tax
forms.

=  You will be prompted at least once every quarter to update the forms - (20% of Tax forms
change quarterly)

* Mandatory Quarterly Updates are available March 20, June 20%", September 20" and
December 20t"* (*Year End updates are included in the December update)

= All reports are automatically updated with on screen selections
= Program fixes are delivered through automatic updates
*Dates subject to change

If the eFiling & Reporting has just been installed and has not updated for the previous quarter(s),
click Yes when the prompt below displays:

Mandatory Update x|

There iz a mandatary quarterly update available. |t muzst be
inztalled to continue processing. Do you wizh to update
(yla TS

Yes E wit

If you have already updated the prior quarter(s), the following prompt will display for any future
updates. Click Automatic Update to install the update.

Forms Update x|
1 E A forms update iz required bo make sure you have the latest fomns. @/} |
L e

Automatic Update Update farms automatically over the Internet.

Update farms by manually downloading an update fram any

Diownload Update ; ;
P computer with an Internet connection,

Continue processing without the required update. Forms will be

Lonifus Epiee marked as expired and cannat be filed.

Cancel Cancel without processing forms.

12 of 93



eFiling and Reporting for Sagel100

"Unable to download new updater."” or "Updater 2: Unable to download new
updater"” occurs when installing an eFiling update (KB ID 20525)

Occasionally during an Automatic update, one of the above errors will be received. In order to
resolve the error and install the update, perform the one or more of the following resolutions:

e Internet Options
O Add the web address for https://www.sagemas.aatrix.com to your trusted

0]

websites in Internet Options on the Security tab.
On the Privacy tab, click on Sites button and allow the following websites:
= aatrix.com
= aatrixforms.exe
= updater.exe
= updater2.exe

e Verify firewall settings
0 The Aatrix Forms Updater uses standard HTTP port 80 to access the site

http://updates.aatrix.com

0 Aatrix Forms uses the following programs to access the Internet

»  For Updating using http on port 80 to http://updates.aatrix.com
= aatrixforms.exe

= updater.exe

= updater2.exe

e Manually download & install the update

o

O O OO

o

Go to https://www.aatrix.com/partners/sagel100/

Under the Quarterly Updates section, click the Sage 100 link

Click to Save As the MAS90.exe file to your workstation desktop

Right click the MAS90.exe file and select Run as Administrator

Click Yes at prompt “The setup will perform an upgrade of ‘State/Federal eFiling
and Reporting’ Do you want to continue?”

Relaunch Federal or State eFiling and Reporting; click Automatic Update if
prompted for an update

e For specific technical requirements & further information for Aatrix updates

0]
0

Go to http://aatrix.com/updateshome/techinfo/
Go to http://aatrix.com/updateshome
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How to Reconcile Payroll Tax Forms & W2s (k8 ID 56085)

Before closing the quarter or year we recommend printing (at the minimum) the following reports
to assist in reconciling your Payroll Tax Forms & W2s:

e Quarterly Tax Report (Payroll>Reports menu) (KB ID 26733)

e Quarterly Governmental Report (Payroll > Period End menu) (KB ID 49696)
e Deduction Reports (Payroll>Reports menu) (KB ID 49698)

e Employee Verification Report (Payroll > Period End menu) (KB ID 26175)

For more details see KB ID 19504 or click link How to Process Quarter/Year end in Payroll
Or visit Sage 100 Year End Center on Sage City and Payroll Year End Checklist

TIP! see kB ID 49809 - How to Setup Paperless Office to save your Period/Year-End Reports in
Sage 100

Reconciling Forms 941 and Form W-3

Per the IRS Form 941 Instructions http://www.irs.gov/pub/irs-pdf/i941.pdf

The IRS matches amounts reported on your four quarterly Forms 941 with Form W-2 amounts
totaled on your yearly Form W-3, Transmittal of Wage and Tax Statements. If the amounts do not
agree, you may be contacted by the IRS or the Social Security Administration (SSA). The following
amounts are reconciled:

e Federal income tax withholding (941-line 3, W3-box 2)

e Social security wages (941-line 5a column 1, W3-box 3)

e Social security tips (941-line 5b column 1, W3-box 7)

e Medicare wages and tips (941-line 5¢ column 1, W3-box 5)

For more information, see section 12 of Pub. 15 (Circular E) and the Instructions for Schedule D

(Form 941) on the IRS website at www.IRS.qov

@ TIP! For more details and to help you reconcile, download the 941_W3 Worksheet found
attached to KB ID 56085 - How to Reconcile Payroll Tax forms & Reports
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How to Print Payroll Tax Forms & Reports (kB ID 52376)

Note: The steps below use the CA DE9 form as the example but the same basic steps apply to all
Federal & State payroll tax forms, with the exception of processing W2s, 1095s and 1099s.

5. TIP! see related knowledgebase article, How to Print 941 & Schedule B form (KB ID 27107)

Open Payroll, Period End, select Federal or State eFiling and Reporting

Select applicable State from drop down list

Highlight the applicable form/report

Verify the correct Year and Quarter are selected

Verify Company Information

e Your company information including Federal ID #, automatically populates from

Company Maintenance (Library Master > Main menu) but can be changed in this
window if needed.

6. Click Accept button

vk wnN e

=x=state eFiling and Reporting & HE B
— Form Selection i
() Federal SE /D] ; ;
© State 7 CA DE-B8 Coupon FaymH Tar Dapnsll USE s 1o make doie o paymer\ts k&
© Exising Reports C4 DE 34 Report Report of New Employees. Uss this to repart newly hired of 1
Feporting
Period Quartery
“ear 2014
Quarter 4 T
=l 4] | »
~Compar
Mame eFiling Campany Federal ID Mo, | 197878988
Addiess 8561 Irvine Center Drive Stats ID No. | 123-45678
Telephone (200) 854-3415
City Irvine Faxt
State Ca ZIP Code | 92618 Trade Name |
Selections Al Starting Ending ‘w2 and Box 14 Selsction:
Kind of Emploper M = Nane Aply
Date [woivems | [izEiema | g
Misc Eamings Code 1 * Mise Deduction Cade 1 |:|
Employee Mo, [V] _C\ @Q% ¥l ETringn G 2 " MiscDeduction Code 2 || -

=m0

If this is the first time you have accessed eFiling & Reporting or a change was made to your
company information or tax ID number, the Company Setup wizard will display, please see
Company Information section.

If there are mandatory fields that are not stored within the Sage 100 database, you will receive the
prompt below indicating that fields displayed in RED must be completed before continuing:

l ' Fleaze complete required RED fields. Enter information and
L TAB for next BED field.
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=. TIP! after entering required information in a red field press TAB to jump to the next red field.

Your current step is noted at the top of the Form Viewer. Fields that are highlighted in blue can be

edited within the form.

2. Information edited in the form viewer will not be saved back to Sage 100 data files.

| ] Review / Edit My Copy
— :
=] ' k% @ filled before continuing.
1 page

Sate Copy

L)

— H "%
Pt Save P Siep Hent Sien

B0 11063

EFILING TEST COMPANY
6561 IRVINE CENTER DRIVER
IRVINE

FON 95-1234567

ADDITIONAL
rEms

© TOTAL SUMICT WAGES PAD TH5 DUARTER

Ch 92614

B UNEMPLOVMENT IEURARCE (M) (foim Emphopes Woges 108 7000:00
B U e (B) UL TAGABLE WS FOR THE CUMRTER
0.00 e 1339500
E EMPLOYMENT TRANING TAX ETT)

FEE LI Taabie Wages S he Quarsss (D)

RTATT R g,

00090111

PLEAST TYPE Tk M. D0 HOT ATER PREPENTED IuFemaTION
P - o om
...... e 12 31 11 me 01 01 12 Hmaen 01 31 12 11 4

RLovER accouN un
123 4555 5

A KO WAGES PAD THIS GUAATER
eneew
o B CAT OF BUSINELNG BBLOVEES

Gatn
218 894 48

o wrrgien par ciwetr pax)
D) Ul CEATEBUTIONS
= 000

(R BT CONTRIBUTIONS
= 000

F. STATE CUSABILITY INSURANCE (300 (sl Dnglrgid wsjat (2105 DRIIR00  Par emeliyes pir colindar uss)

P13 501 R %

1.20

(T} 501 TAGABLE WIS FOR THE GLUARTER
218 894 48

P304 ENRLONERCONTR RTINS FITHRELL
2626 73

Once all steps are completed, a prompt displays to ‘Double Check’ or ‘Agree’. ‘Double Check’ will
return you to the form viewer. Upon choosing ‘Agree’, a copy of the report is saved into History.
You are then prompted to print a copy for your records.
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Yerify Report Complete ﬂ

1 E Important Notice
L3

Thiz iz yaur final opparturity to review or edit this repart. Click "Double Check"
to go back, print a review copy. and check figuras.

Befare you print and mail or eFile this repart, you must recheck all figures which
are included in thiz report. I there are any numbers which are incomect, now is
the time ko fix them.

By clicking on the "Agree' button below, you agree that you have double
checked the figures generated by this report.

If you print and mail...
b ail formz with enough time prior to their due dates to avoid potential
gowvermnment fines.

If you eFile._.

Submit eFiles at least bwo [2] business days prior to their due date to avoid
govemment fines or priority processing fees.

Agree | Double Check I

After printing a copy of the form for your records, the form or report can then be printed on plain
paper or eFiled for a fee. For more information on eFiling, see the How to eFile Accounts Payable
and Payroll forms section of this document.

Filing Options x|

FPlease select how you vwant to file your report.
.................................... eFile
Click the eFile buttan to electranically file this report for 57.95.*
Mo printing, folding, or mailing is required.

Click here for details an eFile packadge pricing.

Print
y Click the Print button to open the Print window:, which allows you to
g - =, set up your printer, insert blank farms ar plain paper, and use the
" - Fage Align feature. When vou are done printing your forms, sign,
fold, and mail them to the local, state, andiar federal agency.

* &ctual pricing may vary at time of eFiling due to ather factors such asz priority processing fees.

Cancel |
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@ What forms do | use to print W2s, 1095s and 1099s? (kB ID 52202)

Sage 100 includes "print and sign" tax forms functionality for payroll tax forms using eFiling &
Reporting. This feature eliminates the need for some preprinted forms — allowing you to print on
plain paper instead. However, IRS regulations require that employee copies of Form W-2 (Copies
B, C, and 2) and Form 1099 (except Copy A) be printed on perforated paper and individual filing
instructions be given to each employee (IRS Publication 1141 Sec. 2.05 and 2.19 and IRS Publication
1179 Sec. 4.5.3). Sage Checks and Forms offer these plain paper forms in the required perforated

format.

NOTE: At this time Aatrix only supports printing W2s and/or 1099s 4 per page.

W2/W3 forms

ACA -

Employee W2 (Copy B, C and 2-Copy 2s) = Blank 4 part perforated with Employee notice on
back (Sage Forms part # LW2BLANK4 or LW2BK4DWS)

Federal W2 (Copy A) (prints 2 employees per sheet) = Print to Plain Paper (The Federal W2-
SSA copy cannot be printed on perforated paper)

Federal W3 = Print to Plain Paper (The Federal W3-SSA copy cannot be printed on

perforated paper)
0 The Federal Copy A & W3 forms do not need to be printed on pre-printed forms with red ink,
please see Additional Information at the end of this section.

State - Copy 1 (prints 4 employees per sheet) = system will prompt you to print to Blank 4
part perforated but please contact individual State agency for specific W2
printing/perforation requirements

Employer W2 (Copy D) (prints 4 employees per sheet) = Print to Plain Paper or Blank 4 part
perforated

1095 forms

Employee 1095-B - Blank Full page w/instructions on back (Sage Forms #L1095BBLK)
Employee 1095-C - Blank Full page w/instructions on back (Sage Forms #L1095CBLK)

** Forms 1094 and 1095 Federal & Employer copies can be to plain paper
**Note: When using eFiling and Reporting to print ACA 1095 forms, Aatrix has designed

their form templates on both of the 1095 forms to print the employee's address in alignment
with the existing W2 envelope, to help reduce costs.

18 of 93


https://support.na.sage.com/selfservice/viewdocument.do?noCount=true&externalId=52202&sliceId=1&cmd=displayKC&dialogID=224276&docType=kc&isLoadPublishedVer=&stateId=224279&docTypeID=DT_Article&ViewedDocsListHelper=com.kanisa.apps.common.BaseViewedDocsListHelperImpl
http://www.irs.gov/pub/irs-pdf/p1141.pdf
http://www.irs.gov/pub/irs-pdf/p1179.pdf
http://www.irs.gov/pub/irs-pdf/p1179.pdf
http://www.sagechecks.com/estore/Tax-Forms/W-2s-and-W-3s/LW2BLANK4/prod1740201_prd.p?navAction=jump&networkId=Sage
http://www.sagechecks.com/estore/Tax-Forms/W-2s-and-W-3s/LW-2BK4DWS/prod1740210_prd.p?navAction=jump&networkId=Sage
http://www.sagechecks.com/estore/Sage-100-(MAS90/MAS200)/2014-(5.1)-and-later-w/E-filing-/Laser-1095-B-Blank-w/Instructions/prod3000135_prd.p
http://www.sagechecks.com/estore/Sage-100-(MAS90/MAS200)/2014-(5.1)-and-later-w/E-filing-/Laser-1095-C-Blank-w/Instructions/prod3000136_prd.p

eFiling and Reporting for Sagel100

1099/1096 forms

Recipient 1099 (Federal, 2-Copy 2's and Copy B) = Blank 4 part perforated form (Sage

Forms part # L99BLANK4 or L99BK4DWS)

o Note: The recipient notice is not printed on the backs of these blank forms; you will
need to print the recipient instructions to plain paper from within 1099 eFiling viewer
screen.

e Federal 1099 (Copy A)** = Copy A must be printed on official preprinted federal forms RED
ink. Please contact Sage Forms for specific part # applicable to the type of 1099 forms you
will be printing (MISC,INT or DIV)

e Federal 1096 Form** = 1096 Form must be printed on official preprinted federal forms RED
ink. Please contact Sage Forms for specific part # applicable to the type of 1099 forms you
will be printing (MISC,INT or DIV)

e Payer 1099 (Copy C) (prints 4 recipients per sheet) = Print to Plain Paper or Blank 4 part
perforated

o State 1099 (prints 4 recipients per sheet) = system will prompt you to print to Blank 4 part
perforated but please contact individual State agency for specific 1099 printing/perforation
requirements. Some states do not require 1099s to be filed.

o State 1096 = Print to plain paper but please contact individual State agency for specific 1096

printing/perforation requirements. Some states do not require 1096 form.

Sage Forms Division provides approved 2016 IRS forms and they are the only forms we guarantee to be
100% compatible with Sage 100 integration with eFiling and Reporting.

All of these forms can be ordered from Sage Checks & Forms, please visit
http://www.sagechecks.com and select Tax Forms or call them at 800-617-3224
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Additional Information for Federal Copy A and W3 forms:

The Federal W2 Copy A and W3 forms that print from within the Federal eFiling & Reporting
(Aatrix) program have been certified for submission on plain paper by the IRS. The boxes are not
required to be printed in red ink on computer-generated forms. You can identify the approved
form by looking for the numbers 0000/1048 under the year on the W2 form and in the Employers
email address box on the W3 form.

. .
W2 Form: W3 Form:
I
u
ABC DISTRIBOTING T = T gt -] r)
i G wagen ol o o
995 MAIN STREET 150000.00 2175.00
an . - =T T Hbcmed tor d 4
IRVINE Ch 9261B - " 95-1234567 117000.090
_______ Ty T T d v e g
o reamkar Bt b ABC DISTRIBUTING 1500040.040
Srplayes's T ame el il lan rane ar Tepiied o 12w ban gatreens e 12 ool prty S
JERRY A | THOMAS 555 MAIN STREET E] A0 Dapredart care bararis.
— T U
4121 W. 35TH STREET i TR cA 92613 = T v
4t w. 35TH T EE - e
MILWAUEEE WI 53151 3 = TeraTpany W oy a0t =
122
T T wa
et aivess 258485794-08
Ergluyet's dders aned 7 = 7 St incame ta 18 Local wages: - Lo =3
5 cuw  Grplaers e 10 rmber 55 s1mte mager, tpe, e, [IT S1ve wcomata |19 Lozt wagar, tpr, e [19 Local ncome x| 30 Loty iEN
WI |D35-325B4B5794-08) 150000.00 | 11403.83 - = 11403.83 1 T Ty
300 B54-3415
| === Tworrs amal sbEE
W2 00001048
= ‘Wage and Tax Statemant ot Fri v - parwse e of
,(,,, ll 2014 v i e Papar s Pt on ke et o g1y, | e + vt 12 the bast af my kncwind.4ad T, Touy ar S, v
py A Fix e al Saorily Advird slradion S this ati ] e g
Tl 963 33 the Sacial Sacutey Admieration shatcccpier aw i scedpasin. (1) (001048 S B T Das B 12719714
Do Mot Cut, Fold, or Staple Forms an This Page e W=3 Transmittal of Wage and Tax Statements 2014 e

Additional Setup for Local Tax Codes (kB ID 20895)

Additional setup is required in order for Local tax wages & taxes to show in W2 Boxes 18, 19 and
20. Select the applicable Local Tax Code Description in Tax Table Maintenance. Note: Require Local
Tax Reporting must first be selected in Payroll Options.

1. Open Payroll, Setup, Tax Table Maintenance
Select State from look up, press TAB
3. Select applicable local code from look up or type a unique user defined 3 character local tax
code, press TAB
4. In the Local Tax Code Description field, select the applicable Tax Description from drop
down list
o If the local tax description is not listed, select LOCAL WITHHOLDING TAX (xxxx) from
drop down list. TIP: There will be a 4 digit number in parenthesis after each
description, this number is an internal number used by Aatrix only.
o Important note: You must select a local tax description from drop down list, in order
for Local Tax amounts to populate into tax forms, see KB ID 20895 for more details.
5. Click Accept

N
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ﬂ:ﬁ;P,.-"R Tax Table Maintenance

State |Mv |G, |MEW YORK
Compary's Tax [d Mumber 1234673 |

| Local |NYC

%

WOMEERS RESIDENT [2024]
Accrual Account YOMEERS MOM-RESIDEMT [2025)
RE-EMPLOYMEMT SERVICE FUMD [2026)
METROPOLITAM COMMUTER TRANSFORTAT
LOCAL WITHOLDIMG Tax [303E]

Wwithholding Tax | 225-04-00 |QL, City tax withheld

Employee LDI | l=N | 0.00000%] | 0.00|| rrual |
Other Local Tax | Q, | 0.00000%| | 0.00] | Annual ||

Note: Only local withholding wages and tax will be automatically populated on the W-2.

2. Other Local Taxes (KB ID 20899)

Other Local Tax amounts now populate in Box 14 of the W2 form, when a Local Tax Code is setup with both
a Local Withholding Tax and Other Local Tax.

=3 P/R Tax Tahle Maintenance

Stse [OH | - [oHID

Local [A0M | [aDaVI-4DA12343) =
Compary's Tax 1d Mumber | Fiing Seas. |
_ Limi
: Aeecrusl Aecount Rate Lienst Type
| Withholding Taw | 225.03-00 T, State tax wihheld
Ergloves LD Q I
T
i
58 Tan Table EE
Uhempkiomsees Tax | Sise [OH | OHID Local (ADM | ADAWI - ADA (ZM43)
; " | FingSlahi |4 o
T Cakoudation Steps 2|z 1| ; z :
At But Lesz Than dmourk Plus Pescantaps of Excess | o |
Personal Exsmptions Allavied [7]  Localty TaxTypeC ong| | 0.00| 0.00| 0.00000% | )
Personal Exempts Evcesd Dependent Evernpts | | Found Wikhalding | —
e i Step & Least But Less Than Amount Pluz Percentags of Excess
(W[a]e]m]

1 om and over oo 1
Check o Fourd 'WoH Tax Amaunt bo Neaest Dol

If you only have the Other Local Tax setup and you need the wage and tax amounts to print on W2

in Boxes 18 & 19, you must add the column and manually enter data into the W2 Preparer grid.
Perform the following:
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To manually add the amounts and edit descriptions in W2 Box 18 and Box 19:

In W2/1099 Preparer, select Edit and click Add State. Select the Locality column.

In the State & Local tax items window, click Add Locality.

Select State from the list. Enter the text to print on the W-2 in the Custom Locality Name.
Select Tax Type from the list.

Click OK.

Click Proceed.

Manually enter the Locality Wages and Tax Amounts in Box 18 and Box 19.

Complete W2/1099 Preparer.

NV A WNE

If the Other Local Tax amounts can or need to be included in Box 14, please see Box 14 section in
this document.

Printing Amounts in Box 12 (kB ID 21032)

1. Open Payroll, Setup, Deduction Code Maintenance,
Select from look up or create a two character user defined Deduction Code & Description
3. Type the applicable Box 12 code in the Box 12 Label field
e For list of Box 12 codes, please visit www.IRS.gov
4. Click Accept

N

Note: Once setup, the Box 12 codes will automatically populate into W2 preparer grid. If two or
more deduction codes use the same Box 12 code, the amounts will be added together & the
total sum will print on W2 form. Up to 16 different Box 12 codes will automatically populate
into W2 grid.

@ VERY IMPORTANT! All applicable Box 12 code must be saved in Deduction Code
Maintenance before closing year end, in order for the PR_41 file to be updated correctly.
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Printing Amounts in Box 14 (k8 ID 18867)

Other Local Tax amounts will populate in Box 14 of the W2 form, when a Local Tax Code is setup with both a
Local Withholding Tax and Other Local Tax.

Enter or select from lookup up to two earnings codes and two deduction codes for which to print
year-to-date earnings and deductions information. The related earnings/deduction information will
print in Box 14 on the W-2 forms for all selected employees. Note: If you have more than 2 Misc
Earnings &/or deductions please see section, How to import into W2 Preparer Grid, in this
document

p SLake e g and Heporting d Pa i e |
Fom Sdctin FonlD I 5|
(@) Federal H5_FORM [Ancsasl] Arewial Fretun of Fedecsl Income Tax Use this 1o 1epc
() Slale - EWE_COMSENT s et W7 cored bos nach o yous s

14 FOEM Emginyment Elghily Ventcahion 110 this 10 1epaoit employss ¢
Esasting Finports TOMY FORM

Frepodting
Pasod A
Yoo {202 5 o 58 W24 ; \._.f

b W-2_S5AM [Anenal] Use this foem b process W24 fod the Vg bl
Quaster w|4 FORM E rmploye's wm.a.n...m.ru.-s.-u. sbm Lo s b eec

‘
Compary =
Hame #Fiing Comgany Fodoial [0 o | 551234567
Adkhras 56T Irvwn Corides D Shate 1) Nax
Telaphors | |00 543415
cay v Fax
State = 2P Code | 2018 Trads Hame
Sebsctions A1 Shaing Endng W2 and Box 14 Selectiont
Fared cf Ergioypen H = None Apghy ¥

Date i L Mise, E seraregs Cacla 1 Mute: Dichclom Cexde 1 =%
Employee Mo (=] 00 (e Mitc E sings Code 2 0}, e o Codla 2 q,
Activale | | fecesn | Concel [ g8

Note: If you reprint W-2 forms at a later time, you must enter the same earnings/deduction codes
to print the same information on the forms.

To change Box 14 description labels on the W-2:
The columns will display in the grid as DedCodel, DedCode2, EarnCodel and EarnCode2

1. Inthe W2 grid, right click on the applicable Box 14 Column description noted above and
select Rename

_<|_>| Help Tips — Did you know? Read more...
Al saved files can be accessed thiough History. |
-
$9603.92 | $1886550.03 $42206.36 $73.60 $18834.25 $150.00 $5.83 $1866368.21
Box 4 Box 5 Box & Box 7 Box 8 - Box 12D - |Box14 T | Box14 - | Box18
S5 Withheld Wages SS Tips | W2 Box 8 - Allocated Tips | W2 Box 12 D 401(k) deferrals| DedCo ¢yt
30.26 488.00 7.08 Copy
31.48 507 69 7.36 -
20.19 22560 a7z I ..
3291 530.77 7.70 [ [r—
35.96 550.00 541 I —————
4434 71520 1o.3r [ | UnHide Column
4149 569,20 270 ]
526 700 1058 -M
4149 869.20 970 - ;rnptcrt CS: ﬁI;Ix;é.‘mZ Ilumn...
3613 582 80 845 sty pedtoce
nsa0|  anoan P I
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2. Type the Description you would like to print on the W-2
Note: only the first 10 characters will print

ox 16 Box 17 Box 16
Avages  |CATax Wl Wages
10203 .94
10208.94
3. Click Ok
S T L v ] R
OMEB No 1Se-Ims SSccEISeclrIIL;Bges |4 Sockl Secarhy  wh b
344 .40 25 .60
msueumm@u L3 B Medicare owiied
95-1234567 7,344 .40 106 .50

o EMploers bame, address, nd ZIP ook
eFiling Company Data
56 Techneology Drive

Irvine CA 92618
& Emploee’s st aame and i@l iLast vame S
ARVEY JALLENDAR

MILWAUEHEH WI 53151
1 Employee’s address and Zip cock
d Coutrol nmEsr 7 Sockl secarhytps 2 Allcaid tpe
B AAEIG: EC paymeit 100 e vk 1 Calre De el 11 hoag ralfedpaEns
123

%10\« 4z0.00p
Harncode v 6.80

A WS ]
76 SO EMpowers £EE 10 Vmber TEEE Woger, Ihe,eC. | ¥ SGE leome &
I |325-8485000000-00 7,344 .40 398 .45

How to Print W-2/W-3s (kB ID 26818)

Open Payroll, Period End, Federal eFiling and Reporting.
Select xxxx W-2/W-3 form (xxxx=Tax Year)
Verify the correct Year is entered
Verify Company Information
e Your company information including Federal ID #, auto populates from Company
Maintenance (Library Master > Main menu) but can be changed in this window if
needed
5. Select the Kind of Employer:
e Federal Government if your company is a federal government business type.
e State and Local Government if your company is state or local government business
type
e Tax Exempt if your company is a tax exempt business type
e State and Local Tax Exempt if your company is a state or local tax exempt business

type

PwwnNpE
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e None Apply if this option does not apply to your company.
6. In order for Misc Earnings & Deduction Codes to automatically print in Box 14, they need to
be selected in this screen. For more information see the Printing Amounts in Box 14 section
in this document.

7. Click Accept button

Note: If the 4 digit year in the front of some tax forms descriptions is not correct or is missing,
select the form and click Accept and then click Automatic Update. Note: 2016 W2/W3 forms will be
released in Aatrix’s year end automatic update, on December 12t",

=EFederal eFiling and Reporting H M= E
B Forn;S;\eclllon Farm 1D |_Fom Descrigtion N
© Rt 2013 345/345:4/945Y Reports [Arnual] Annuial Retum of Federal Income Tax. Use this t
O State Electranic W2 Cansent Usge thiz to print an electronic W-2 consent for each of you
Evisting Fi 3 |-9 Repart Employment Eligibility Verification. s this to report emplc
© Esisling Reports ‘-2 History Select thiz option to correct, add, delete, reprint, or loak, uy
: 2L Annual] Llse this form to fter compls
~Repoting———————————————— | 2013 WW-2M-3 American Samoa [Annual] Use this Form ta process 'w-2s for American S ame
Period Annual 2013 W23 Guam [Annual] Use this farm ta process Y25 for Guam. These fi
v 2014 2013 W23 Puerto Rico [Annual] Use this form to process 4998-25-2 PR &W-3 |
ear 2013 W-20-3 Virgin lelands [Annual] Use thiz form to process W2 for the Yigin sland
Quarter 2 ﬂ 20I1 4 'w-4 Report Emploves's W’ithholdiTu Allowance Certificate. Use this tg T
4 *
~Compan
Mame eFiling Company Federal ID Mo, |15-7873958
Address EBET Irvine Center Drive State ID No.
Telephone [200] 854-3415
City Irvine Fax
State Ca ZIP Code 92618 Trade Narme |
Selections Al Starting Ending ‘w2 and Box 14 Selection
Kind of Emploper | N = Nene Aply =
L |DW 200 | |12/31 S | Misc E amings Code 1 C% Mizc Deduction Code 1 l:lck
e e |DD' |Q" ’Illl’ ‘Qb Misc Eamings Code 2 Ck Mige Deduction Code 2 |:|Ck

[ | oo [0

W-2 Test Drive

The W-2 Test Drive feature allows you to take a “test drive” of the W-2 process without actually
saving any data. This will allow you to become more familiar with the process before actually filing.

You will only be displayed this dialog if you have not processed any W-2 filings for the current filing
year.

If you select to run the W-2/W-3 Wizard in test drive, you will not be able to save any of the
information as a draft or a history to be used again.
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o]

| W-2 Setup Wizard

@

We noticed that you have not processed any W-2s for the cument filing year.
Befare you begin filing your W-2=, would you like to do any of the following?

| want to test drive the W-2/W-3 Wizard with only the first 25 of my employees.

| want to test drive the W-2/W-3 Wizard with all of my employess.

i+ No thanks, start processing my W-2/W-3s ;

NOTE: The W-2/W-3 Wizard test drive allows you to see how the process works but does NOT save any of your information

< Back I Neat > I Cancel

= If you need more details on ANY screen from within the setup wizard or ANY

window/grid within eFiling & Reporting, click the at the top right corner.

Verify Federal Employer ID Number

The number displayed here will be used on all forms. If the number is incorrect, click the Cancel
button to close the W-2 Setup Wizard. Then you must verify the correct and same exact FEIN is in
entered into Company Maintenance, Tax Table Maintenance (FED record) and in eFiling &
Reporting main window.

Il
@ W-2 Setup Wizard Q)

Get Started Printing or eFiling Your W-2s
Flease verify this company's Federal Employer Identification Murmber (FEIN). This number is used on aLL

payroll forms and MUST be correct. If this number is NOT correct, you MUST return to your
accounting/payroll software to make the correction,

Company FEIN

[o][5] - [1][2][3][4][5][s ][7]

< Back I Mext > I Cancel
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Company Information

The company information screen displays all of the information that relates to your company and is
used to display in the forms. The Contact name, phone and address can be entered on this screen
to populate those fields on your forms.

BIEIE
| Company Information (7))
Company name: IsFﬂing Company Trade name
Address line 1 |6561 Irvine Certer Dr
Address line 2: I
Ciy: ||n,ir,E State ICA ZIP code: Igzmg
Phone |(auu) 8543415 Exd: Faxc:
Contact first name: IGina Last name: IThumpsun
Title: Ipmn Manager Email Ifinancia\s na@sage com
Contact phone: |(3uu) 8543415 Ext: |\
Cortact address I
< Back Mexd > Cancel

Tax Preparer Type

The tax preparer dialog displays for you to indicate whether you are filing for your own company or
if you are a filing as a paid Tax Preparer for another company. If you have 10 or more companies,
Batch Filing will allow you upload several filings and then access the eFiling website when you are
ready to transmit them to the appropriate agencies. For more information, click the link within the
wizard window or visit http://aatrix.com/batchefiling

ik Company Setup Wizard [— O[]

ﬂ Tax Preparer Type L?)]

Which type of filer are you?

& [am

€| am a third-party, paid Tax Preparer, filing for one o multiple companies/EIN.

IF you have 10 of more companies, you may sign up for the Balch eFilng Servics (fees apply)
Visit hitp://aalis.com/batcheliing to leam more

< Back I Mext > I Cancel
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State and Local Tax items (KB ID 40509)

The state and local tax items dialog is used to display all the state and local tax that you have
defined in your payroll as well as the corresponding account numbers for state and local tax.

=
\ﬂ State & Local Tax ltems L)

Properly formatted tax account numbers are required for W-2 reconcilistion and pear-end forms. Avoid rejected forms and eFiles!
MOST filing errars are due to incarrectly farmatted withholding or unemployment account numbers.

State Tax Items

State | Tax Mame | Tax Account Mumber | Add... |
[t State wWithholding 123-4560-0

[af.} State Disability Insurance 123-456 Edit... |
[aro) State Unemployrent 123-4560-0

W1 State Withholding ‘325-5485000000-00 Remove |
W1 State Unemployrnent 325848-570-0
Local Tax Items

Skate |_Tax Mame | w2 mame | Tax Type | Tax Account Mumber | Add

Generic Local Withholding Generi

[af.} Employment Training Tax Employ okher 123-456 Edit... |
FE Local Withalding Tax Localw
W Employment Adrin Fund Emplay Other 32584-857 Remove |
K Earned Income Credit WEIC Other 32584-857

< Back I st > I Cancel

Note: If the local code(s) are not listed. Please confirm you have selected an applicable local code

description from the dropdown list in Tax Table Maintenance. For more information please see the
Additional Setup for Local Taxes section of this document.

If your State Unemployment or Disability Tax Account Number differs from your State Withholding Company
Tax Id Number in Tax Table Maintenance, you will be prompted to change it here. The Tax Account Numbers
entered here will be retained for future filings in the Company Information. Please note the Company Tax Id
Number in Tax Table Maintenance will not be changed.

Incorrect Tax Account Number ﬂ

L] "_.,‘ Your kax account number For AZ State Unemployment is incorrect or impropetly
2 formatted, Please correct it befare continuing.

Propetly Formatted tax account numbers are required For W-2 reconciliation and vear-end
forms, Avoid rejected Forms and eFiles! MOST Filing errors are due to incorrectly Formatked

withholding of unemployment account numbers,
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State Tax Item x|

Click 7 or press F1 for help on Eax account number formats. @
State: [AZ (Arizona) = |
Tax name: | tate Unemployment =
Tax account number: | Pt _'J
To the right of the number input box, dickthe ¢ 1234567 1

choose the proper Format. The number may be
1234567 or 1234567-1. 1234567-1

.

. Tip! If your Tax account number format is not listed, click the J button to select additional

account formats.

Data Verification

There are five questions you must answer Yes or No, which allows for the data verification process
in the W-2 employee grid to become dynamic based on your answers.

@Important: If you select Yes to the question #4, “Do you have any employees who elected
to only receive W2 forms electronically?”, please see W2 Electronic Consent section in this guide

for specific requirements.

R W-2 Setup Wizard

=0l

\ﬂ Data Verification

1. Do you have any employees who are exempt from any part of Medicare or Social Security taxes?

2. Do you have any employees who eam 55 Tips that must be reported? =
ez € Ho

3. Do you want to use control numbers on your W-2s7
" Yes % Mo

4. Do you have any employees who elected to only receive W-2 forms electronically?
 Yes & No

* The payroll software indicated this question applies to one or more employees.

L2
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NOTE: The data verification dialogue will only appear if you are working on a new filing and not
opening the Grid to make changes to a work in progress.

W-3 Information

The W-3 information screen only displays when you are processing W-2 forms and allows you to
indicate information related to your company that displays on the Federal W-3 form. The Kind of
Payer & Kind of Employer must be selected on this screen. The Control Number, Third-party sick
page, Establishment Number, Other EIN and Business terminated this year checkbox are all
optional selections. If any of this information needs to be on your company’s W-3, make your
selection here.

=1oix|
@ W-3 Information (?)

Control number (Boxa): ||

Kind of Payer (Box b - check all that apply)

WV 341 ™ Militany ™ 943 (Agricutture) [~ 944
[~ CT1(Raioad) I Household Employer |~ Medicars Govermment Employer

Kind of Employer {Box b): INone apply

X 501c non-govt.
I Third-party sick pay { StateNocal non-501c

; StateAocal 501c
Income tax withheld (Box 1 Fedoral govt.

Establishment number (Box d): I
(Other EIM used this year (Box h): I

™ Business terminated this year

< Back Neat > Cancel

Multiple Payroll Data Files (KB ID 26156)

The multiple payroll data file merge feature is used for companies or tax preparers that keep
separate databases for employees working under the same Federal EIN (Employer Identification
Number).Some examples of these are separate departments, divisions, company names under the
same EIN, branches, etc.

This feature allows you to bring in two or more data files and merge them together so all the
information is combined when you are printing or eFiling your W-2 forms. Note:

.. TIP! This feature is now available for all payroll tax forms that are using the same Federal EIN.

= If you select the radio button option for “Yes, | use multiple payroll data files for this EIN”, you will be
taken to the multiple payroll data files merge tool after the company setup wizard is complete. For more
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information click the help icon in the wizard window or see KB ID 26156 - How to merge Multiple Data
files in eFiling & Reporting

#1h W-2 Setup Wizard =10

\ﬂ Multiple Payroll Data Files L7

Please Read Carefully

Answering incorrectly may require you to restart the fiing process.

Do you use multiple payroll data files for the same federal EIN ?
You may be using multiple payroll data files in your accounting software to handle:
» multiple companies
« multiple departments
» multiple divisions
» multiple sites

all under the same federal EIN.

1~ Yes, | use muttiple payroll data files for this EIN.

@ Mo, | use a single payrol data file for this EIN :

W-2 Grid Details

The W-2 employee grid displays all of your W-2 relevant employee data in an Excel like grid with
columns and rows of information. The columns in the W-2 employee grid correspond to the boxes
on the W-2 forms. The W-2 employee grid performs several data verification steps in the grid to
ensure you have the correct W-2 information and to avoid rejections by Federal and state agencies.
The verification step is noted at the top of the grid. The first step is to Verify Employee
Information. The remaining steps will vary depending on your selection at the Data Verification
screen. Click Next Step button at the top to proceed through each step.

5 Tip.’ The totals now appear at the top of each column, which will populate the W3 form. You

should use these totals to match to your Payroll report produced out of Sage 100 (i.e. Quarterly Tax
Report — YTD amounts), see How to Reconcile Payroll reports & W2s section in this guide.

Ele Ed Yeew  Help

12| Help Tips — Did you hnew?  ond mre..

it iy bloxt St [Hiow o eperd hotea af ary e ! n 9
— oo | Nt St | =
| | | $1806550,03) $S5000050 | S14DN 00 SEONSZ | SIGSSODY | SEmens 316 S0 E ]
Bexn Box o Bone Box f Bex f Box I Box | Ban ! Bax f Box 13 Box1l|  Box ! Bax2 Box3 Boxd Box § Box B Bea? | Bex 8 53 Bex 120 -] Baxtd
FiesaName | Micdi fiame Name Saffic| Address Ling 1 cty Country Code S Astrement | Fod Wagts | Fed WENSS G5 Wages G5 WiMheu Medcans Wages Medcare WEShal S5 Ties W2 Dox - Alocabed Ties | Wi Uax 120 4014 defarrals Otha Locan
1| HARVEY B7 HOLLAR MLWAUKEE W M5 [ o o o s 3026 a0 T8
e T COLARMDAD MLWAUKEE Wi 53154 us =] o N8 o7 7
3| Buno 8086 SLEPH ORANGE  CA a2626 us (=] o 2018
4 | wavne 789 MUNTERS ORSNGE  CA E us =] o = 170
5 | RCHARD 431 SHARD ORANGE  CA D us =] u} 1596 a1
6 | LN T4 BALL MLWAUKEE Wi 53154 us s] u} e 107
7 |amay TRSQ QUMM APTEE MUWAUKEE Wi 83151 us o o g w
B WALTER 576 ALRAMAITY ORANGE A e us =] o 52 L
% | BB 0.1 TRER MLWAUKEE Wi 83181 us =] o g e
1 somn DOSCARLET  APT202 MUWAUKEE Wi 151 us =] o 2613 wm 4%
10 ROBERT IS4MARLEY  UNIT 678 MLWAUKEE W1 53181 us =] o arm A4 (E
12| MCHAEL 4T STONE OHANGE A s us =] o M se0.00 B2
13 snmES 4 HHOER MLWAUKEE W) 83181 us =] o ram 80000 8
18 ANTHGY STF38 HAXTON CHANGE  CA W us =] u} 30 T40.00 s
15 oS 65 OALANDO. DRANGE W e ug =] o EIE: =21 58
B ALLEN TIEEW 1STH MLWAUKEE Wi s3181 ug o o} 35 83 133 E; 18 770

=] Tip.’ Any information edited in this grid will not be saved back to your Sage 100 data files.
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W2 and 1099 SORT FIELD: (KB ID 56668)

The “Sort Field” located in Employee Maintenance is now pulled into W2 grid in the “Sort Text”
field.

= P/R Employee Maintenance 2 =10 =
Employee No. 11-0000100 ck Last Name [THOMAS Firzt Name [JERRY A, m

1. Main 2. Wages 3. Checks

SortField  |THOMAS Soc. Sec. No. |986-53-1239 LoiaE
Address  |4121 W. 35th Street | || Marital Status Deductions...

| Apartment 201 ||| sex Tax Summary. .
Zip Code 53151 Statutory Employee |:| Change Status...
City [ MLV AUKEE | state Wi | | | Race Code Renumber..
Phone No. | (414) 384-5621 Pension/Profit Sharing

Direct Deposit...

Birth Date 12/25/1986 | Qualified (Form [] | DrectDepost [
Hire Date 01M5/2019 Comment |Trﬂn5ff:r From Central Warehse |
Termilnact Date I:l Comment | |
Review Date 01M5/2019 Comment | |

Emergency Information  Phone No. |(414) 531-2399 Contact |Judy'|'h|:rma,5 |]

The “Sort” field located in Vendor Maintenance > Additional tab is now pulled into 1099 grid the
the “Sort Text” field

=arVendor Maintenance (PC2) 12/14/2015 =] ]

Vendor No. | 01-ARWAY Cg M 4 b B E Copy From... | | Renumber... More... -~
MName: Airway Property |

1. Main 2. Additional | 3. Statistics 4. Summary 5. History 6. Invoices 7.Transactions 8.Checks 9. PiOs

Comment

‘endor Status Active A l:l%

Inactive Reason

Ck 1099 Form

Data Entry Vendor Type Business hd

GiL Account |555-uu-03 |Q§ Default Form Wiscellaneous A

Rent Taxpayer ID No. | 19-45678%1
Separate Check |:| Default Box No. 1 -
Misc Box 9 Il
Printing Electronic Consent Signed [ ]
1093 History...
Sort [ARwAY | | FATCA U fsiony:
Batch Fax [ |

» In the W2 grid or 1099 grid, Right click on the Sort Text column heading and click Sort rows
by “Sort Text”
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W-2 Printing and Filing Options

Once you have completed the steps in the W-2 Preparer, you are able to select your processing
options. You can select to eFile or print your own W-2s or a combination of both. If selecting Other
Options and Print my Employee W-2s, you will need to use blank perforated 4 per page W-2
forms. These forms should have a blank front and the Notice to Employees preprinted on the back
of the form. These forms can be purchased from Sage Forms Division at 800-538-5514.

@ Review before purchasing tax forms, What forms do | use (or order) to print W2, 1095s and
1099s? (KB ID 52202)

'W2/1099 Preparer x|

'W-2 Printing and Filing Options
Choose Complete W-2. eFile Fed or eRile State and pick yourfiling dates. Comections before dates are FREE! More info?

= Complete W-2 eFilin Service  BEST VALUE! HEREE=
The eFile Center wil
- Print and Mail Employee Copies 6 $1.89 51134
- eW-2 Onfy Employee Copies What's This? 0 5099 8000
- File your Fed W-2s and W-3to the S5A included FREE
- File your State W-2s and Reconciliation Forms included FREE
- eW-Zs Available for All Employees included FREE
Total Cost Minimum _$24 95
= Other Options Fed or State eFilers receive Free, Easy Comections!
I Briit iy Emnployes bf-2s
™| eFile Federal w2 and -3 6 8049 $0.00
™| eFile State We2s and Reconcliation Forms 6 $0.69 5000
I | Print Federal W25 and w3
I Piint State 25 and Reconcilation Forms
¥ Print Employer Copy

< Back I HNext > I Cancel

CD Archive Delivery

If you have selected to eFile the complete service you also have the option of purchasing a CD that
will be mailed to either the taxpayer or tax preparer. The CD will contain a Password Protected PDF
of each copy of the forms that will be eFiled on behalf of the company.
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CD Archiving Available L7))

Would you like to buy a CD Archive of your W-2s?

Purchasing a CDr archive allows you instant access to pour -2z for onlp $29.95 (plus $4.95 shipping and handling).

- Dion't worny about locking up paper 'w-2s from prying epes
- Reprint an Employes -2 at any time:

- Don't worry about trying to find your Federal or State ‘-2 and Reconciliation when the State or
Federal agency calls with a question

- CDs are password protected for you and your emplopees’ security

¥ Yes, includs a CD archive

= Mo, thank you

< Back I et > I Cancel

State Selection Screen

If you selected to process your state copies in the printing and processing screen and you have
more than one state in the employee grid, you will be displayed the state selection screen.

All of the states that you have in your employee grid will be selected by default in the dialog but
you have the option to not processing certain states by un-checking the box beside the state
abbreviation. NOTE: Not all states require W-2s to be processed and sent to them, you will only
see the states that are required in the state selection screen.

‘ ﬂ Select the States you Wish to File L?))

You have elected to file state copies of the -2 forms. If there are any states in which pou do nat want ta file, uncheck those
states now,

W]t - Anizona

[#]!D - Idaho

[wlIL - Hinois

W1k - Kentucky
[Wh5 - Mizsizzippi
OH - Ohia

[w]OR - Oregon
[w]F4 - Pennaylvania
W1 - wWizcongin

Select Al Select Mone

< Back I Neut > I Cancel
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State Form Selection Screen

Some states have more than one reconciliation form and you need to select which one applies to
your company. If one or more states that you are processing have more than one reconciliation

form you will be displayed a state form selection screen for you to select which form applies to
your company.

For example, Arizona has two reconciliation forms. If you are a quarterly payer you must submit
the A1-R report with your W-2s but if you are an annual payer you must submit the A1-APR with
your W-2s or 1099s.

If you are not sure what forms applies to your company please check with your state agency.

\ﬂ Arizona Form Selection Page L)

“r'ou have elected to file State Forms for Arzona. Select the form that best applies to your company.

° AZ A1-R REPORT

"For Quarterly payers ta report state tax withheld, submit with 'w-2s."

= AZ A1-4FR REPORT

“Far snnual pavers to report state tax withheld, submit with -2z "

T Back Y Hents Cancel

W-2 Control Numbers

If you selected to use W-2 control numbers during the company setup wizard a dialog will appear.
On this dialog you can select if you want your control numbers starting with a number and/or the
states with the first three letters of the employees’ last name. You can select to have the control
numbers by the employee's ID number that was displayed in the W-2 employee grid. Or you might
have changed your mind and decided that you no longer want to print control numbers.

Once you have selected one of the three options click the Next button.
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W2,/1099 Preparer [<]

\ﬂ The Control number (Box a) on Form W-2 is optional. You can use Control @)
numbers as a way to identify individual W-2s.

‘what da you want to print for Contral numbers [Box a) ?

" Piint Control numbers starting with: 1 [e.g.. O07)

™| Prefiv with First three letters of emplopee last name (e.g., LUN-021]

iPrint the Emplayee |0 numbers as Contral numbers
[Ehnnse thiz option only if your employess alkeady have 1D numbers I

Do not include -2 Contral Numbers

< Back I Heut > I Cancel

Divider Sheets

Divider sheets are only available if you have selected a processing option that includes printing one
part or all of your W-2s. Divider sheets are extra sheets that print in between your different W-2
forms and provide some extra information on what to do with the forms and helps to keep all of
your forms separated.

The divider sheets do not actually display in the Forms Viewer and will automatically print to your
printer if you select to use divider sheets.

=]
\ﬂ Divider Sheets L?)]

Divider sheets provide importart information about how to file your forms. Would you like to include a divider sheet to
separate reports or forms?

 Yes, include divider sheets when printing

= o, do not incluide divider sheets}

< Back Next > Cancel
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Below is an example of the information that prints on the divider sheet for the Federal W-2 copy:

Filing Instructions for:

2016 Federal W-2 and W-3 Forms

For:

<Company Name>

Form Description:

Copy A of Forms W-2 including W-3

Where to File:

File Copy A of W-2s and W-3 with the Social Security

What to Sign:

Sign the W-3 form before mailing. The W-3 will print after
the Federal W-2’s forms.

Action List

The action list appears right before your forms are displayed in the Forms Viewer. The action list
allows you to confirm all of your processing options to make sure that all the forms that you
selected to eFile or Print will be display correctly.

You should make sure to review this action list for accuracy to make sure all of your states and local
forms appear. The eFile Center will not receive any forms that are not displayed on the action list.

Click the Print button if you want to have a copy of the action list for your records. Once you
confirm that your processing options are correct, click the Next button.

'W2/1099 Preparer 1[

\ﬂ Review Data

Based upon your selections, we need you to review data on

the following forms:

-

Print Federal W-2

Print Federal W-3
Arizona

Print Arizona W-2

Print AZ A1-R REFORT
llinois

Print linois W-2
Kentuchky

Print Kentucky W-2

Print KY 42A806 REPORT
Wisconsin

Frint Wisconsin W-2
Employee

Print Employee W-2

If you would like & copy for your records of the actions that will be taken, click "Print."

Print

[

L)

< Back Nexd > Cancel
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W-2 Forms Viewer

You have completed all the steps in preparing to process your forms. The forms will now be
displayed in the Forms Viewer. The processing step is indicated at the top of the viewer as
displayed below. You can print your Final copies from the viewer by clicking Print Final. You
proceed to the next form by clicking Next Step.

f;m’;w-z State - State/Federal eFiling and Reporting

File Edit Wiew Tools HEm ly

| Report 1 of 10: Colorado W-2
— >

> @ )
< > Iol Click Print Final, then click Next Step.
1 page 4

= ‘ N

Frint Dz Print Final Frew Step Mest Step

3 EmpijeRs 5aN T Wages tos. Ger Gompeasiin |2 Feteral IGome = el 3 Emone=s Seh TWages. 1os, Over Gompeveaon | 2 Feneral Foome i WEhen
545-32-1954 582_80 26.38
ONE o 1565005 T S00ial SeCUTR Wages 45001 STty = wEhed ONE o 15450008 T 500! SeouThy Wages T 500iE] securhy i WEhE
582_80 36.13

b Exvpioyer e raT |3 VR Wegs A hE € eaiare mowed T Empiojer G iGan DR | § Mediare Wages = 10s Ehedkare mwEned
95-1234587 582_80 545 §5-1234587
cEr?lfnyer'a rame, 30dress, and ZF code G Employer's name, addness, and 2P Gooe
Affordable Care AcCt Company Affordable Care Act Company
6561 Irvine Center Drive 6561 Irvine Center Driwve
Irvine ca 92613 Irvine Cn 52618
S Empies's st name 3 Al rljaﬁlar%mé Su. & EmplyeRs st name = IRl L=t rame E3
08 SCARLET
APT 302
MILWAUKEE wI 53151
T s a0dress 2nd Zip code 1 Employee's address 3nd Zho cooe
| Cortrol rremioer Social securhy s % Alloczted tios ‘d Control rrmioer 7 Social secury tios  Alloozied 1S
] 0 Cepenaet care bereis ST ] 10 Cepencert care beeis TR
122 14 0mer iz 14 Cmer
other Leoca 5.83 | |
i i3
i fF
12d 12d
LI Irement I L Irement

s [ e ] meEr [ s [ g ] e [
15 St 18 Sizte s et [17 5= 15 St Emploperasisie D rumber 185t wages, fos.ce |17 Stz boome
S EeeprE et e 4% o "% 5o i s .

| |
|W|.cga| WagEs, Eps. g [19 Losal iceeme 1 Posmep. L L 18 Local wages, tps, stc. | 19 Local Ioame = |§|.cga|q rame

Fom w_z VogemdTmiimemert I R Y oy 1 - ror o e o T ey Fom w_z VegrerdTmSimemert PO TR U  comy 1 - ror Samn Sy o Lo b St

Aty Rey. 92914

If the selected form requires special paper stock, you will be prompted to load your printer when
clicking the Print Final button. For example, if you have selected to print your own W-2s you will be
prompted to load your 4 part perforated W-2 forms into your printer. Once all steps have been
completed, the eFile Login will appear. For more information on the eFile process, see How to eFile
Accounts Payable and Payroll forms section of this document.
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(VR W-2 Employee - State/Federal eFiling and Reporting

I Report 5 of 11: Employee W-2
1
1 b :h
<[ > @ Click Print Final, then click Next Step. L
& pages Frev Draft Prink Final Prew Step Mt Step
—
y [l Wages. Bpe. oher I Federsl Income o wilFeisl 1 Wagee. Tips. offer :.
485=11-23489 325_60 459=11=-2349 32
OB Moo 15450008 1 Social seourky 4 Sookal b withheld FOLAR Pn. SE45-0008 3 Sockal mecuriy 4 Social wecuriy o wEvein
25 60 20.15 s 6o 20.1%9
L] St |5 LASSCEE wiphE 50 TR ARG aN G wETeG Inwmw imqm? & Miacdicare G witreid
95-1234567 325.60 4.72| |95-1234567 32560 4.72
& Empioyers rame. aoores. ano 29 coos = Empoosrs rame. oongss. and 2P cooe
Affordable Care ACt Company affordable care Act Company
6561 Irvine Canctar Driva 636l Irvine Cencaer Drive
cevine T
B Al
-énm;ﬂmwm ™ | e
ahif Eireomn Wrwthﬂrputwhmw-zm you purchased e [
a E t
CRANGE
|| ETpnyeE s SO0RS Bnd T o008 CA 92626
Cormel uTner T3
° oK | Cancel |
s o I Twagan [ ]
- ) 18 Omer ] |-rmmm |11mm
1 e
; 1= LT,
i
) ;
| = Eﬁ?_ ET Wage. e, @ | 1] G noome e |
Ch| _123-4456-6 |  325.60
| |
Em e [ THLoeal oo E] PR 8 Local T Losal PCOE e
23,60 2.93|ca-sbz R " 93| JACEHT

= W2 o e POR

B e

Copy B Te B il wilh Ermployee's FEDERAL T Babcn,

W-2 === 204

Ta e T
Sy § - T B P W Semees Dals, Sly o Lot moas T A

For more details, see What forms do | use to print W2, section of this guide.
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@How to import data into W2 preparer grid: (KB ID 53636)

You can import into any column in W2 grid that does not have a mini grid (i.e. State Wages

1. In W2/1099 Preparer grid, right click and select Insert
2. When prompted to name the column leave all fields blank and click Ok
3. Click on the dropdown arrow next to the <unassigned> column you just inserted and select
Import CSV file to this column
4. Select your CSV file to import
e The .CSV file must include the employees social security number (include the
dashes, i.e. 555-55-5555) and only the amount to be imported into that specific
column
e Only employees that have amounts to be imported into the column need to be
included in your CSV file
5. Click Yes, to the prompt, “the number of cells to be imported into the Preparer does not
match the number of existing cells. Would you like to continue?”
6. Click OK, if the prompt, "X of the entries in import file were not posted because the correct
SSN could not be found in the grid" displays and you have confirmed this is correct.
7. Click drop down arrow next to <unassigned> column and select applicable Box #
8. Inthe W2 grid, right click in the blank field under the Box # and select Rename
9. Type the Description you would like to print on the W-2
Note: only the first 10 characters will print
10. Click OK
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Populating the Employee E-mail Address in the Electronic Delivery Column

Note: Employees email address are not required, you may manually enter or import the
employees’ email address into the W2/1099 Preparer grid or print them out an access letter on
how they can access their W2s online.

To set up the employee's e-mail address to automatically populate into W2/1099 preparer grid
you will need to do the following:

In Paperless Office module:

1. From Paperless Office Setup menu select Options. Check the Forms checkbox.
2. From Paperless Office Setup menu select Form Maintenance. Complete the following:

a. Company Code

b. Module Code (P/R)

c. Document (Direct Deposit Stub)

d. PDF Directory

e. Override Password/Confirm Password

In Payroll module:

1. From Payroll Setup menu select Payroll Options. On the Direct Deposit tab select
Require Direct Deposit checkbox.

2. From the Payroll Main menu select Employee Maintenance. Select applicable employee
no from lookup, select the Direct Deposit checkbox and then click the Direct Deposit
button.
On the Direct Deposits window click the Paperless button.
4. On the Paperless Office Delivery Options window, complete the following:

a. PDF Document Password

b. E-mail Address (for employee).
Note: After setting up the e-mail address for an employee, if that employee is not usually
paid by Direct Deposit you may deselect the Direct Deposit checkbox on the Main tab in
Employee Maintenance. The e-mail address entered will be retained. You will need to
perform the Payroll steps 2 through 4 for each employee you want to set up with an
E-mail address.

w

8. For more detailed information on processing Electronic W2s and Federal Guidelines, please
see eFiling Help files or KB ID 26182 — How to email W2s

To access eFiling help:
1. From within the W2/1099 Preparer grid, click Help, Preparer Help
2. Click Search tab, and search for Electronic W-2s (eW-2)
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W2 & 1095 Electronic Consent (kB ID 26182)

IMPORTANT NOTE: Per Federal guidelines, if an employee chooses to receive an Electronic W2 or
Electronic 1095, you must have them sign a consent form. You can receive an employee's consent
on paper or electronically. Aatrix provides you with forms "Electronic W-2 Consent” and “Electronic
1095 Consent” forms that are available in the Report Selection Window. These forms contains
specific information that the IRS requires you to provide your employees.

To acknowledge and keep track that you received a signed W2 Electronic Consent &/or 1095
Electronic Consent Form from your employee and they chose to only receive their W2 &/or 1095
electronically, do the following:

Selecting this option will determine whether the employee receives an electronic or paper W-2
&/or 1095 form.

Open Payroll, Main, Employee Maintenance

Select applicable Employee No from lookup

Click Wages tab, click Tax Status button

Select the W2 Electronic Consent Signed &/or the 1095 Electronic Consent Signed box

Click Ok, then click Accept

o Note: Selecting either of these options will also select the Electronic Only field in the

W2/1099 &/or 1095 Preparer windows, when processing W2s &/or 1095s using
Federal eFiling and Reporting.

vkhwne
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Online W2 Wizard

The Online W-2 Wizard is a tool that allows you to email employee’s access to their online W-2s,
edit/update employee email addresses, and print or email existing online W-2 passwords.

After the W-2 forms are eFiled, the Online W-2 Wizard will appear. On the introduction screen,
there are 3 options:

1. Email Employee Access Letters
2. Print Employee Access Letters
3. Return Later

(i Online W-2 Wizard

e Welcome to the Online W-2 Wizard L2

The eFile Center includesz free online ‘W2z when pou eFile the complete package.

‘wiould you like to email your employees access instructions to their onling W-2 now?

& ‘es, take me to the emploves email selection screen
| prefer ta print my emplovee access instructions

€ Mo, | do rat want b give my employess accezs or wil retum later to send the emailz

*Hote: Providing access letters to your employees iz only required if pour
ploy lected to ive ew-2s only; otherwise, the service is optional.

The employee/recipient email selection screen lists all of the employees/recipients that were
submitted. If there are any employees/recipients who have opted-in to receive online W-2s/1099s
only, they will be highlighted in yellow. In this dialog, simply select the employees/recipients to
email their access letters, and make sure they have a valid email address. Change or add an email
address directly in this screen
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G;ﬁl]nline W-2 Wizard

_e Employee Email Selection (2))

Below iz a list of pour emplopees that will be receiving 'w-2s.

- The employees highlighted in vellow have opted ta receive an onling %-2 only. An email address iz required.

- Employees who have not opted to receive an onling ‘w2 only that have the Select checkbox checked and hawve an
ernail addrezs listed will be sent an email with free access ta their onling \W-2 in addition ta their paper -2 in the mail

| Selectl First Mame | Last Hame | S5M | Email Address |A
] P& Test 545-71-2456

FICA Thompzon F45-17-6985  ginathompzon@zage. com

] FICA TEST 545-16-9485

] FEDERAL TEST 542559574

O MEDICARE TEST 546-85-9623

a STATE TEST 545-28-6953

JERRY THOMAS 586 ]

mf  [ALLEN  LJENKINS BE I |
] ARTHUR SHAW 312-33-9854

O MICHAEL THOMPSON 123-99-8546

] HARYEY ALLEMDAR 233-95-5463

] SUSAN AVILLA 393-85-4632 LI

You muszt select at least one employee to perform an action. v
The Select and Email Address columns can be edited. v Select all #w2 employees

The next screen asks for an email address. Online W-2 access letters are sent directly from the
email address entered to avoid employee's/recipient's not recognizing an outside address, or have
it blocked by spam filters. Enter the email address, then click Next.

The Online W-2/1099 Wizard then attempts to identify the email settings. If using a web-based
email, a screen will ask for the password. If using an email application, like Outlook, and the Online
W-2 Wizard cannot find it, a screen will ask for the server settings.

Gi Online W-2 Wizard

e Enter Contact Email Address &y

Thiz email addrezs appears in the employes online 'W-2 access letters as the sender.

Email address |ainathampsoni@sage. con

This information will be used to identify the name and location of yaur email server which will Be used to deliver employee
access letters.
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Next, the Online W-2 Wizard will attempt to send a test email to the address entered. A dialog will
ask if the test email was received.

If the test email was not received, remember that it may take several minutes to receive the email.

If certain that the email will not be delivered, click No and a dialog will ask for the email server
information again.

After indicating that you received the test email, a screen will ask to enter the contact name. This
name is used on the access letters for the employees/recipients to contact with issues or questions.
Then click Next.

e Enter Contact Name Q,I

The Intemal Revenue Service (IRS) equires that a company contact name appear on the employes online W-2 access
letters that you are sending to your employees.

Cortact Name Gina Thompson

[ [:}Uae this contact name for 2 companies
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The next screen will verify that the emails are ready to be sent and the email address they will be

sent from. If ready for the emails to be sent, make sure the Send Emails from this address radio
button is selected, then click Next.

Gﬁ Online W-2 Wizard

e Emails Ready to Send L7

'our emploves online 'W-2 access letters are now ready to be zent.
They will be zent from the following address:

gina thompson@sage.com

% Send Emails from this address

Must type a password to

Email Pazzword I .
contmue

 Send emails from a different email address

[~ Check here to copy [CC] the contact email address in all W-2 access letters sent.

Click the Send Now button. The Online W-2/1099 Wizard will then send the emails to the
employees/recipients. The progress will be displayed on screen. Once the emails have been sent, a
confirmation under the Progress text will say Complete. Click Next to continue.

Then choose if you are finished with Online W-2s/1099s, or select to print access letters.
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(i Online W-2 Wizard

e Email Send Status ‘2!,'

In order to avaoid emails being blocked by zpam filkers, the Onling \w'-2 ‘Wizard will add in delays if it encounter eraors while
zending emailz. The delaps will be listed i the progress windaow if required.

To ensure all emails are sent, do not close down the Online 'W-2 wizard, & complete indicator will appear after all the emails
are zent and the next button will become enabled.

Progress. ..

Send Now |

Once finished, the final screen will remind you that you can always return later to the Online W-2
Wizard to obtain passwords or email/print access letters by opening the W-2 forms in the
accounting software and selecting eW-2 Password Lookup on the W-2 History Options screen.

S For more detailed information on the Online W-2 Wizard, see eFiling Help files

To access eFiling help:
1. From within the W2/1099 Preparer grid, click Help, Preparer Help
2. On the Contents tab, expand Online W-2/1099 Wizard
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***Missing™** displays on Reports and Forms

This issue should no longer exist after installing the following versions/product updates, if the
employee who is set as terminated but has records in PR_40 file they are not removed from PR1
file:

e 2016 or higher
e 2015 PU3 or higher
e 2014 PU7

Terminated Employees display ***MISSING*** as employee first and last name. During Payroll
Year End Processing, any employees set to a Terminated status in Employee Maintenance are
purged. The terminated employee's constant information displays as ***MISSING*** on eFiling
and reporting forms and reports.

"A ABC Distribution and Service Corp. - W2 /1099 Preparer - |E||i|
File Edit Wew Help
Verify Employee Hames :.I\. Sort by I Last Nam
———
Frewv SteplMest Step
N LastMame  |First Mame  |Middle Mame |Mame Suffix |Address Li... |Address Li... |City State Zip Code Fed..
1 000-00-0000 ;*** MISSING ** 2% MISSING (4 1031
2 000-00-0000 :**=* MISSING *=*** MISSING = 7305
3 865-31-2399 | JEMKINS ALLEN 2HE5W15T MILWYALIKEE 53151 g3
4 312-39-3854 (SHaW ARTHUR MILWYALIKEE 53151 E347
&l 986-53-1239 THOMAS JERRY A 4121 W, 35th : Apartment 20 MILWWALKEE W) 53151 1022
B 123-99-8546 THOMPSON  MICHAEL MILVALIKEE 53151 g7e6
Tatalz 5311
Kl | ol | K
Existing DB opened TLIM v

To display the employee’s constant information, perform one of the following:
= Manually enter the employees data in the W2/1099 Preparer
= Reenter the employee in Employee Maintenance using the same employee number

= Restore from backup prior to closing the year and set the employee to Inactive

eFiling and Reporting Amounts are Incorrect
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If the conversion upgrade from versions 4.20 & lower upgrading to versions 4.30 & higher was
performed after the first payroll in the current quarter was processed, some values might be
placed in the wrong boxes on some forms. The amounts will need to be edited manually in the
eFiling & Reporting forms viewer.

The following quarter's information should be correct since payroll for the entire quarter has been
processed in versions 4.40 or higher.

If any amounts are incorrect you can manually change amounts in any blue or red field directly in
the Form Viewer.

Please click link for more details, on editing employee eFiling Check History

Employee Totals Verification (KB ID 26175)

Available on the Payroll > Period End menu, this report lists employees with discrepancies, and
employee totals that differ from check totals. Review this report before printing W-2 forms to
verify the correct information is reported.

e Check Total column = Tax Summary in Employee Maintenance (PR3xxx.soa file)
(xxx=Company Code)
e Employee Total column = eFiling record (PR_40xxx.soa file)

ABC Distribution and 5

EMPLOYEE TOTALS “ERIFICATION

EMPLOYEE CHECE TOTAL EMPLOYEE TOTAL
11-0000100 THOMAS, JEREY &

FTTD FEDERAL WAGES AND TIPS SUBJECT TO FEDERAL WITHHOLDING 7,000.00 2,650.87
FTTD FEDERAL WAGES AND TIFP: SUBJECT TO EMPLOYEE FICA/SDLLDI 7,000.00 2,650.87
F¥TTD FEDERAL EARNED INCOME CEEDIT 500 3.05
¥TTD FEDERAL EMPLOYEE FEDERAL WITHHOLDING TAX 1,000.00 1,018 .40
TTD FEDERAL EMPLOYEE FICA TAX S00.00 423 58
FTTD FEDERAL WAGES SUBJECT TO EMFLOYEE MEDICARE 20,000.00 2,650.87
F¥TTD FEDERAL EMPLOYEE MEDICARE TAX 7500 125.44
FTTD STATE: C4 GROSS WAGES 1,000.00 an
FTTD ETATE: C4 WAGES AND TIPS SUBJECT TO FEDERAL WITHHOLDING 1,000.00 an
FTTD STATE: C4 EMFLOYEE FEDERAL WITHHOLDING TAX 100.00 ula)

For more information on using this report, please see How to use the Employee Totals Verification
Report (KB ID=26175)

50 of 93



eFiling and Reporting for Sagel100

Payroll files for eFiling and Reporting

The files that store payroll information used for eFiling and Reporting.
= PR_40 - PR Federal/State eFiling and Reporting

— Holds check history for eFiling & Reporting per settings in Payroll Options Years to Retain
eFiling Check History

— During conversion to Version 4.30 or above, quarter to date and year to date information is
copied from PR3 (Employee Tax Summary) to PR_40 to start the data history

=  PR_41 - Federal W-2 eFiling Summary

- Allows printing of W-2s after Year End Closing for eFiling and Reporting.

PR_41 gets populated the following 2 ways:

1. During the year if you are in eFiling and Reporting select the W2s and click Proceed
2. During Year End processing (update from year end processing will overwrite the file if you
have done step #1)
PR_41 is populated with data from PR1 file (data entered in the following fields in Employee
Maintenance> Tax Summary; Allocated Tips, Fringe Benefits, Nonqualified and Dependent Care)
and from the PR4 file up to 16 deductions that have Box 12 codes defined as well as up to 2 Misc
types of earnings and 2 standard deductions that would populate Box 14.

— IMPORTANT NOTES:

» Terminated employees are no longer removed from PR1 file during year-end
processing if the employee has records in PR_40 file

> All applicable Box 12 codes must be entered in Deduction Code Maintenance prior
to processing year end.
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Editing eFiling Check History Data (k8 ID 26902)

If you must edit employee(s) eFiling Check History, please follow steps below:

@Important Warning: Make a backup or copy company before using this utility to edit the
PR_40 file. We recommend you contact Sage Support or your Business Partner for assistance using

this utility.
1. Click File, Run and type syzcon and click Ok
2. Type:run "PRWSNA" and press ENTER
3. Read the warning prompt and click Ok
4. Select the Employee No from lookup and manually enter the applicable check date that

needs to be corrected. There is not a look up field for check date; you must know exact
check date. This will help in preventing user from inadvertently selecting the wrong record.
TIP! You can find the check dates in Employee Maintenance, on the Checks tab.

Double click the applicable record to be modified or highlight and click Edit Entry button.

s Modify P/R eFiling and Reporting Records

Emplopee No (110000100 |G [JERRY A, THOMAS |
Check Date | 07/04/2015

| | 510 | Aca | 1141372015

TIP! Initially records list Federal records first then in State alpha order. If the employee has
multiple checks listed for same check date; click the Seq column to sort by Sequence
number, because each check usually has more than one record for each check (Federal & at
least one State). This is helpful to ensure you have changed all the applicable records
associated with that same check.
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= Maodify P/R eFiling and Reporting Records

Employee No | 11-0000100 | @ |JERRY A, T@mas |
Check Date | 05/31/2010
State | | ocal / | Hoursl Erozs Earninusl O
FECERAL 00 206100 5.384.85 .
Ca 0 .00 0.00 o
ol 206,00 £,384.85
FEDERAL 02 40,00 554.00
ol 0z 4000 554,00
FEDERAL 03 40,00 554.00
Wl 03 4000 554,00

____ =

| | 500 | DRD | 12/16/2013

6. Make necessary changes and click Accept
NOTE: depending on what information is being changed, multiple records (Federal, State
or Local) may need to be changed per check.

= Moddify P/R eFiling and Reporting Reconds
Emgipes No 110000100 [JERRY & THOMAS
CheckDale  [05/01/2010 | StaleCode FED | LocalCode | |
SequenceNo (00|
Employes Company-
Hors Worked 2050 FICA Wages Pre Limk 635715
Diaye Wotked 55 FICA \Wages Post Limit £.357.15
Weeks Werksd 1 Medicae Wages and Tigs 635115
Gioes Eamings £,384 85 FUTA/SUIOL Wages and Tips Pra Limk 6.357.15]
FSL Withholding Wages £.357.15] FUTA/SUIOL Wages and Tips Past Limk 4.706.23|
FICA/SDI/LD Wages PreLim £.367.15) FICA/Empl 5D Tips Pre Limi L [
FICA/SOIALDI Wages Fost Limk | 635715 FICAEmpl SOI Tips Post Limit 0w
Medicars \Wagas and Tips £.357.15| FICA T 50
Medears Addhionsl \Wages 0,00 Medicae Ta 248
SUDL Wages and TipsPre Link | .00 FUTA/SUI/OL Tak 365
SUIDL Wages and Tips PostLimt | .00 FICA Tips Tay 0m)
FSL Withhakdng Tios | o.00f
FICA/SLIIZDL Tips Pre Limil [ ol
FICA/SUIOL Tips Past Limit | 0.00]
Diher Dechuctions | 1.067.70
Mt Check Amount 2,458.94|
FSL Withholding Tae 7133|
FICA/SDIZLD Tax [ g
Medicare Tax [ =g
Medizere Adliional T | 0.00f
SUIDL Tax ' 0.0
FICA Tipe Tase | 0.00|
Eirvedd Ineoes Cred (EIC) _ 0.00
focapt

53 of 93



eFiling and Reporting for Sagel100

How to Generate the ACA 1095/1094 forms

The following steps presume you have completed the ACA setup steps outlined in knowledgebase
article, How to Setup Affordable Care Act (ACA) in Sage 100

@You must have a supported version & product update installed and also install the Aatrix year
end automatic update released on December 20, 2015 in order to have the 1095/1094 forms
available.

Note: A 1095 form will be generated for all employees who have information entered in the ACA
Employee Maintenance > Monthly Detail and/or Covered Individuals screens

1. Open Payroll, Period End, Federal eFiling & Reporting
2. Select 2016 1095/1094-C or 2016 1095/1094-B
e Note: The 1094/1095 "B" forms will only be available in Sage 100 versions 2014 and
higher.
3. Click Accept

@ For details on which forms to use when printing the 1095/1094 forms, see ACA 1095 forms
section in this guide.

ACA Setup wizard

The ACA Test Drive feature allows you to take a “test drive” of the ACA process without actually
saving any data. This will allow you to become more familiar with the process before actually filing.
You will only be displayed this dialog if you have not processed any ACA filings for the current filing
year.

If you select to run the 1095/1094 Wizard in test drive, you will not be able to save any of the
information as a draft or a history to be used again.
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BT =

7| ACA Setup Wizard )

We noticed that you have not processed any 1095s far the cument filing year.

Before you begin filing your 1095z, would you like to do any of the following?

) lwant to test drive the 1095/1094 Wizard with onby the first 25 of my employees.
) lwant to test drive the 1095/1094 Wizard with all of my employees.

@ Mo thanks, start processing my 1095/10594s.

NOTE: The 1095/1084 Wizard test drive allows you to see how the process works but does NOT save any of your information.

\ﬂ Company Setup Wizard )

Get Started Printing or eFiling Your Federal & State Forms
Please verify this company's Federal Employer Identification Number (FEIN). This number is used on ALL

payroll forms and MUST be correct. If this number is NOT correct, you MUST return to your
accounting/payroll software to make the correction.

Company FEIN

[1][o] - [2][3][s][6][1][9]]9]

55 of 93



eFiling and Reporting for Sagel100

Applicable information is automatically populated from ACA Employer Maintenance. NOTE: You
will need to manually fill in the Contact first and last name as well as the Contact phone number as
these are required fields.

/| Company Information "
Company name: irﬁ,!lctd.aue Care Act Company Trade name:
Country: lL.IEA (United States) i
Address ine 1: :EE-E.‘] Irvire Carder Dive
Address ine 2-
City: livire State: CA ZIPcode: 92518
Phone: |1800) 854-3415 = Fax:
Contact first name:  |Gina Middle name
Contact last name:  |Thormpson Mame suffie:
Contact phone: [IB00) 854-3415 Bxd: Title: Controller

\ﬂ Tax Preparer Type )

Which type of filer are you?
() | am filing for my company/employer.
(@) | am a third-party, paid Tax Preparer, filing for one or multiple companies/ElNs.

if you have 10 or more companies, you may sign up forthe Batch eFiling Service fees apply).
Wisit http://aatrix.com.batchefiling to leam mare.
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If you have selected in ACA Employer Maintenance that you are a Designated Government Entity
(DGE) the option will automatically be selected, but can be changed here.

\ﬂ Designated Government Entity L2)

Which type of filer are you?

() | am filing for my compary/employer.

@) | am a Designated Govemmert Ertity (DGE) filing on behalf of an employer.

If applicable, this information will be automatically populated from ACA Employer Maintenance,
but can be changed here.

|| Designated Government Entity (DGE) Information L))

DGE name: [bGET] | EIN: 12.2222222
Trade name: DGE Trade Name
Country: I—GS_}!: (Linited States) i
Address ine 1: [6561 Invine Canter Drive
Address ine 2-
City: levire State: A ZIPcode: 92818

Contact first name:  Gina Middle name: M

Contact last name: | Thompson Mame suffbc:

Contact phone: |[E00) 854-3415 Bxt:

Choose if you would like to truncate the Employee’s social security number on the employee copy
of the 1095 form. Note: all social security numbers will display on screen. Truncation is applied on

printed copies only.
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L2

Q Employee & Covered Individual Social Security Numbers

Would you like to truncate employee Social Secunty Numbers (S5Ns) on employee copies?
If & truncation option is selected , the S5N will only display the last 4 digits on the printed employee copies.

@ No truncation. Bxample: 123-45-6789
) Truncate with asterisks. Example: ==-=-£789
) Truncate with Xs. Bxample: XXX-XX-6783

All employee covered individual SSNs will be truncated. Select truncation preference below:

@ Truncate with asterisks. Example: ==-=-6789

Truncate with Xs. Bxample: X30-XX-6783

All S5Ns will display on screen. Truncation is applied on printed copies only.

See Multiple Payroll Data Files section in this guide for more details.

L2

M Multiple ACA Data Files

Please Read Carefully
Answering incorrectly may require you to restart the fiing process.
Do you use multiple ACA data files for the same federal EIN ?

You may be using multiple ACA data files in your accounting software to handle:

« multiple companies

« multiple departments
« multiple divisions

« multiple sites

all under the same federal EIN,

() Yes, | use multiple ACA data files for this EIN.

@ Mo, | use a single ACA data fils for this EIN.

MNOTE: Cther Aggregated ALE Group Member Information will be reviewed in the Preparer.

Status - Importing Database

Importing Database
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1095/1094 “C” forms Preparer wizard

Step 1 of 5: Employer Information
Information populated automatically from ACA Employer Maintenance and ACA ALE Report

i 95-1234567 Affordable Care Act Company - 1095/1094-C Preparer

Hle Edit Help
: oy
Step 1 of 5:Employer Information o,.,o,..o,..o,.,o = - [ o show less
Instructions: Verify Employer Information PREVIOUS  NBXT SAVE . Tips
.
Click Edit, Update Company
. - | Information to review and/or
ALE Member Information ALE Member Information - Monthly | et company information,
PART Il OF 1094-C, LINE 22 including Designated
Government Entity (DGE) and
Does this employer provide self-insured coverage? YES [ NO ini Full-Time Total Aggregated  Section masking/truncation options.
; Essential Employee Empl ALE Group 4980H i
Do any employees have foreign addresses? YES + NO Coverage  Count Count Member  Transition |
Enter the total number of Forms 1095-C submitted with this 103 Offer? Relief More Information » - B
transmittal. 1
PARTI OF 1094-C. LINE 18 All Year
Is this the Authoritative Transmittal for this EIN / ALE Member? YES [JNO
PARTI OF 1094-C. LINE 19 January O 82 85
Are all employees included for this EIN / ALE Member? YES [NO February O 0 85
Enter the total number of Forms 1095-C filed by and/or on 103 March 0 84 85
behalf of EIN / ALE Member.
PART IL OF 1094-C, LINE 20 Apﬂl D 79 86
Is this employer a member of an Aggregated ALE Group? YES + NO
PART I[ OF 1094-C. LINE 21 May (] 78 86
June O 80 85
PART I OF 1094-C July O 8 85 If there are errors on your
o o August oo 83 fopme, they will be shown
Certifications of Eligibility (check att that appiy) red.
PART I OF 1094-C. LINE 22 September (] 78 83
October O 78 78
«  Qualifying Offer Method
N b 78 78
Qualifying Offer Method Transition Relief ovember o
Section 4980H Transition Relief DEEzED t 8 8
98% Offer Method

@TIPS!

Any changes made while in the 1094/1095 preparers will not be saved back in your data
in Sage 100

e Additional help is available when you hovering headers, errors and other new ACA
terms.

e Click Edit > Update Company Setup to review and/or edit company information,
including DGE and masking/truncation options.

Status - Loading Employee List

Loading Employee List...
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Step 2 of 5: Employee Contact Information
Information populated automatically from ACA Employee Maintenance window

ik 95-1234567 Affordable Care Act Company - 1095/1094-C Preparer

Fil= Edit Help
Step2 of 5:Employee C Infi i - & C
tep 2 of 5: Employee Contact Information o_,_o...o._,o..,e |
Tnstructions: Verify Employee Information PREVIOUS L. NBCT...  SAVE HELP
EMPLOYEE INFORMATION PLAN START ALL YEAR JANUARY -
\SSN Last Name First Name Middle Name Suffix  Addre  Month Coverage Offer Employee Share Safe Harbor = Coverage Offer Employee Share
1 |556-53-1238  THOMAS JERRY A 4121 0.00
2 |B65-31-2389  JENKINS ALLEN 231553
3 |653-12-3358  PHILLIPS AVERY 735H 75.00
4 |312-39-9834  SHAW ARTHUR T6EL 7500 2C
5 1173998546 THOMPSON MICHAFI 78958 T
“ 1 ARE! i »
THOMAS, JERRY A.
[ cmmoretany | - et covesmamants =
SORT FIELD
SSM: 556-53-1239  Employee D:  11-0000100 GroupID:  THOMAS Employer-Sponsored Self-Insured  Covered Individuals: 1
Last Name: THOMAS First Name: JERRY Middle Name: A Suffix:
Address 1: 4121 W. 35TH STREET Address 2: APT 201
City: MILWAUKEE State: |wI vl ZIP Code: 53151
Email Address:  ccruz000@netzero.com [« Electronic Only Plan Start Month: -I
ALLYEAR  JANUARY FEBRUARY  MARCH APRIL MAY JUNE JuLy AUGUST SEPTEMBER OCTOBER NOVEMBER DECEMEER
Offer of Coverage - - - - - - “ “ - - - - -
Employee Share of Lowest Cost
Wonthly Premium, for Self-Cnly 0.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00
Minimum Value Coverage
S T IR « 2a v 2 v 2 v T~ v o, v 2, v X v X v A v 2, v oL~
al r

NOTES:
e ”Plan Start Month” field is optional for tax year 2016

e “GROUP ID” is the “SORT FIELD” in Employee Maintenance. To sort in the top left grid right
click on GROUP ID and select Sort rows by “GROUP ID”. Note sorting can be done the same

way for any column.

¥R 95-1234567 Affordable Care Act Company - 1095/1094-C Preparer

Fle Edit Help
- il
|Step2 of 5:Employee Contact Informatlon| 0 ees o ces o eee o cen o - <% [ o
Instructions: Verify Employee Information PREVIOUS NEXT SAVE HELP
EMPLOYEE INFORMATION PLAN START =
I Zip Employer-Sponsored Self-Insured Covered Individuals Electronic Only  Email Address Group 1D Employee ID Month Coverage Offel I
1 53151 O 0 O
2 53151 O 0 O
3 53151 O 0 O
4 53151 O 0 O
5 53151 M n | [[THOMPSON | 11-000mM 40 -
4 u piai »
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e You can import Employee information into ACA Preparer grid, for more details see
Import CSV File section of this guide

Step 3 of 5: Employee Covered Individuals
Information populated automatically from ACA Employee Maintenance > Covered Individuals
window

Step 3 of 5:Employee Covered Individuals o 000 o oee o cee o cee o - < o
NEXT SAVE HELP

Instructions: Verify Covered Individuals Information PREVIOUS

EMPLOYEE INFORMATION PLAN START ALLYEAR
State Zip Employer-Sponsored Self-Insured | Covered Individuals | Electronic Only Month Coverage Offer  Employee Share  Safe Harbor | Coverage Offer
1 w1 53151 1 =
2 Wl 53151 O 0 O
3 Wl 53151 | 3 [l 75.00
4 Wl 53151 3 O 7500 2C
5 w1 53151 (] 0 O
3 Wl 53151 2 ] 75.00
7 w1 53151 (] 0 O
8 w1 53151 (] 0 O
9 Wl 53151 O 0 O
10 w1 53151 (] 0 ] -
« " RK il »

N DOB First Name Middie Name  Last Name Suffix Al Jan  Feb Mar Apr May Jun Jul | Aug Sep Ot  Nov  De
1 653-12-3398 AVERY PHILLIPS O O0000o0n0oocaaoonododcd
2 545-47-9586 GINA PHILLIPS O O00O00oooOoooobdoer
3 10/05/2015  BRANDON PHILLIPS Oo0oQoogooooao [

Step 4 of 5: Employee Electronic Delivery
Information populated automatically from Employee Maintenance > Tax Status 1095 Electronic
Consent

Step 4 of 5: Employee Electronic Delivery o e o e o .o o e o
Instructions: Verify Employee Electronic Delivery Information

EMPLOYEE INFORMATION
l]ras 2 City State Zip Employer-Sponsored Self-Insured Covered Individuals Email Address Group ID
1 KNIGHTDALE NC 27545 0
2 HUNTINGTOM BEACH €A 92647 O 0 [l DRIVER
3 LONG BEACH cA 90807 [ 0 [ DRIVER
4 HUNTINGTOM BEACH ~ CA 92647 O 0 [l DRIVER
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Step 5 of 5: Employee Coverage
Information populated automatically from ACA Employee Maintenance > Monthly Detail

m:x&wﬂﬁiﬂemge ‘ 0"'0‘”0'”0”'0 :; ‘: : E

EMPLCHIE INFORMATION PLAN START L YLAR NN ([

frexs ity State Zo Emplaper-Soonionnd Sildmeed  Cowrrrd Indviduahs  Bee| | Menih Coverage Offer | Ergiogee Share | Sabe Hubor | Cowerage O Employer Share Sele Hirbor  Cowerage Offey | Emplopee Thave  Salk Hater | Coverage:
L KHIGHTOALE 5, 5 = o =
HUNTINGTON BLACH €& ] ] t1
3 LOMG BEACH c oxor ] 1
s HUSTINGION BACH  CA w6aT ] "
5 HUNTHGTON BEACH €A 2267 ] n
[ MONTCLAR, €A 51763 ] 1)
7 HUNTINGTON BEACH €A 2647 o s
& to HUNTIGTON BEACH ¢a 2647 ] 1
8l SANTA AA €A wany ] E1
0 DAY ETY £ s ] 1
u RANTA A @ T8 ] 1
12 LONG BEATH h o813 ] 1)
£} FIVERSDE €A 52509 ] 1)
11 POMONA A aLTET %] i n
HUNTIGTON BEACH  ¢a 52647 ] e

If you made any additions or deletions to the employee list, you will receive this prompt asking if

you wish to modify you Full-Time or Total Employee Counts.

Employee List Has Changed

Employees have been removed (74) since the ALE Member
Information section was reviewed in Step 1.

This may affect either the Full-Time Employee Count or the Total
Employee Count.

Review the information below for accuracy.

Month Full-Time Employee Count Total Employee Count
January 82 85
February 85 8
March 84 8!
April 7 8
May 78 86
June 80 8!
July 78 8
August 79 8
September 78 83
October 78 78
November 78 7
December 78 7.
Total number of Forms 1095-C submitted with this transmittal. lzs—
Total number of Forms 1095-C filed by and/or on behalf of ALE Member. 103

To edit the Full-Time or Total Employee Count, click "Take Me To Step 17,
Select "Continue” if the employee counts are accurate.

Take Me To Step 1 Continue

If you also choose to use Aatrix W2 “Complete” eFile service, you can save 50% on your ACA
Reporting costs, for more details visit www.aatrix.com/info/aca or call Aatrix at 800-426-0854
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I3

CA Preparer

1095/1094-C: Printing and eFiling Options

eFile Services allow you to pick Filing Dates, FREE Corrections before Filing Dates. More info

€ COMPLETE eFiling Service #Employees  Price/Emp  Subtotal

The eFile Center wilk:
= Print and Mail Employee Copies 16 $1.95 $0.00
= g1095-C Only Employee Copies (What's This?) 1 $0.99 $0.00
» File your Federal 1095-Cs and to the IRS = included FREE
» e1095-Cs Available for all employees = included FREE
TOTAL COST $0.00
& Other Options #Employees  Price/Emp  Subtotal
[+ Print My Employee 1095-C - - -
r ly 1095/1094-C 17 $0.49 $0.00
[ Print Federal Copy 1095/1094-C - - -
TOTAL COST $0.00
[ Print Employer Copy 1095/1094-C
Back Next Cancel

/% Review Data

Based upon your selections, we need you to review the data on the following forms:

Federal
» Print Federal 1095-C
» Print Federal 1094-C

Employee
» Print Employee 1095-C
» Print >
Employer
» Print Employer 1095-C To change data on the forms, close the Form Viewer
to return to the ACA Preparer.

If you would like a copy of the actions that will be taken for your records, click "Print".

After clicking Next, the 1095/1094 forms viewer (same as the W2 forms viewer) will open.
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You have completed all the steps in preparing to process your 1095/1094 forms. The forms will
now be displayed in the Forms Viewer. The processing step (page navigation arrows) are indicated
at the top left of the viewer as displayed below. You proceed to the next form by clicking Next
Step. You can print your Final copies from the viewer by clicking Print Final.

1095/1094-C Forms Viewer

Y L P - A Pipeal R i
Biepon! 7 ol & Fearan 1064-C o
e
= ﬂ' Gk Print Copy for your copy, then clich Mext Soep. o Tt ‘
Jpans P Cie et o
Clvom W03k
Emplny-r-?rovldtd Health Insurance Ofer and Ew L Pt

Ulcorrecren 2015

P inkermarion abown Foam 1095-C aed s

e i TR e e T = L e
73 WDy l-1mrtl'l"|"l-ﬁll'l

T Ty T|T T e L H_—-;n'a-'”-” BB T Tk = provwen il 1 1
LT T e A | Lo akal ] -
_ Employss Offar and Coverage Plan Seart Month (Enter J-Sign sumbsr)

S Mortm| e ] e [ "ty arm a3, n -] o T =
10 5 1] T
=R | W | —
e |

o
|

i

E.
il

T b b "

i

] ] ] B U { ] L] 1 ] 1

i

A Tl
b ke

oy x
Covered Individuals

— ¥ Empleser provided sefnnesd covepat, check B Gox i aoisr T.{'!Fﬂ'i“_mmﬂi‘_'_z

i EE e el ey ["F1E] ) DS o k| ) S Iy oy of S arage

Fu e ol pemlabii i Umonde e | Peb | G | dor | Uwy | are | ads | deg | Sesi | 0o Mos | Dex

s vz R |[Oojo|o|o|o|jo|o|o|o|o|o|o
Wi s oo ® [O|o|o|o|o|jo|o|ojojo|ojo
s = | O |O00|0|0|0|0j0R |82

If you purchased the 1095-C forms from Sage you can click Next Step. If not select to Print Final

[ 1095-C Notice - State/Federal eFiling and Reporting
File Edit Wiew Tools Help

| Report 1 of 3: Employee 1095-C Notice 9)
———— : - 1 !
- E L
< I > @ Click Print Final, then click Next Step. A" :h

Frev Step Mest Step

1 page Fiint Craft Print Final

LOOZL S
Form 1085-C (2015) Fage 2
Instructions for Recipient
“You arrEceiving this Form 1095-C because your emp isan i Large Emp subjecttoth P shared i provisicn in the Affordable
‘Care Act This Form 1085-C includes information about the healthi age offered to you by youremp . Form 1095-C, Part I, includes information
about s ifany, your emp offered to you and your sp ol Ifyou health i age through the Health Insurance

Mabetplace and wish to claim the premium tax oredit, this information will assist you in determining whether you are eligible. For mare information about the premium
ot see Pub. 874, Premium Tax Credit (PTC). You may receive multiple Forms 1095-C if you had multiple employers during the year that were Applicable Large
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Employer 1095-C forms should be printed to plain paper

Report 2 of ] ) |

A

Prev Step Neat Step

5 pages

Frrt Dreait Print Final

Ovoin [ corRECTED
=m 1095-C Employer-Provided Heaith Insurance Offer and Coverage OVE No. 18422251
Depurtmentof the Treasury pinformation about Form 1095.C and its separate ions s at www.irs 2015
For Privacy Actand Paperwork Reduction Act Nofice, sae separate instructions.
Applicable Large Employer Member (Employer)
Employer's addr nd ZIP code
AFFORDABLE CARE ACT COMPANY e
6561 IRVINE CENTER DRIVE Sovial scurity number (SSH 653-12-3958
IRVINE CA 92618
Employee’s first name and middie inifial_Lastname sut
Contact telephone number: (800} 854-3415 AvERY BHILLIES
73 sHADOW
MILWAUKEE wI 53151
Employer identification number [EIN): 35-1234567
Employes's address and ZIP code
Employee Offer and Coverage Plan Start Month (Enter 2-digit number): [
Pt | sen | Fep | ma | Ao | ey | wme | wy | ap s | oe | Nev | Deo
14 Offer of
Coverage (enter | 12
e gl
15 Emp
Share of st
Cast Monthiy
Framiom tor” |6 3 3 s 3 3 B 3 3 s 3 3 s
Ty
Minimum Value
A
[yt
i =
(et cocs,
¥ Sppieasie)
I covered Indivi e et T S s et |
) Name of coversd individusls) ) SSM I6) DOB (i SSN is | ) Coversd ) Months of Goversge
not available) fan 2moems [Jan Jren [uar Tape Taiay Jouee [asy Taug ot | Ot | D:
X
ses-ar-nsss x
X X X | X

Employee 1095 forms should be printed to pre-printed 1095 form you ordered because of the
required pre-printed instructions on the back.

(7 1095-C Employee - State/Federal
Fie Edit View Tools Help

!
Report 3 of 3: Employee 1095-C ] ) |

< : > @ cicke

g and Reporting

.
it Final, then click Next Step. i ‘ "h

A
5 pages Fiint Draft Print Final Fiev Step Newt Step
Owvoin O correcten
wn1095-C  Employer-Provided Heaith Insurance Offer and Coverage U No. 15452281
Depsrimentof ve Tissuy winformation about Form 1095.C and its separate instructions is at wiww.is 2015
For Privacy Actand Paperwork Reduction Act Notics, see separate instructions
Applicable Large Employer Member (Employer)
ployer's name, address, and 71P code
AFFORDAELE CARE ACT COMPANY Employee
6561 IRVINE CENTER DRIVE Social security number (SSH): 653-12-3928
IRVINE Ca 82els
Employee’s first name and migdle initial_Lastname surt
Contact telephone number: (800) 854-3415 VERY PHILLIES
73 SHADOW
MILWAUKEE wr 53151
Employer identification number (EIN): 95-1234567
Employes's adaress and ZIP code
IEEI Eplovee Offer and Coverage Plan Start Month (Enter 2-digit number) [ |
Al12
Months Jan Feb Mar Apr Msy June uly Aug Sep Ooct Nov Dec
14 Ot of
Coverage (emer 1
requred code)
15E:
Lo
Coat ionny
Frmim far 8 3 k s 3 k B 3 3 s 3 3 It
F-Only
Winimuth vaise
| Coverage
164
By
| Safe Harbor ¢
(enter coza,
{ sppicabis)
ZUUM Covered Indivi ided self-insured coverage, chedkthe boxand enter the i for ech covered individual. | %]
) Name of covered individuals) W ssw |I6)DOB (f SoN s Coveres ] Vonts of Goverage
not available) | a1 12mends [Jan [Fob [Mar [ape [May [dune [upy [Aug ot | Oct [N D:
s53-12-2982 =
ses-a7-s388 x
2015-20-0 x[x|x|x
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1095/1094 “B” forms Preparer wizard

All ACA setup wizard screens are the same as the 1095-C form, with the exception of the following
2 windows.

=10l

\ﬂ Part lll Issuer or Other Coverage Provider (OCP) Information @)

Select the lssuer or Other Coverage Provider {OCP)information for Part 11l form 10G95-B.

% Complete Part |Il with Comparty information {reviewed in previous screens)

" Complete Part 1l with Other Coverage Provider information provided in next screen.

Part |ll, lssuer or Cther Coverage Provider, is for the provider of the coverage (seffinsured employer or govemment agency. or
other coverage sponsar).

If you selected to Complete Part 111 with OCP information provided in next screen the
following screen will open:

=I5
Jl Other Coverage Provider (OCP) Information L2
QCP name: Iﬁﬁordable Care Act Company EIN: |95123456?
Trade name: I
Courtry: [UsA (United States) =l
Address line 1: |6561 Irvine Centter Drive
Address line 2: I
City: ||m-ne State: Ic;.n. ZIP code: Iazms
Phone: |{B:DD} 254-2415 =
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Step 1 of 4: Employee Contact Information
Information populated automatically from ACA Employee Maintenance window

% 194478533 Penn Equipment & Tool Corporation - 1095/1084-8 Preparer
Fie Edt Help

o[ E

Step 1 of 4: Employee Contact Information

nstructions: Verify Empicyes nformation

EMPLOYEE INFORMATION

0--0---0---0 ~<%860

55N Last Name First Name: Middle Name  Suffix  Address 1 Address 2 City Hate Zip :

I [039-61-0426  ABDALLAM MICOLETTE BROSSART 1 MIDWAY RD MA 15810
2 |000-0%-11685  AMGALICH NOBUKGT B139 | HWY 10892 NEW BEDFORD 21480
3 |186-38-5841 DONTE KINES® 3 ASPEN 5T WORCESTER

4 |582-37.9308  CAUDY BUCK 4 RALPH CT DUMELLEN M L0
3 |645-99-8331 ACUFF Ly TRESTON 57254 BRICKELL AVE #372 WORCESTER Ma 16000
6 |885.82.0672 ADWIN L MUNIS NEBLOCK WORCESTER A 18020
T |451-83-T468  AGRAMONTE ANNABELLE BOORD 523 MARQUETTE AVE CONCORD M 17420
B [315.59.5135 AMLE KATING POUDORI 5 UTTLE RIVER TPKE WILMINGTON Ma 18870

RT

Employee Entry Cavered Individuals Tl Ere—r—l
SEN: F30-61-0426  DOB: | 55 Rarperes Group [ 1 Covered Indmduals: 1

Lasthame:  ABDALLAH First Name: NICOLETTE Middle Name: BROSSART  Suffic
Address 1t 1 MIDWAY RD Address 2

City: State: [MA - | ZP Code: 15810 Country: |UE - United States g
Email Addrese:  méganb Electronic Only Bolicy Origin Code: SHOP [dentifier: | ter ko 2005 Bepcring

| Tips

Click Ealit, Lipalatr Company
Information v review andior
#dit campany information,
incluging Designated
Government Entity (DGE) ond
masking/Arunconion 6esons.

Step 2 of 4: Policy Origin Code

Information populated automatically from ACA Employer Maintenance (in Sage 100 versions 2013

and higher only)

4% 19-3478533 Penn Equipment & Tool Corparation - 1095/1054-8 Preparer. | ==
Fle  §da Help
Step 2 of 4: Policy Origin Code o“ .a,,,o_..o e

Instrucsiens: Werify Palicy Origin Code

B INFORMATION

Corvered lndiviehsah,

~ <% 8 e

City Sute  Tp Foreign Stase/Pravince | Foreign Postal Code | Country Code | Polkcy Origin Code | Covered Individuals | Blectronic Oy | Email
| MAPLETON A 1oL 101 ca a 3 [} megt
2| NEW BEDFORD MA 4% us B & M
3| FARGO NG SE103 us & 2 ] megy
s | WEST FARGO KD SE075-10 us C 1 =] mege
5 : FARGD ND EE 0T us o 1 =i g

Gt
55N 502-15-1700 DOB: w | Employee [D:  00-00000
Last Name: KOENEN
Address 1 107 16THETS
Citys FARGO Staie WD -
Emad Address:  meganb@aatroucom

First Name:
Address 2
OF Code:

o Electronic Ority

Covered Indraduats: 1

KELLY Micdle Name: Suffic. MRS,
AATF
58103 Country: | US - United States

Policy Onigin Code: |B SHOP Identifier: | rm io

| Tips

Click Edit, Updlote Company
inflarmation fo review andier
eelit campany informatian,
ineluding DGE [Designated
Government Entity) and
masking/truncarion aprans

Moreinformation s - e
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Step 3 of 4: Employee Covered Individuals

Information populated automatically from ACA Employee Maintenance > Covered Individuals
window

= 19-L4TRE33 P Fiquiprment B Tood Covporation - LOFG/100-R Prepmer [
e Bdt Malp

Step 3 of 4: Employee Covered Individuals o.,,o...o...o o ﬂ o nawten
. ot Ll -

Initructions: ety Covend Induidal Infoematicn o Tips

EMPLOVEE B Ciick £, Lipdate Company
P e Infommation o review andlfor
lesn Fit Nome: Middie Mame | Sulfx | address 1 addvess 7 [ Sete o 5 P —
including DG (Designated
199.61-0428 NCOLETTE BROSSART 1 MIDWAY RD BaANANA MA 1m0 % Goverment Ensty) and

D10-05-4165 | manANA 1397 HWY 10 %57 BANANA s esking/runcation cetions

156.35-5341 DOWTE BAMANA 3 agpEN ST WORCESTER T
542379504 BANAMA GUCK ARBPHCT DUNELLEN ) 28170

ey TRESTON 57244 BRICKELL AVE 2372 WORCESTER Ma 16020

1
z
i
4
5 (645900882
]
7
L]
]

166-57-R677 e MUNIS NE BLOCK. WORCESTER A 16030
451817489  AGRAMONTE ANNABELLE BOCRD 523 MARCIUETTE AVE CONCORD M
FEFRIET  AMLE AT POLIDORE 5 LITTLE RIVER TPEE WILMINGTON M 18870
110-58-84594  ALBARES aNa BRIDCECK. Banama BOETON L nm
/ 101481033747 AMEGOA. s = LIRNEY. 25 5 1TATH o AMBEITWE L] e £ s
- ANGALICH, BANANA (L
tmpioyes forry [T [ [ + aacomrmt it [~ s covareas | T o Rk v o KT
farms, they will ba shewn
5N Do Fst Name. Middie Name | Last Name Suffc AN Jan (feb Mar Apr May [Jun Jul Aug Sep Oct  Nov Dec below Inied,
WALl M O ooanoan oooan
MARIKD STAYER HAMEL O [ o g
GERARDO WOODKA TALMALMO 1 O: &8 0 M| C
FEBBECCA feora] LEMH O o0 B0
STOVE HALUD PROSTON 1 L~ W L im

Step 4 of 4: Employee Electronic Delivery

Information populated automatically from Employee Maintenance > Tax Status 1095 Electronic
Consent

o 153478533 & T Corporation - Foae =l 5
File [Idit Help
Step4 of 4: Employee Electronic Delivery o,. .o.,,o...o - B o thowless

- ] et o Tips

EMPLOYEE BVIORN ~ CRE R Lot Coloviony

Inforrmation ta review ardier
Seate Feetign StaterProviece | Fareign Postal Code  Country Code | Policy Origin Code | Caered Indiidusls. | Slectronic Only | Emad Address #ddie campany infiermatian,
= incluging DGE (Designated
1 Ma us 8 1 [m} helpmeBastincom = Bavermment Entity and
2 ue c 5 masking/truncation aghons.
3 G Lotk ar o 1 FalpmeQastriccom
4 N B0 us C 10
5 WA 16620 us c 1
6 Ma 16030 us B 1
7 Ma 1720 us g8 1
MA 18870 us o 1 belpmeBastrivcom
9 Ma 180 us B 1
o e L s r 1 - N
. 0 '

POLICKORT

J— SNTe—

<

S5k 316-99-9135 OB e Group B0 Covered Individuals: 1

Last Name: AHLE First Name KATINA Micdle Name:  POUDORI  Suff

Adddress 1 5 LITTLE RIVER TPRE address &

Ciry: WILMINGTON State: M4 - | T3P Code 18870 Country: |U3 - United States

Email Address:  helpme@aatiz com Fblectronic Only  Policy Onigin Codis (D | SHOP Identifier: | von vor 5015 Raporing
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(s
% ACA Preparer

1095/1094-B: Printing and eFiling Options

eFile Services allow you to pick Filing Dates, FREE Corrections before Filing Dates. More info

® COMPLETE eFiling Service #Employees  Price/Emp  Subtotal

The eFile Center will:
» Print and Mail Employee Copies 17 5195 £33.15
» €1095-B Only Employee Copies (What's This?) 8 50.99 $7.92
» File your Federal 1095-Bs and to the IRS included FREE
» £1095-Bs Available for all employees included FREE
TOTAL COST $41.07

©) Other Options #Employees  Price/Emp  Subtotal
Print My Employee 1095-B = =
eFile Federal Only 1095/1094-B 25 $0.49 $0.00
Print Federal Copy 1095/1094-B = = =
TOTAL COST $0.00
Print Employer Copy 1095/1094-B
Back ] [ Next ] [ Cancel

-
% ACA Preparer

4™, | CD Archiving Available

Purchasing a CD Archive allows you instant access to your 1095/1094-Bs
for only $29.95 (plus $4.95 shipping and handling).

0 Don't worry about locking up paper 1095/1094-Bs o Easily find your Federal 1095/1094-Bs if the Federal
Agency calls with a question.

from prying eyes.
CDs are password protected for you and your

o Reprint an Employee 1095/1094-B at any time.
employees' security.

Would you like to buy a CD Archive of your 1095/1094-Bs?

@ YES

= ¥es, include 3 CD Archive

~ NO

™ Mo, thank you

Back | [ Nex ||

Cancel
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< ACA Preparer {é]

/@E Review Data

Based upon your selections, we need you to review the data on the following forms:

Federal
» eFile Federal 1095-B
» eFile Federal 1094-B

Employee
» eFile Employee 1095-B

Employer
» Print Employer 1095-B

To change data on the forms, close the Form Viewer
to return to the ACA Preparer.

1f you would like a copy of the actions that will be taken for your records, click *Print".

Back ] | Next | I Cancel

After clicking Next, the 1095/1094 forms viewer (same as the W2 forms viewer) will open.

1095/1094-B Forms Viewer

You have completed all the steps in preparing to process your 1095/1094 forms. The forms will
now be displayed in the Forms Viewer. The processing step (page navigation arrows) are indicated
at the top left of the viewer as displayed below. You proceed to the next form by clicking Next
Step. You can print your Final copies from the viewer by clicking Print Final.

flede”t_'_avl__;l(?_94 forms should be printed to plain paper

| l Report 1 of 5 Federal 1004-8 l o

« > . ‘
] 1 X @D ciick Print Final, then click Next Step. - A
. Pird Disit PintFinel | Prev Step Nt Stap

- 1335
~.1094-B Transmittal of Health Coverage Information Returns o o vz
2015
3-;;_'7;5;';-_:;:;:’ W intarmation bout Form 109440 and fs S6parats Instructions is st WIS govTorm 1 0940, 20
oy g ——————y——r
APPORDABLI CARK ACT COMPRNY
B8 1234867
poy
THOMP 8ON {300) 864 3418
3 Sirew M00'ESS (MDA DO OF SUDE RO | & Ty or wem
57 WVE CENTER DRRVE
INE For Officlal Use Only
g pp— P ——
.
8§ Toial numner nf Fosma 008 B wanmite Al wAth et Iranamira) 1l L z
| dwclae that L and , mnd, Lalied, they se inoe. coned and complebe.
N ——
| b= | B
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Federal 1095 forms should be printed to plain paper

Report 2 of 5. Federal 1095-B |
—_— >
<] ' [»

2 pages

o)

n

Frev Step Mest Step

Click Print Final, then click Next Step. w
Frict Draft. Print Final

SL011 5

OME No. 1545-2252

Aatroc Rev. 1211/15
~~1095-B

Intmal Reyenue Sarvice
Deparimengly the Tressury

Cvon

[JcorrecTeD

Health Coverage
2015

P Information about Form 1095-B and its separate instructions is at www.irs.gov/form1095b.

Responsible Individual
1" Name of responsible maividual _(Fist, WI, Last, Sufee]

7 Socl security number (S5N) T Date of Gith (1F 55N 1= not avaiabie)

JERRY

A. THOMAS

556-53-1239

T Strest address (inciuding apartment no.] 5 Cityor tonn & State or province 7 Country and ZIP or foreign postal code
4121 W. 35TH STREET MILWAUKEE wn
APT 201

8§ Enter letter identifying Grigin of the Poiicy (ses instructions for codes).

|

Small Busmess Heallh Options Frogram

53151
{SHOF) Markelplace Wentifver, 1 appicable

Employer Sponsored Coverage (see instructions)

10 Empioyer name

1 Employer wentiication number (EIN]

17 Strest address (nciuding room of SUite 10 ]

13 Cityor fomn

H

State or provincs

15 Country and ZIF or foregn postal code

Issuer or Other Coverage Provider (see instructions)

ame
AFFORDABLE CARE ACT COMPANY

E

Employer dentification_number (E1N)

55-1234567

16 Contact teiephone number
(B0D0) 854-3415

19_Strest address (noluding room of SUE 1) 20 City or town 7 State or provines 22 Country and ZIP or forign postal code
8561 IRVINE CENTER DRIVE cA us
92618
Covered Individuals (Enter the information for each covered individual(s).)
f8) Name of coversd individusiz) Bl SSN eI DOB(if 55N is  fid) Covered fe) Months of Coversge
(First, Middle, Last, Suffix) not avaisbie) | all
12 months
n |Feb [mMar [ Apr [way [dme [ty |ag [seot | 0t [ mHov | Dec
sy : ssesa.1230 X |O|O0Ooojo|o|ooolo|o
23

Employee 1095 forms should be printed to pre-printed 1095 form you ordered, because of the
required pre-printed instructions on the back.

| Report 3 of 5. Employee 1095-B
< >

2 pages

o)

o

Prew Step Mest Step

Click Print Final, then click Next Step.

\
Frint Draft Print Final

Ovop O cORRECTED
Health Coverage
=u¥ winformation about Form 1095-B and its separate instructions is at wwuw.irs.gov/form1095b.

= 1095-B

Department of the Treasu
Internal Rewvenue Servi

il |ssuer or Other Coverage Provider
(Lines 16-22) (see instructions)

Name, address, and ZIP code

AFFORDAELE CARE ACT COMPANY

6361 IRVINE CENTER DRIVE

OMB No. 1545-2252

2015

For Privacy Actand Paperwork Reduction Act Notice, See separate instructions.

nsible Individual [Lines 1-9)

Social security number [$SN): 336-53-1238

ca
us
first name and middle initial _Lastname Suff.
Employer identification number [EINj: 95-1234567 JERRY A THOMAS
4121 W. 35TH STREET
Contact telephone number (800} 854-3415 APT 201
MILWAUKEE WI 53151

address and ZIP code

Enter letter identifying Origin of the Policy [see instructions for codes): B

Small Business Health Options Program (SHOP) Marketplace identifier, if applicable:

Employer Spensored Coverage (Lines 10-15) (see instructions)

Name

Employer identification number (EIN)

Street address (including room or suite no.) City or town State or province

Country and ZIP or foreign postal code

Covered Individuals (Enter the information for each covered i

ndividual(s).)

fc) DOB (if SN is

fid) Coversd

fe) Months of Coverage

fs) Name of covered individusl(s) B 55N

not_available)

3l 12monts | Jse [Feb | Mae |Ape [ Mlay [lyes | iy

556-53-1239

X
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If you purchased the 1095-B forms from Sage forms, you can click Next Step. If not select to Print
Final

| | Report 4 of 5. Employee 1095-B Notice | ) ‘

. 1
| 1T B @ " '
< > Iol Click Print Final, then click Next Step. A" '-h ‘

Frint Diraft Print Final Frev Step Mest Step

1 page

560215
Form 1085-8 (2015) Page 2

Instructions for Recipient

This Form 1095-B provides information needed to report on your income tax return that you, your spouse (if you file a joint return), and
individuals you claim as dependents had qualifying health coverage (referred to as *minimum essential coverage™) for some or all months
during the year. Individuals who dont have minimum essential coverage and don't qualify for an exemption from this requirement may be
liable for the individual shared responsibility payment.

Minimum essential coverage includes government-sponsored programs, eligible employer-sponsored plans, individual market plans,
and other coverage the Department of Health and Human Sernvices designates as minimum essential coverage. For more information
onthe requirementto have minimum essential coverage and what is minimum essential coverage, see www.irs.goviAfordable-Care-
Adindividuals-and-Families/individual- Shared-Responsibility-Provision.

Providers of minimum essential coverage are required to furnish only one Form 1085-8 for all individuals whose coverage is
reported on that form. As the recipient of this Form 1085-B, you should provide a copy to other individuals covered under the
policy if they reguest it for their records.

Part |. Responsible Individual, lines 1-9. Part | reports information about you and the coverage.

Lines 2and 3. Line 2 reports your social security number (SSN) or other taxpayer identification number (TIN), if applicable.

For your protection, this form may show only the last four digits. However, the coverage provider is required to report your complete
22kl Ar nthar TIK if annlicahla tn tha IR2 Vaor data of hirth will ha antarad an lina 2 anlv iflina 2 ic hlank

Employer 1095 forms should be printed to plain paper

| Report 5 of 5 Employer 1095-5' ) |

.
| Click Print Final, then click Next Step. A '-h ‘
Frint Draft Print Final Frew Step Nest Step

Ovomo O correcten

Form 1095-B Health Coverage OMS No. 1545-2252
Departmentof the Tressiy pinformation about Form 1095-B and its separate instructions is al www.irs gov/form1095b. 2015

Issuer or Other Coverage Provider
(Lines 16-22) (see instructions)
Employer's name, address, and ZIP code

AFFORDABLE CARE ACT COMPANY
6361 IRVINE CENTHER DRIVE

For Privacy Actand Paperwork Reduction Act Notice, see separate instructions.

nsible Individual (Lines 1-9)

Social security number (§SN): 356-53-1233

CR
us
s first name and middle initial Lastname Suff.
Employer identification number [EINk 85-1234567 JERRY 2 THOMAS
4121 wW. 35TH STREET
Contact telephone number (800) 854-3415 aeT 201
MILWAUKEE wI 53151

iddress and ZIP code

Enter letter identifying Origin of the Policy [see instructions for codes): B

Small Business Health Options Program [SHOF) Marketplace identifier, if applicable:

m Employer Sponsored Coverage (Lines 10-15) (see instructions)
Name Employer identification number (EIN)

Street address (including room or suite no.} City or town State or province

Country and ZIP or foreign postal code

Covered Individuals (Enter the information for each covered individual(s).)

{5} Name of coversd individusiis) B SSN fe) DOB (if 53N is fig) Covarsd fe) Months of Goversge
not availsble) a0 12monms [Jan [Feb [ Mar [Ape [May [ues [ gy Taug [Seni Ot [Now [Dee

JERRY A
THOMAS 556-533-1239 x

|24
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How to reconcile 1099 vendor amounts (B ID 49774)
Use the Payment History Report to reconcile the 1099 amounts to the 1099 eFiling and Reporting
or the 1099 Vendor History.

1. Open Accounts Payable, Main, Reports, Payment History Report
2. Select Vendor Number from drop down for Sort Report By
3. Select one of the Selection Criteria:
o By Period = Fiscal Year & Period Range for applicable 1099 calendar year
o By Date: Starting and Ending Date for applicable 1099 calendar year
4. Select Print 1099 Vendors Only
o Note: This field is available only if the 1099 Reporting check box is selected in A/P
Options
5. Use the Selection Field to run the 1099 for a specific vendor or all vendors
6. Click Print or Preview

Although the 1099 form payment history is recorded for each vendor, you must produce and retain
supporting reports that include detailed 1099 payment information for audit purposes.

Before printing 1099 forms, if you retain invoices for the full calendar year, print the Accounts
Payable Trial Balance Report for paid invoices and print the 1099 information for the calendar
year. You can fill the report to support the 1099 forms sent to vendors.

If you do not retain the paid invoices for the full calendar year, print the Accounts Payable Trial
Balance report just before closing each month. On the Accounts Payable Trial Balance report, print
paid invoices and 1099 information. You can fill the report for each month to support the 1099
forms that are sent to vendors at year end.

If the Payment History Report shows a different amount comparing to what is on the 1099 eFiling
and Reporting, run Check History Report to confirm all Checks, Electronic Payment Checks, Manual
Checks and Reversals are correctly entered and posted to the correct fiscal year. If a Check date
was posted to the wrong year, a reversal must be done to correct the check date. If the Payment
History Report and Check History Report are correct, the Vendor 1099 History must be corrected.

To correct Vendor 1099 amounts, do the following:

Open Modules, Accounts Payable, Main, Vendor Maintenance.
In the Vendor No. field, enter a vendor.

Click the Additional tab.

Click 1099 History.

Select the 1099 Form Type and Calendar Year.

Correct the figures as needed.

Click OK and Accept.

Nouhswne
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How to print 1099-MISC, 1099-INT, 1099-DIV Forms (kB ID 31381)

From the Accounts Payable, Reports menu, click Form1099 eFiling and Reporting. Select or enter
the following and click the Accept button:

0 1099 Form Type
0 Vendor Type to Print
0 Minimum YTD Payment

O 1099 Calendar Year

=00 Formn 1099 eFiling and Rieporting [ |0 ]
Fiomm bo Lz M -
Fom Type Mecelansaus -
—Llphotis
Werdor Typs ba Pord | A Types - Blirimuen v TD Papmert EO0.00
10839 Calendar ear am3 =
Compary
LT eFiling Compaiy Fedesal ID Mo, | 197373538
Address 255 Man Shrest Telephone (B0 BS4-3415
Fas
Cily Irvie
Stats Ca ZIF Code  |926B18
Sebact Field Operand Wialua
Wandor Mumber &l -
| Activate Accapt LCancel | T

NOTE: Company Information, including Federal ID No, auto populates from Company Maintenance
(Library Master > Main), but can be manually changed in this window.

@ IMPORTANT TIP! if you plan on using the merge multiple company data files and the
companies use the same vendors (same EIN) do not enter a minimum YTD payment amount
because it would be a combined total. Example: If you set $600 as minimum YTD payment and
company #1 paid a vendor $250 and company #2 paid same vendor $350, neither would pull into
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grid because each individual company did not meet minimum YTD amount but the combined total
of both company’s did meet the minimum YTD payment requirement.

1099 Test Drive

The 1099 Test Drive feature allows you to take a “test drive” of the 1099 process without actually
saving any data. This will allow you to become more familiar with the process before actually filing.
You will only be displayed this dialog if you have not processed any 1099 filings for the current filing
year.

If you select to run the 1099/1096 Wizard in test drive, you will not be able to save any of the
information as a draft or a history to be used again.

P e 4
‘ | 1099 Setup Wizard )

We noticed that you have not processed any 1099 for the cument filing year.

Before you begin filing your 1099s, would you like to do any of the following?

| want to test drive the 1099/1096 Wizard with only the first 25 of my recipients.
| want to test drive the 10589/1096 Wizard with all of my recipients.

' No thanks, start processing my 1099,/1096s.

NOTE: The 10959/1096 Wizard test drive allows you to see how the process works but does NOT save any of your information.

< Back Mendt > Cancel
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Verify the Payer TIN

The number displayed here will be used on all forms. If the number is incorrect, click the Cancel
button to close the 1099 Setup Wizard and correct the number in Company Maintenance.

Mhiosepwany =
7| 1099 Setup Wizard (?)

Get Started Printing or eFiling Your 1099s

Please verify this payer's Taxpayer Identification Number (TIN). This number is used on ALL 1099 forms
and MUST be correct. If this number is NOT correct, you MUST return to your accounting software to
make the correction.

Payer TIN

[1][o]-[7][s]lz][8]lo][8]8]

@ EIN (" SSN

Payer Information

The payer information screen displays all of the information that relates to your company and is
used to display in the forms you are reporting. Data that is not stored in the Sage 100 database
such as the Transfer Agent will need to be entered here.

< 1099 Setup Wizard E=B|EoN ==
\ﬂ Payer Information o)
Company name: | DBA name: Aatrix
First name: John Middle: Last name: Smith
Country: LIS (United States) _

Addieszline 1. Bow 5123

Addeess line 2 2100 Librany Circle

Citye: Girand Farks State: MND ZFecode 55201
Contact name:  John Smith Title: QA

Phone: [F01) 7570187 Erriail: jermithi@aatix. com

Fax (B23) 417-2147 Transfer agent:
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Tax Preparer Type

The tax preparer dialog displays for you to indicate whether you are filing for your own company or
if you are a filing as a paid Tax Preparer for another company. Batch Filing will allow you upload
several filings and then access the eFiling website when you are ready to transmit them to the

appropriate agencies. For more information, select the ‘Click here to learn more’ link or visit
https://efile.aatrix.com/.

FAi=lbd
ﬂ Tax Preparer Type L 2)
‘Which type of filer are you?

& 1 am filing for my company/emplayer ;

¢ | 'am a third-party, paid Tax Preparer, filing for one or multiple companies/EINs.

If you have 10 or more companies, you may sign up for the Batch eFiing Service fees apply).
Visit http//batchefiling.aatrix.com to leam more.

Recipient Identification Number

Choose option to truncate Recipient Identification Number (RINs).
e SSNs, ITINs and ATINs only display last 4 digits of all printed recipient copies
e Does not apply to EINs

I
ﬂ Recipient Identification Numbers (7))

Would you like to truncate Recipient Identification Numbers (RIMNs) on recipient copies?

S5Ns, ITIMs, and ATINs will only display the last 4 digits of all printed recipient copies. This will not apply to EINs.

Mo truncation. Example: 123456789
& Tuncate with asterisks. Example: =-=£789

 Truncate with Xs. Bxample: J00006E789

Would you like to print RINs on recipient copies that are reported as zeros?

¥ Yes, print zeros. Example: 000-00-0000 or 00-0000000

" No, leave them blank.
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Merge Multiple 1099 Data Files

The multiple 1099 data file merge feature is used for companies or tax preparers that keep
separate databases, working under the same Federal EIN (Employer Identification Number). Some
examples of these are separate departments, divisions, company names under the same EIN,
branches, etc.

This feature allows you to bring in two or more data files and merge them together so all the
information is combined when you are printing or eFiling your 1099 forms.

NOTE: As of tax filing year 2012, this feature is now available for all eFiling forms using the same
Federal EIN.

If you select the radio button option for “Yes, | use multiple 1099 data files for this EIN”, you will be
taken to the multiple payroll data files merge tool after the company setup wizard is complete. For
more information click the help icon on this screen or see How to merge Multiple Data files in
eFiling & Reporting (KB ID=26156)

i
You are working with multiple 1099 data files in a combined filing. After saving or exporting the 1099 data file, dick Close to return to S
the 1099 application to process another 1099 data file. Click ? for more information on working with multiple 1099 data files. @)

Save... Save the processed 1099 data file for use in a combined filing.

Single Switch back to using a single 1099 data file.

Export... Export the processed 1099 data file as a password-protected file for filing by another person.

Import... Import a 1099 data file processed by another person.

el

Merge... Merge the selected 1099 data files into a combined 1099 data set for form processing.

1099 Data Mame | Date Saved | Period | Redpients |

Close
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1099 Preparer

Once you have completed the wizard, the 1099 Preparer is launched and you are guided through
verifying the 1099 data. Similar to the W-2 Preparer, the 1099 recipient grid performs several data
verification steps in the grid to ensure you have the correct 1099 information and to avoid
rejections by Federal and state agencies. After verifying all information in each step click Next Step

fiefiling Company - W2,/1099 Preparer

File Edit Yiew Help

Verify Recipient Taxpayer Identification Numbers Mext Step ) Q:)
| ema———— 1
‘) Frey Step | Mest Step
R...|Recipient Fir... |R...[Recipient TIN (TIM Flag |Recipient C... |Option: [Bo:x 1 Box 2 Box 3 Box 4 Box 5 Box & |Box 7 Bo:
L... [First Matme M. |Taxpayer 1D |Check ... |Company M. |Full Nat |Rerts Royatties Cther Income [Federal Inc... |Fishing Boa.. . |Medic.. |Monemgloy... | Sul
1 H5-1234567 v Airweay Prope 175000
2 935-9875142 v Compag Com =20789.00
E F3-1876343 v Contsiner Cor 28673.00
Tatals | 3 Recipient(s) 78212.00
dl 3| KN I— G
Existing DB opened [ v

@ Tip.’ Information edited in 1099 Preparer will not be saved back to Sage 100 data files.
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1099 Printing and Filing Options

After verifying information in the W2/1099 Preparer, 1099 the Pricing and Filing Options are
displayed. You can select to eFile or print your own 1099s or a combination of both. If you are
printing your own, you will need to purchase blank perforated 4 per page 1099 forms.

NOTE: that the IRS requires that the Federal Copy A and 1096 forms must be printed on the red
preprinted forms when mailing the 1099s. These forms can be purchased from Sage Forms Division
at 800-538-5514.

@ TIP! please click link to review before purchasing tax forms, What forms do | use (or order)
to print W2, 1095s and 1099s? (KB ID 52202)

WZ2/1099 Preparer

1099 MISC Printing and Filing Options
Chooze Complete 1099, eFile Fed or eFile State and pick your filing dates. Corrections before dates are FREE! More info?

" Complete 1099 eFiling Service BEST VALUE! ¥ Recipients  Price/Rec  Sublotal
The eFile Center vill:
- Frint and Mail R ecipient Copies 3 $1.89 $0.00
- eFile Federal 1099/1096 included FREE
- eFile all applicable State 1099/F econciliation Forms included FREE
Total Cost Minimum $ 000

{* DOther Options
¥ Print Recipient 1099 Copies

[ ‘&File Federal 10994109 Copies 3 $0.43 $0.00
[" &File State 1099/R econciliation Forms 3 $0.69 $0.00

W Print Federal 109941096 Copies [Official Copy)
¥ Print State 1099/Reconciliation Forms [Dfficial Copy)

Total Cost Minimum % 0.00
¥ Print Payer 1099 Copies

< Back I Hewt » I Cancel
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1099 Forms Viewer

After selecting 1099 Printing and Filing Options, you are presented with similar screens as in the W-
2 Printing and Filing such the option to order a CD Archive, print Divider Sheets and the Action List.
For more information on those options, see the topics in the W-2 section of this document.

Once completed, the forms viewer will display with your selected forms. If any form requires
special paper stock, you will be prompted to load your printer with the appropriate form when
clicking the Print Final button.

“J 2014 1099-MISC - State/Federal efiling and Reporting

Eile Edit Yiew Tools #',_
‘ Report 1 of 7: Federal 1099-MISC ) ‘
— B @)
- 4,
1 - -
< I > @ Click Print Final, then click Next Step. A "t] ‘
1 page Frint Draft Print Final Frev Step Mest Step

1515 [lvon [1CORRECTED
A T e L SIS R g, siate or provinge, oy 1 Rents OME No. 15450115
EFTLING comuE $ DA Miscellaneous
2014

555 MAIN STREET 2 Royalties - Income

TNiTED STATES Ca 92618 $ Form1099_MISC

(800) 854-3415 3 Ofherincome 4 Federal income tax withineld Copy A
$ $ For

PAYERS federal identification
number

RECIFIEMTS identification
num|

5 Fihing boat proceeds B WMiedical and ned T cae pEyments

Internal Revenue
Service Center

95-1234567

951-23-4575

$

$

File with Form 1096.

RECIFIENTS name
ATRWAY PROPHERTY

T Monemployss compensation

Skest address {including apt. no.)

$ 5000.00

8 Substiutz payments in lisu of
dividends o infarest

$

7888 SADDLEBUSH TRAIL
EANK BUILDING

9 Payer made direct sales of

$5,000 or more of consumer
products fo & buysr

City or town, state or province, country, and ZIF or foreign postal code

[recipierd) for resaie ™ [

10 Crop insurance proceeds

$

For Privacy Act
and Paperwork

Reduction Act
Motice, see the
2014 General
Instructions for

ORANGE Ch 92869-0001 (17 12 Certain
Information
Account number (see instructions) 2nd TN not |13 Beess golden parachute | 14 Gross proceeds paid to Returns.
payments an sttorney
$ $
15a Sedion 409A defemals 15k Sedion 4094 income 16 State tax withheld (17 State/Payer's state no. 18 State income
$ ! $
$ $ $ ! $

Form1099-MISC
Do Not Cut or Separate Forms on This Page

AT Rey 1231

n

Drepartmeant of the Trazsury - Internal Revenus Sarvice

Do Not Cut or Separate Forms on This Page
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T 2014 1096 Federal Report - State/Federal eFiling and Reporting

Fil= Edit Yiew Toal —t T

Report 2 of 7: Federal 1096 ) |
 —— E 3 -
J 1,
| 1 e \
< > @ Click Print Final, then click Next Step. A ‘ “h ‘
1 page Frint Diraft Print Final Frev Step Mest Step

o wetstape  LLS

Agfrix Rev. 2129114

~m 1096

Cepariment of e Tressury
inamal Reerus Senee

OME No. 1545-0108

Annual Summary and Transmittal of
U.S. Information Returns

2014

FILER'S name
EFILING COMPANY

555 MAIN STREET

IREVINE

Street address (including room or suite number)

City or town, state or province, country, and ZIP or foreign postal code

CA 925618 us

Nem of persen to contact

800 854-3415

Email address

Fax number

Telephons number For Official Use Only

1 Employer ientifcation mumber |2 Social security number | 3 Totslnumber of forms | 4 Fasers income tax withaid

5 Totsl amount mgoned Wit #iis Fom 1096

oo oa).

95-1234567 1 $ $ 5000.00
6 Enteran ")"inonly one box below to indicate the type of form being filed | D
w-ae (orsTe| 1ms | mec |1mse | smer | 1000a | 100 [ wosc [wmcan|tmeow [tme [ioeen [iossanT | ok [wmsare| e | 1oeon
2 E a 8 3 ] 8 ™ & 3 El = ™ E 10 = | msc =
O/oo0jgjgjoggogoojgjgo|® | d
e |10 [ mer [1ms [imesa| mer [ mm | sus [swessalsusssa
PATR |t = s W 25 % ) 72 7

oo ojg o

Return this entire page to the Internal Revenue Service. Photocopies are not acceptable.

and complete.

Signature P

Title ¥ pate 1

Under penaliies of perury, | declare that | have examined this refurn and accompanying documents, and, fo the best of my knowledge and belief they are frue, comect

1/10/2015
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You will need to print Recipient copies to 4-part perforated paper, see 1099 forms section in this
guide

i 2014 1099-MISC Recipient - State/Federal eFiling and Reporting

Eile Edit Yew Tool

Report 4 of 7: Recipient 1099-MISC @|

I 1 : - n . N :h
< > @ Click Print Final, then click Next Step. A=t
1 page Frint Draft Print Final Frev Step Mest Step
_h 1 Fare |2 Fysties 30 income:
] CORRECTED (if checked) § § [
1 Rents |2 Foyaiies 30frer income n =
$ $ $ i
W Fedendlingome i withheld 3 F s s
jpERs  mcire
$ § s EFLLING COMBANT
PR iNe ™ CONBENY i 555 MAIN STREET
555 MAIN STREET IRVINE ca 92813
UNITED STATES
IRVINE Cx 92613 (800) 854-3415
UNITED STATES P
(800) 854-3413 - e
— 95-1234567 |951-23-4375
| amber mamber EENTE ram, el moem (reoer
95-1234567 |951-23-4875 ATRWAY PROEERTY
e e T T
ATRWAY PROPERTY 78858 SADDLEBUSH TRAIL
EANK. EUILDING
78858 SADDLEBUSH TRAIL ORANGE Cx  82665-0001
EANK EBUILDING
ORAMGE CA  92669-0001 [F ggﬁ e etk
Srrimres: 35,000 crmene o sorzumer
f n% $ 5000.00% e U
e e o m =
s 5000.00]% ] I |
] 44 [12
115 Exees ol paracuie paymaris . § §
s s 158 Secion 4094 defemah [150 Sagion 4058 income:
[15aSasion 4004 defemay 150 Secion 4094 roome. — 3 [or—
$ $ $ / s
F 7 g A $ / i
s 7 s 2014 r~= 1099-MISC Febnd I3 Rl
3014 == 1099 TISC T BT B PR ] coRRECTED (if checked)

Astrix Rev. 131714

You will need to print the recipient instructions to be included with your Recipient 1099 form
copies

v 2014 1099-MISC Instructions - State/Federal eFiling and Reporting

File Edit View Tools

Report 6 of 7: 1099-MISC Instructions

-
<« * > @ Click Print Final, then click Next Step. (e :%J

1 page Frint Draft Print Final Frew Step Mext Step

2014 1099-MISC Instructions for Recipient

Recipient’s identification number. Foryour protection, this form may = Box 7. Shows nonemployes compensation. |f you are in the trade or business of

only the last four digits of your socisl security number (SSN), mdlwdual taxpayer catching fish, box T may show cash you received for the sale of fish. |If the amount in
identification number (ITIN), or adoption taepayer identification number {ATIN? this box iz BE income, report it on Schedule C or F {Form 1040}, and complate
However, the isswer has reported your complete identification number to the (RS Schedule SE (Form 1040). You received this form instead of Form W-2 because the

and, where applicable, to state and/or local governments. payer did not consider you an employee and did not withhold income tax or social
y secunity and Medicare tae |f you believe you are an empl and cannot get the
gp;qugdn;ng;{i. htlaghshw; :é'maﬁﬁ?"m or other uniqua numbser the payer m&ermmn&c‘tths fiorm, report the amount from box T on Form 1040, line T {or Form
7 g ¥ A i MR, line 8). “You must also complete Form 8315 and attach it to your return. |f you
Amounts shown may be subject to self-employment { SE) tax. If your net are mot an employes but the amount in this boo is not SE income (for example, it is
income from self-employment is 5400 or more, you must file 3 return and income from a sporadic activity or a hobby), report it on Form 1040, fine 21 (or Form
compute your SE tax on Schedule SE (Form 1 . See Pub. 334 for more 104O0MR, line 21).

mlormamn If mo income or socisl security and Medmarem“re withheld Box 8. Shows substituts
payments in liew of dividends or tac-exempt interest
you are =till recaiving these payments, s2= Form 1040-E5 (o received your broker on your behalf s a result of a loan of your securities.
Form 1040-ES{NR}). Individuals must report these amounts as explamad in the Heportont '\D‘ther income” line of Fon'n 1040 (ar Form 1040N|{n
box T instrections on this page. Corporations, fiducianies, or partnerships must _ _
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Standard eFiling pricing https://partner.aatrix.com/sage100

*  Unemployment, Withholding and New Hire —$7.95/form*
=  Forms with Employee List — Unemployment & New Hire — $7.95 plus 0.25 per employee*

W-2 eFiling pricing

®  Online W-2 eFile Service $0.99/employee* - W-2s are eFiled to the appropriate State and Federal
agencies. Employees are provided W-2s electronically only via a secure website allowing for immediate
access.
=  Complete W-2 filing service is available for $1.99* per employee
0 Employee W-2s printed, and mailed by the eFile Center. This also includes electronic
W-2s for employees.
O eFile Federal W-2s and W-3
O eFile State W-2s and required reconciliation form. *eFile supported Localities.
0 Print Employer copies

ACA eFiling pricing

= Complete ACA filing service is available for $1.99* per employee
= Employee 1095-C/Bs Mailed
= Employee 1095-C/Bs Hosted Online
=  Federal 1095-c/Bs & 1094-C/B Filed to IRS
= ACA Filed with W2 Complete eFlle Service is available for $.99* per employee

1099 eFiling pricing http://aatrix.com/1099-efiling-service/more-information/

» Federal & State 1099 eFile Service $0.99/recipient™ - eFiled to Federal and State agencies
= Complete 1099 filing service is available for $1.99* per recipient
O Recipient 1099s printed, and mailed by the eFile Center. This also includes electronic
1099s for employees
0 eFile Federal 1099s and 1096
O eFile State 1099s and required reconciliation forms
O Print Payer copies

* Prices subject to change
Unlimited eFiling Package Pricing for Sage Customers Current package pricing can be
found at https://partner.aatrix.com/sagel100 or Call Aatrix Sales team at 800-426-0854.
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How to eFile Accounts Payable and Payroll forms

The eFiling process is powered by Aatrix. When the eFile option is selected, the login screen below
displays. One-time enrollment is required. Enroliment can be accessed from within Sage 100 or
directly at https://sage100.aatrix.com/pages/Public/PublicMAS026.aspx Note: There is no charge
for creating an account.

Eﬁ Aatrix Secure eFile - Login ;Iglil

Secure eFile Login

Username I Eorgot your login?
Password I

Login [~ Remember Me

Copyright @ 2010 Aatrix Software. All rights reserved.

When the Login button is clicked, User Information is displayed. If any of this information is
incorrect, you can click the Click here link to access Aatrix's website

f'i Aatrix Secure eFile - Enrollment Information il

Enrollment Information
This is the information currently on file for your user and the taxpayer specified. To
change enrollment information, click here.

Preparer: 951234567 SAGE SOFTWARE

Contact: GINA THOMPSOM

Address1: 6561 IRVINE CENTER DRIVE

Address2:

City, State, Zip: IRVINE, CA 92618

Email: financials.na@sage.com

Phaone: 8008543415

Taxpayer: 951234567 SAGE SOFTWARE

Addressl: 6561 IRVINE CENTER DRIVE

Address2:

City, State, Zip: IRVINE, CA 92618

Email: financials.na@sage.com

Phone: 8008543415

Back Meaxt
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After you have verified the information and clicked Continue, the Pricing screen displays. The
pricing displayed is specific to this filing.

ﬂ;ﬁnatria Secure efile - Pricing ] 4

Pricing Information

The filing submitted is subject to the following charge(s). If you accept charges, a receipt
will be emailed to you upon completion of this filing. Mo charges will be put on your credit
card until you complete and SUBMIT your filing. Click Next to accept charges.

27 employees at $1.49 (Fed, State, and Employee Copies) £40.23
Total 540.23
Back | Next |

The next screen allows you to choose the W-2 submission dates. This allows you to indicate when you
would like your Employee, Fed and State W-2s to be mailed. This screen automatically defaults the
employee copies to be mailed on the earliest possible date. The Federal and State copies are defaulted
on the last possible date so that you can make free and easy corrections if necessary.

= IMPORTANT! Once the Federal part of the filing has been processed, you will have to complete
W2-C’s for an additional charge.

< Aatrix Secure eFile - Choose W-2 Submission Dates [TEST]

Choose W-2 Submission Dates

Please choose when you want your employee, federal, & state W-2s and W-3s mailed or
electronically filed. If you choose an earlier filing date and your filing gets processed, you
will b2 required to file W-2Cs. We strongly recommend that you choose to have
the eFle Center HOLD your Federal and State W-2s & W-2 filing until just prior
to the due date. This will allow you to make easy and FREE last minute corrections
before your selected filing period.

Your employee eW-2s access letters will be available upon completion of this filing.
‘Your employee copies will be mailed no later than: | Dec 21

Your federal W-2s and W-3 will be filed as soon as possible. %

Your state W-2s and W-3 (or reconciliation) will be filed between:  Feb 7-Feb 13

NOTE: Electronic filing deadlines may be later than your paper filing deadlines.

| Back | Mext

86 of 93



eFiling and Reporting for Sagel100

Next the payment screen displays. Aatrix will only accept major credit cards for eFiling charges.

& Aatrix Secure eFile - Credit Card [TEST]

Credit Card

Please enter information about the credit card to be used to pay Aatrix eFile charges. No
charges will be put on your credit card until you complete and SUBMIT your filing.

*Card Mumber: |)O<)000000<)00(4593 *Expiration: IOC! 'I,-"|2D‘15 'I

*Cardholder Name: |GINA THOMPSON

*Address 1: 5561 IRVINE CENTER DRIVE
Address 2: |
“City/State/Zip:  |IRVINE .lca x| |a2618

* Required Information

[¥" Remember billing information Back Next

The confirmation screen displays details of the filing including the taxpayer information. No
charges will be charged to the credit card until you hit the Submit button.

#iR Aatrix Secure efile - Confirmation [TEST]

Confirmation

Your filing has been successfully uploaded. No charges have yet been applied. To
complete this filing, press SUBMIT.

Company Name: SAGE SOFTWARE
Form MNarme: W-2 (USs)

Filing Period: 01/01/11 - 12/31/11
Company EIN: 197878988

Address: 6561 IRVIME CENTER. DRIVE
City, State, Zip: IRVIME, CA 92618

Invoice Amount: $59.85

This filing contains information for W-2 federal, state, and employee filings. We will
file your W-2 and W-3 forms with the SSA, print and mail employee copies for you,
and send relevant state W-2 information to AZ.

Back |  Submi
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Aatrix Secure eFile - Complete [TEST]

Complete

Your filing has been successfully received for processing, and you should receive a
confirmation email shortly. If you do not receive the confirmation email, you can view
your confirmations online by logging into https://sagel00erp.aatrix.com.

Email sent to: financials.na@sage.com

GFID*: 1116130 )

*The AFID (Aatrix Filing Identifier) is a number assigned to your submission for tracking
purposes. Please write this number down. Refer to this number when contacting the eFile
Center with questions about your submission.

Close

Login to Aatrix eFile Center

When the eFiling process is complete, an email confirmation is sent and this next screen displays
your AFID or Aatrix Filing Identifier. This number is assigned to the filing for tracking purposes. You
will need the AFID number, if for any reason you need to contact Aatrix regarding this filing.

https://sage100.aatrix.com/pages/security/loginenterusername.aspx?v=MAS026 to view, track and

access eFiled reports by client:

) Aatrix eFile Center
Home Companies Inbox  Calendar m Pricing Caontact Us

Click on a calumn heading to sort grid cantents

Afid - Status Submitted  Taxpayer Form Period
558650 OPEM 1211311 951234567 SAGE SOFTWARE -2 (US) 2011

sagesupport Log Out

Payinerit
[iA

Emiployees

28
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Deleting Filings

If there is an error with your filing and the status of the filing is open, it can be deleted:

%) Aatrix eFile Center

At =~ Statis subiiied  AF|D 558650 X Bt Eibovies
S§S0B50 OPEN 1211311 A

Taxpayer 9571234587 SAGE SOFTWARE

Farm. W-2 (US)

Penod: 2077

Employees: 28

Payment )

Hank Account

Foute Murmber

Check Number:

Submissions
Federal
State

Ermplayee

No joba curently exial under this AFID
‘b s page

! AFID 558650 xOT

Delete Filing

WARMIMG: Deleting this filing will cause it to not be
processed by the eFile Center. Continue?

Taxpayer: DET234567 SAGE SOFTWARE
Form: W2 (LIS

Feriod: 2077

Status: CORPEMN

Employees: 28

Fayment: AU

Bank Account:
Route Mumber:
Check Mumber:

Submissions
Federal:
State:

Employee: Ea|

Note: You will receive a confirmation email of your filing deletion request.
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Viewing Forms Previously Printed, eFiled or Saved as Draft (kB ID 37617)

In Accounts Payable, select History from the Form type dropdown in Form1099 eFiling & Reporting
and click Accept.

= Form 1098 efiling and Reporting

FomtolUse | Hew -

Faitn Type _

Dpsions :

Verdor Tepe loPrnt | A8 Topes - Bnaem T Paymend o

TS Calersdat ‘Yo 3 =

CM - - - - . - . -

i e R 137070

Mddrean S5 M ain Sheed Tekephuone [E00) B54-2415
1 - i [

Lty [Fvwen

Stabe o4 JF Code  |92512

eciuly Cpeny j X

Wendo Husbed ] =

Aty | diecep! ] Cancel ]_'@‘
| — e A

In Payroll, select Existing Reports in Federal or State eFiling & Reporting and click Accept.

TR I=IEY

Fg"‘;g;:::ioni _Form 1D | Form Diescription

() State =

(3} Existing Repaorts |
Repotting— —————————————

Period

‘rear 2011

Quarter 4 =

«| | »

Compary

Mame eFiling Test Company Federal ID Mo. | 95-1234567

Address BEET Irvine Center Driver State 1D Mo.

Telephone [B00) 854-3415

City Irvine Fax

State E ZIP Code Trade Mame |

Selections All Starting Ending 2 and Box 14 Selections

Kind of Employer M =Mone Apply ﬂ|

Defto | | Mizc Earnings Code 1 :I - Mizc Deduction Code l:l b

Employee No. 0o | - ZZZZZZZZ' I Misc E amings Code 2 :I .~ Misc Deduction Code l:l -
Accept Lancel -
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Saved history files are encrypted and can only be accessed through Sage 100. Select the applicable
form and click appropriate button to View/Print, Edit or Remove.

You can also access the Company Setup Wizard by clicking Setup button.

5 0pen Report H=

i/ Frint | Edit | Remowe | Setup... | Q_)
—Tlane | Type | State | Period | Status | Details | Date Saved - |
\A-"-2M-3 W2 2011 Record Click Wiews for details... 124772004 2.46:3...

O 4 DUA Ul4wFT-UHI Report State/SUTA | kA 2011 32 Diraft 3 employees 12/4/2014 4:46:03 .

O 941 /5chedule B/941 Report Federal 201 32 Frinkghd ail EA9/2004 13340 ..

O 3941/5chedule B/941- Report Federal 2011 Q2 Record B/8/2014 34721 AM

O L& LDOL ES4 BCART eFile Rep...  SUTA LA 2011 32 Diraft 1 employes 472202014 5:45:39

O w-z2me-a W2 2011 Diraft Click Wiews for details... 4/14/204 25038 ...

O 941 /5chedule B/941 Repart Federal 2011 a1 Frintghd ail 32014 11:23:0..

O P& Pasw3 Report State P, 201 1 Record 1430720014 1:23:20 ...

O P& Pasw3 Report State P, 2011 a1 Record 1/29/2014 3:11:48

If Details section says “Click View for details..”, after clicking View/Print the following window will
open. In this Past Actions window, you will see specific details of all actions included when printing
W2/W3'’s.

¥ Past Actions = | =) I\
# | [ ate-Time | Action Type | Filing Type | S ap— | Employees | Farm |
1 04414/2014 14:50  Filing Federal W 17 Federal w2

Federal W-3
State [Pennaylvania) eFile (4FID 13065... 2 P& REV-16E7 REFORT
Local [PA ACT 32 Ber...  eFile [(AFID 13065.. 0O P EIT Annual Berkheim R...
Employes eFile [AFID 13065... 17
Employer Priritkbd ail 17 Employer -2
2 zer Edit
3 Uzer Edit
4 121720141446 Comection Federal eFile [AFID 15153... 0O Federal -2
Federal W3
Employer Skipped 0 Employer W-2
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Who do | call for Support?

= For questions regarding the Payroll and Accounts Payable data automatically populated on the
forms, contact Sage 100 Customer Support at 800-854-3415 (M-F 6am - 5pm PST)

= For questions regarding forms that have already been eFiled or in the process of being eFiled,
contact Aatrix eFile Support at 701-746-6814 (M-F 8am — 5pm CST) or email
helpme@aatrix.com with your EIN or AFID in the subject line. Live chat is also available at under
the Help section at sage100.aatrix.com

= For questions regarding Aatrix enrollment, billing or pricing visit
https://partner.aatrix.com/sage100 or call 800-426-0854.

Additional Resources

» Sage Support Portal: www.Support.NA.Sage.com — Knowledgebase articles & downloads

» Sage University: www.SageU.com — Anytime Learning courses
TIP! Search Sage 100 eFiling or Sage 100 Period and Year End

» Sage City Year End Center: http://sagecity.na.sage.com/yearend/ - Click Sage 100
to access Interactive Year End Checklist, Year End videos, and much more!
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Knowledgebase Articles

Please reference the following Knowledgebase (KB) articles via the Sage Support website at
https://support.na.sage.com or click links below, for more information.

KB ID:

KB ID:

KB ID:

KB ID:

KB ID:

KB ID:

KB ID:

KB ID:

KB ID:

KB ID:

KB ID:

KB ID:

KB ID:

KB ID:

KB ID:

KB ID:

KB ID:

18851

20022

26182

27107

62495

19289

26156

52376

49809

56085

24123

40509

25696

49810

31378

26338

56598

How to install, activate, update, and uninstall eFiling and Reporting

Unable to activate eFiling after installing updates or “Demo” prints on eFiling forms

How to email W2s and acknowledge W2 Electronic Consent form

How to Print 941 & Schedule B form

How to setup ACA (Affordable Care Act) in Sage 100

How to report Employer-Sponsored Health Care coverage on the W2 form

How to Merge Payroll Data Files in eFiling & Reporting

How to print Federal and State Tax Forms

How to Setup Paperless Office to save your Period/Year-End Reports in Sage 100

How to Reconcile Payroll Tax forms & Reports

How to Set up and Process Fringe Benefits

How to enter or change State & Local Tax ID #'s on Payroll Tax Reporting Forms

How to assign & print Pennsylvania PSD codes

Year End processing resources for Sage 100

How to Reprint or Submit a Corrected 1099 form

How to Print Child and Dependent Care in Box 10 on W2 form

How to Print Foreign Addresses on W2 and 1099 forms
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