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Chapter 1: Introduction

Tax Forms and eFiling

Through our partnership with Aatrix Software, a leading provider of online filing for payroll and tax forms,
you now have the ability to print or electronically file your year-end and quarterly government forms. Aatrix
generates state and federal reports using information extracted from Payroll, Accounts Payable, and
Property Management.

In Aatrix you can select to print and mail the forms yourself, eFile your forms, or have Aatrix print and mail
them for you.

= Learn more about Aatrix options

= Learn more about printing forms with Aatrix

You can review and edit the reports on screen, then print and mail or eFile the forms.

You can process:

= Payroll forms 941, W-2, W-3, and forms for all 50 states

= 1099 forms from Accounts Payable and Property Management
= Quarterly reports for all 50 states

= Canadian T4 and T5018

NOTE: Aatrix tax forms and eFiling are available in Sage Timberline Office 9.7.0 and later.

Things to Know Before You Begin

= You can complete the Aatrix enroliment form now or after you complete your processing. You will not be
able to eFile until you have enrolled with Aatrix. See “Aatrix Enroliment” on page 4.

= You may need to manually adjust some settings in third-party firewalls to ensure you receive the Aatrix
form updates. For additional information, refer to Knowledgebase article KB1377: How do | configure my
Firewall or Proxy Server so | can download and install eFile and Reporting Updates?

= You can save reports in progress, then come back to work on them at any time.

= Modifications you make to forms and information in Sage Timberline Office are reflected in Aatrix forms.
= Changes you make to reports and data in Aatrix are not written back to Sage Timberline Office.

= Electronic filing can take up to two days, so schedule accordingly.

= You must have an Internet connection in order to eFile with Aatrix.
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= We use a variety of terms for your tax ID number in the software and in this manual. For the US, these
include Federal Employer Identification Number (FEIN), Employer Identification Number (EIN), and
Taxpayer Identification Number (TIN). For Canada, this includes the Canadian tax ID and account
number.

If you are closing the year:

= Close the year in Sage Timberline Office. See the 2011 Year-End Procedures Guide for assistance with
closing the year in Sage Timberline Office. After you have completed closing the year, you can edit,
print, or eFile tax forms using Aatrix.

= Canadian users should first refer to the 2017 Canadian Supplement as well as the 2011 Year-End
Procedures Guide. For instructions on generating T4s and T5018s for eFiling, see “Chapter 6: Canadian
Tax Forms,” on page 54 .

= Back up your Sage Timberline Office files before you begin.

Getting Help

Here are some helpful tips to keep in mind while processing your tax forms:

Access the Customer Portal

You can log onto the Sage Knowledgebase 24 hours a day, 7 days a week for solutions to over 8,000 Sage
Timberline Office topics as well as software alerts, notices, release guides, and year-end information. This
is the same online tool our support staff uses when responding to calls from service plan customers.

To access the Knowledgebase, log onto https://customers.sagenorthamerica.com.

After you log onto the Sage Customer Portal, click the Knowledgebase Search link and type a keyword
search or click Advanced Search for additional search options.

For more information about 2011 year-end processing, subscribe to Knowledgebase article KB2011. We
will post information and articles about 2011 year end as they become available. By subscribing, you will
receive email notification each time we post new information.

Follow the steps below to create a new Knowledgebase subscription.
a Perform a search to locate the article you want to subscribe to.
b Inthe list of returned articles, click Subscription next to the article you want to subscribe to.

¢ Enter or select the following information:

Name: Accept the default name suggested by the Knowledgebase or enter your own name.
This will be the subject of the email you receive when the article is updated.

Notification On: Select Any Change, Deletion, or Modification. The Any Change option
includes notification of deletion and modification edits.

Frequency: Select Daily, Weekly, Monthly, or On Every Event.
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Expires: Select Never, After One Week, After One Month, After Six Months, or After
One Year.

Comments: Enter any comments that are helpful to you. These comments will be included
in the email you receive when the article is updated. You might find it helpful to make a note
to yourself here about why you subscribed to the article.

d Click Save Subscription, and then click [Close].

Review your support call activity, update open tickets, submit a new ticket, or add a note to an existing
support ticket. Customer Support is available to respond to online inquiries between 6 a.m. and 5 p.m.
(Pacific time), Monday through Friday. For international customers, Customer Support will respond
between 8 a.m. and 5 p.m. (GMT + 10:00), Monday through Friday.

If you cannot find the answer to your question in the Knowledgebase and your service plan provides online
technical support, submit a new support ticket on the Sage Customer Portal. After you log onto
https://customers.sagenorthamerica.com, click Self Service > My Requests. Under Create, click
Customer Support Ticket, enter the details of your question, and submit the form.

Live Chat - New

If your current service plan includes telephone support, it also includes Live Chat support. It is easy to get
started; after logging onto the Sage Customer Portal at https://customers.sagenorthamerica.com, click
the Support tab and then click Live Chat to chat online with a Sage Timberline Office support analyst
during regular Sage business hours. This is a great option for those quick questions.

Phone Support

If you prefer to speak to Sage Timberline Office Customer Support, call 800-551-8307. Support hours are
Monday through Friday from 6 a.m. to 5 p.m. (Pacific time).

Holiday Schedule

During the holiday season, Sage will be closed on the following days:
= Monday, December 26, 2011, all day.

= Tuesday, December 27, 2011, all day.

= Monday, January 2, 2012, all day.

During year-end, Customer Support receives a greater number of calls than normal. We thank you in
advance for your patience during this busy time. Off-peak hours in the support center are after 2 p.m.,
Pacific time.

Special Note

If you need to contact Sage, you should know your software version. To determine which version of the
software you use, select TS-Main:Help > About TS-Main.
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Upgrading Your Service Plan

If your service plan does not provide online technical support, you can add or upgrade a service plan by
calling 800-858-7098.

Training to Help With Year-End

For additional assistance with year-end processes, register for the Year-End Procedures Anytime Learning
subscription or Realtime Learning course. For information about these online year-end training
opportunities, visit Sage University at www.SageU.com. Select Sage Timberline Office as your product
line, then select Product Training > Year-End Procedures.

Anytime Leaming offers over 20 pre-recorded lessons that are easily accessible, and ready when you are,
wherever you are. Each 10- to 20-minute lesson includes guidelines and step-by-step demonstrations of a
specific year-end task. You control when you want to view a lesson, and you can pause, rewind, play,
fast-forward, and repeat parts of a lesson as needed. Anytime Learning is subscription-based, so all
employees in your company can participate whenever they like — separately or simultaneously —and
access all sessions as many times as needed. All you need is a computer and a high-speed Internet
connection.

Realtime Learning puts you right in the classroom without ever leaving your desk. You participate with an
instructor, in real time, with your peers. The instructor interacts with participants, answers questions, and
clarifies concepts and procedures. Participants also benefit from the questions and discussion offered by
other class members. This is a two-hour class, offered at a specific time. You join the class from your
location via the internet.

You can also contact your Sage business partner to find out if local year-end training is available in your
region. Contact Sage directly by phone at 1-877-724-3285 or by email at traininginfo. CRE@sage.com to
request additional information about training options.

Aatrix Enroliment

Complete the short enroliment process and you're ready to eFile in minutes. If you have not already
created an account with Aatrix, you will be prompted to enroll when you attempt to eFile your forms. For
convenience, you can enroll before you begin.

For more information about enrolling with Aatrix and setting up an account for eFiling, visit

https://efile.aatrix.com/.

For more information about Aatrix fees, visit https://partner.aatrix.com/index.php/sagetimberlineoffice.

1 Click Enroll to create your eFile account.
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T Aatrix Secure eFile - EIN NOT ENROLLED! M=

EIN 971295748 Not Enrolled

This Taxpayer EIN is not enrolled with the eFile Center!

You may do one of the following:

Select Enroll and you will be transferred directly to the enrollment site. Enroll this

Taxpayer EIN. Close the browser window, then choose I have enrolled and have my
Login ID.

Select Cancel and enroll each Taxpayer EIN at hitp://efile.aatrix.com/enroll.aspx. Go to
your accounting software again, select your form, and eFile it.

Enroll | have Enrolled and have my Login 1D Cancel

2 You are directed to the efile.aatrix.com site. Click Enroll Now! to begin.
3 Enteryour information in the Aatrix eFile Center to set up an account with Aatrix. Click [Save
Changes] to create the account.

[ﬂ NOTE: If you'd like to receive automatic text message notifications of important filing dates on your
mobile device, add your mobile information and select the Click here to accept SMS/Text alerts
from Aatrix check box.

4 Configure your Aatrix account after creating it:
a Click on the Pricing tab and select your desired eFile package.

b Onthe Companies tab, verify the company and contact information is correct, and then click print

eFile authorization form. Print, sign, and fax the authorization form back to Aatrix to complete the
enrollment process.
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After you, the taxpayer's authorized representative, complete the on-line enroliment, Aatrix will send an
acceptance letter via email that will confirm the User ID and Password. Afthough you, the taxpayer's
authorized representative, will be allowed to eFile federal, state, or local reports and
payments as soon as the on-line enroffment is completed, the Aatrix eFile Center cannot
process any transmissions until a signed Authorization Form has been received.

Taxpaver Authorization

The undersigned taxpayer's authorized representative hereby appoints Aatrix Software, Inc. as
their reporting agent with authority to sign and file reports and/or payments to federal, state, or
local agencies by manual, electronic, paper, magnetic media, or any other commercially accepted
method for this taxpayer. I certify that I have the authority to authorize Aatrix Software, Inc. to
sign and file/transmit reports and/or payments for this taxpayer.

1 hereby authorize the appropriate agencies to disclose information to Aatrix Software, Inc. as is
necessary to discuss filing or account information relating to the reports or payments transmitted
by the Aatrix eFile Center on behalf of the taxpayer. I certify that I have the authority to authorize
the disclosure of the taxpayer's filing data. I understand that this authorization does not absolve
the taxpayer of the responsibility to ensure that reports are filed and all taxes are paid on time.

This authaorization shall be in effect from the initial enrollment date and shall remain in effect until
Aatrix Software, Inc. has received written notification from the taxpayer's authorized representative
of the termination of this authorization or Aatrix Software, Inc. notifies taxpayer that Aatrix is no
longer willing or able to act in such capacity.

Taxpayer's Name: Managed Rite Construction
Taxpayer's FEIN: 971295748

PLEASE BE SURE TO SIGN
THIS FORM BEFORE FAXING!

Preparer's Name: Managed Rite Construction To print this form, click Send to Printer
Preparer's FEIN: 971295748

Signature of Taxpayer Date:

Type or print name and title: Denise Johnson w

c Click Add Bank Account. Add your bank account information if you intend to use the service to
make liability payments. This is optional.

d Click Update Filing States and add the states where your company files taxes.

e Inthe Additional Agency Requirements section, click apply to create Personal Identification
Numbers (PINs) for the states where your company files taxes.

5 After enroliment is completed, remember to sign and fax your Print Authorization Form. Click Log
Out.

With your Aatrix enrollment complete, you can select the option to eFile any of your completed forms.
Simply fill in your username and password to log in the next time you complete a tax form in Aatrix.

Forms Update

You may receive a prompt to update tax forms when you open the eFile and Reporting window from
Payroll, Accounts Payable, or Property Management. To ensure you are always in compliance with the
latest federal or state mandated changes, select [Automatic Update].

[E NOTE: You may need to manually adjust some settings in third-party firewalls to ensure you receive
the Aatrix form updates. For additional information, refer to Knowledgebase article KB1377: How do |
configure my Firewall or Proxy Server so | can download and install eFile and Reporting Updates?

Aatrix continually updates all forms with any changes such as calculations, rates, or filing dates to meet
compliance standards. If you have expired forms or if an updated version of Aatrix is available, you will
receive a prompt to perform an update when you open Aatrix.
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Aatrix will also prompt you to update the forms on the 20th of the month on the completion of a quarter. For
example, for the first quarter of the year, Aatrix will ask to update on the 20th of March.

You have the option to click [Automatic Update] if your computer is connected to the Internet.

F . |

! \ Aforms update is required to make sure you hawve the latest forms.

o

Automatic Update

Download Update

Continue Expired

LIpdate farms automatically ower the Internet.

pdate farms by manually downloading an update from any computer
with an Internet connection,

Caontinue processing without the required update. Faorms will e
marked as expired and cannot be filed.

Cancelwithout processing forms.

If your computer is not connected to the Internet, click [Download Update] to display instructions on how
to download the updated forms to a computer with Internet access and then transfer them to the computer
where your software is installed.

If your service plan has expired, you can click [Continue Expired]. You are still able to retrieve, review,
and print the forms you need from your software program but you are not able to file the forms. An
EXPIRED watermark appears on the report printouts and the eFile command is also unavailable.

Aatrix lists the forms that will change each time you update.
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%) Aatrix Update Client - Update List‘ =

' Go Green!

PR By

The following iterms are new or out-of-date and will be updated.

Frogram Files -
Federal Forms

Alaska Forms H
Alabama Forms

Arkansas Forms
Arizona Forms

Califarnia Forms
Colorado Forms

Connechicut Forms

District of Columbia Forms

Delaware Forms

Flarida Farms

Georgia Forms -

et » Cancel

Click [Next] to begin the forms update. The Aatrix update client notifies you when the update is complete.
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Generating W-2s for eFiling

This section leads you through the steps to generate W-2s in preparation for eFiling or printing your forms
using Aatrix services.

Before You Begin

= The changes you make to W-2s in Payroll: Tools > Modify Forms > W-2 Forms are reflected in
Aatrix W-2s. For more information about W-2 forms, see Modifying W-2 forms in Payroll Help.

= Changes you make in Aatrix are not written back to Sage Timberline Office.
= eFiling can take up to two days, so schedule accordingly.

= Back up your Payroll files.

IMPORTANT: Foreach Federal Employer ID (FEIN), you are allowed to file W-2s only once.

If you will be processing multiple runs for W-2s (for example, if you have different business sites with
different payrolls), be sure to select "Yes, | use multiple Payroll data files for this (EIN)" in the Federal
eFile and Reporting window.

You can combine multiple payroll data files into one. See “Merge Multiple Payroll Data Files.”

TIP: To eliminate running reports for employees with zero taxable withholding when you generate W-
2s, set the Employee minimum amount to .01 in Payroll: Tools > Modify Forms > W-2 Forms.

Special Situations in Payroll

For the most common workflows, your Payroll data appears automatically in Aatrix. If you have the

following situations, you will need to make adjustments to the program:

= Multiple Local Taxes: You can set up multiple taxes in the State and Local Taxes window. See
page 16.

= Local tax settings from the Payroll W-2 Form Setup are not transferred to Aatrix. You can link local
taxes to tax descriptions during setup.

= Formulas: You can use a formula to link multiple Payroll tax IDs to one tax description.
See page 12 for more information.

= Third-Party Sick Pay: If you have any employees who had federal income tax withheld on third-party
sick pay, you can enter the amount when you set up your W-2s in Aatrix.
See page 9 for more information.

2011 Tax Forms and eFiling Guide Page 9



Chapter 2: Payroll W-2s

Multiple Payroll master files: You can merge multiple payroll data files. See “Merge Multiple Payroll
Data Files,” on page 19.

Multiple FEINs: You may have two or more FEINs, but only one Payroll master file. See step 1 on
page 15 for more information.

New Jersey Private Family Leave and Disability Insurance: The state of New Jersey has special
reporting requirements for W-2 reports. If you generate W-2 reports for the state of New Jersey, ensure
you set up your system to meet these requirements. See “New Jersey Private Family Leave and
Disability Insurance,” on page 24 for more information.

Ohio School Districts: If you generate W-2s for the state of Ohio, you can link the appropriate tax ID
to each School District in the Link Manager. See "Ohio School Districts" on page 14 for more
information.

Select a Report

1

Open the Federal eFile and Reporting window by selecting Tasks > Federal Reporting > Federal
eFile and Reporting.

Update Forms - You may receive a prompt to update tax forms when you open the eFile and
Reporting window. To ensure you are always in compliance with the latest federal or state mandated
changes, select [Automatic Update]. See “Forms Update,” on page 6 for more information.

Payroll Master file selection - If your system is set up to use multiple Payroll master files, you will be
prompted to select the one you want to work with now. You have the option to merge Payroll master
files in a later step. See “Merge Multiple Payroll Data Files.”

The first time you open the Federal eFile and Reporting window, you can select which report and
which year or period to generate.

The next time you open this window, you can select whether to open a saved report for editing or to
generate a new report.
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Federal eFile and Reporting

Select the report you want to generate using Aatrix® Payroll Reports. The purpose and nature of
the report will appear in the Description area and appropriate controls will appear based on the
report highlighted.

When finished with your selections, click [Next).

Select a report Description

2010 940 Report - Use this form to process W-2s/W-2
2010 943/943-A/943-V Reports B

2070 944/344-V Report

2010 945/945-A/945-V Reports c

2011 941/Schedule B/341-V Report
2011 941-X Report
2011 W-11 Report

2011 W-4 Report l—_,
2011 W-5 Report 5 Year [N ~

Link to... | < Back | MNext = Cancel |

<

Inthe Federal eFile and Reporting window, select the report you want to generate and the year or
period for the report.

3 Link Manager - Federal and State payroll taxes provided by Sage are already associated with
corresponding descriptions. In some instances however, you may have tax descriptions which are not
yet assigned to tax IDs.

For example, you may have multiple payroll calculations for state unemployment insurance or state
disability insurance.

Click [Link To] to assign each tax description to a tax. Locate the tax description, then select a tax from
the corresponding box in the Link to column.

For example, if you set up a tax ID in Payroll called ORTRANS to report local transit taxes in the state
of Oregon, you can associate the tax ID with the local Transit District used for the quarterly reporting.
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State | Tax Description
OH South Solon (RO7E5R)

OH Tontogany (RO734R)
OH Strongsvile (ROT30R)
OH Sunbury (ROT79R)
OR Transit District LTD

CR Transit District Tri-Met (ORTDLTD - Oregen Transit Dist LTD (Tax i

PA Lancaster County Earned Income Tax

PA School District of Pittsburgh Earnings Tax
PA City of Pittsburgh Resident Earnings Tax

PA City of Philadelphia Mon-Resident Wage Tax
PA Erie Earned Income Tax

PA City of Pittsburgh Mon-Resident Earnings ...
PA City of Philadelphia Resident Wage Tax

I;I'_I;I‘_I;I‘_I;I‘_JI‘_I;I'_I;I‘_

RI Employment Security Assessment

[ﬂ NOTE: The Link Manager window will not appear if all tax descriptions have been assigned a tax.
You can modify assignments after the initial setup in the Federal eFile and Reporting window.

Link multiple tax IDs - If you have multiple tax IDs set up to withhold taxes for a single local tax ID,
you can create a Public formula in Payroll that lists the tax IDs. The formula will appear as a selectionin
the Link Manager window.

For example, if Detroit, Michigan has different tax rates for residents and non-residents, you may have
set up two tax IDs for this situation.

a Create a new user formula in Payroll: Tools > Formulas > [New].

b Click [Index] and select PR - Tax.

¢ Enter the formula "AATRIXTAXID(your local tax ID 1, yourlocal tax ID 2, etc.)." For our example, we
entered "AATRIXTAXID(MIDETRES, MIDETNR)." Click [OK].

[ﬂ NOTE: You must enclose tax IDs with commas inside a square bracket (for example, [xx,xx]). For
more information about using local tax formulas with the W-2 eFile and Reporting feature, please
refer to Knowledgebase article KB4320.

d Enter a name for the formula that makes sense to you. For our example, we used MIDETROITTAX.
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- "

Public Formula Entry EI@

PR - Auto Ot Table

To enter a formula, uze the kevboard to type operators,
constants, and function names. Toinclude a field in a
formula, press TAB to uze the selection list or click on
the lizt with the mouze.

"AATRIXTAX | D[MIDETRES ,MIDETHR]" “ | [l Department

- Certified Class —
Save Public Formula &lg Certified

Union (D

Urion Local

Farmula narme  [MIDETROITT A Urion Class

Shift

Day of Week 57

lnde:-:...l Eind |I:Ip:|er...|

ok I Ear‘u:ell Help I

ok I Eancell Help I

e When you open the Link Manager window, your formula is available for selection in the Link to drop-
down.
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»

State | Tax Description
MI Tonia (IOM)

MI Portland (POR)
MI Detroit (DET)

MI Jackson (JAC)
MI Saginaw (SAG)

L

MI Grand Rapids (GR)
MI Lapeer (LAP)

ML | Walker (WALK)

MI Grayling (GRA)

MI Muskegon (MKG)
MI Springfield (SPR)
MI Hamtramck (HAM)
ML |Flint (FL)

MI Cities Tax

P 2 P2 e (R

A

[ﬂ NOTE: Ohio School Districts - In the Link Manager window, select OHSWH - Ohio SWH (Tax)

4

in the Link to column for each Ohio School District you need to report.

The W-2 Format Selection window appears next if you have more than one W-2 format set up in
Payroll: Tools > Modify Forms > W-2s. Select the W-2 format you want to use for this report. Click
[Next].

Select the employees you want to include in this report.

You can select multiple employees from multiples states to include in this run. If desired, select a range
of employees by holding the SHIFT key and scrolling through the list.

You can also make multiple selections in the list by pressing the CTRL key while making your
selections.

Click [Next].

Click [Generate] to open the W-2 Setup Wizard. If you have already set up your W-2 report, you will
not see the wizard.
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W-2 Setup Wizard

The first time you generate a W-2, a wizard opens to help you set up your report.

/| W-2 Setup Wizard ?)

We noticed that you have not processed any W-2s for the current filing year.

Before you begin filing your W-2s, would you like to do any of the following?

I._?_.' | wantto 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 employees.

(@) No thanks, start processing my W-2/W-3s.

MNOTE: 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 [ MNext = ] l Cancel ]

e — e

1 You can select whether to test drive the system or generate reports for printing or eFiling. You will find it
useful to run through the process in "test drive" mode before printing your final forms.

[ﬂ NOTE: Noinformation is saved after you print your forms in test drive mode. Do not use the test
drive mode when processing your final W-2 run.

Click [Next] on each window to proceed through the wizard.

2 Verify your Federal Employer Identification Number (FEIN). If you need to change your FEIN, open
Payroll: Setup > Taxes > Tax Group > Federal tax level > Employer ID.

If you have more than one FEIN, but only one Payroll Master file, you can select which employees to
include for each FEIN. Repeat the process in this section for each FEIN you will use to file W-2s.

3 The Company Information window displays information included on the forms you are reporting.
Verify that all information is correct and enter missing information.

[ﬂ NOTE: You can open the Company Information window if you need to make changes to your
information at a later time:
o Click [Setup] in the existing Reports window.
« Whenyou are in the Forms Viewer or W-2 grid, open Edit > Update Company Information.

Click the Help icon ¥ for more detailed information about what to enter in each box in this window.
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\ﬂ Company Information L)

Company name:  Timberline Construction

Trade name: Timberline

Address line 1: P.O. Box 728

Address line 2: 15195 NW Greenbrier Parkway

City: Beaverton State: OR ZIP code: 97006
Phone: (503) 690-6775 Ext: Fax:
Contact name: James Calgon Title:  CPA

| Contact phone: (555) 555-5555 Ext 55 Email: jcalgonj@timberline.com

Contactaddress: 15195 NW Greenbrier Parkway

< Back [ MNext = ] l Cancel ] l

L= ] —

4 Select whether you are preparing the report for your company or a third-party, paid tax preparer.

If you select the second option, a window appears in which you can enter your tax preparer TIN and
other information for inclusion on the final report.

5 Inthe State & Local Tax Items window, you can assign the correct tax account number and add all
state and local taxes that need to be reported on your W-2 forms. If you have already completed a
federal or state tax form, the items may be already filled in.

o Click [Remove] to delete any taxes that you do not want to print on the W-2s.

o Click [Edit] to change the items already listed and [Add] to set up new tax items. The text on the
window tells you the correct format. Click the Help icon ©fora complete list of formats.
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6

| 7| W-2 Setup Wizard

£

State Tax ltems

State  Tax Name
OR State Unemploymen
OR State Withholding

Local Tax tems

\ﬂ State & Local Tax ltems

State Tax Item

=)

State:

Tax

Tax account

State Tax Mame
OR WBF Assessment - B
OR Transit District Tri-M

Click ? or press F1 for help on tax account number

L2

IWA (Washington)

]

[State Unemployment

=

456789-12

To the right of the number input bax, click the dropdown button
and choose the proper format. The number may be formatted as
123456-12 or 123456-12-1.

o ][ cancel ]

L2

Properly formatted tax account numbers are required for W-2 reconciliation and year-end forms. Avoid rejected forms and eFiles! MOST
filing errors are due to incorrectly formatted withholding or unemployment account numbers.

Add

Edit...

Remove

———————————————

Add

Edit...

JHE | Ukt

Remaove

[

< Back

I

MNext >

Cancel

-

W

In the Multiple Payroll Data Files window select whether you want to merge multiple payroll data files
in this report. Use this feature if you have multiple payroll data files. For example, if you have two
separate business units with separate payrolls, use this feature to merge them. You can file only one

report per EIN.

You will select the data files to merge in a later step.
The payroll data is merged for the report. Your original data files are not affected by this process.

7 The selections you make in the Data Verification window now will appear in the W-2/1099 Preparer
grid you will use to verify your data in a later step.

Click the Help icon ¥ for more detailed information on each question.
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%) W-2 Setup Wizard . — X

\ﬂ Data Verification (7))

1. Do you have any employees who are not subjectto Medicare or Social Security?

C)Yes @ No
2. Do you have any employees who earn S5 Tips that must be reported?
)Yes @ No
3. Do you have any employees who have foreign addresses?
@Yes (No
4. Do you have any employees who elected to only receive W-2 forms electronically?

)Yes @ No

5. Do you wantto use control numbers on your W-2s?

'f._'Yes ':_'No

| <Back || New> | | cencel |

=

8 Inthe Kind of Payer (Box b) area, select all payer types that apply to your company.
Select Establishment number (Box d) to identify separate establishments in your business.

Type in the Other EIN used this year (Box h), if you used another EIN (including a prior owner's EIN)
on Form 941, Form 943, Form 944, or Form CT-1 submitted for the current filings year that is different
from the EIN reported on Form W-3 in Box e.

Select Third-party sick pay if you have any employees who had federal income tax withheld on third
party sick pay. Then enter the amount in Income tax withheld (Box 14).

If this business closed this year, select Business terminated this year.

Click the Help icon ¥ for more detailed information on what to enter in each box.
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) W-2 Setup Wizard = o e S|

@ W-3 Information L)

Control number (Box a):

Kind of Payer (Box b - check all that apply)
%S [ ] Military [ ] 943 (Agriculture) [C]944

[]cT-1(Railroad) | |Household Employer [ |Medicare Government Employer

Establishment number (Box d):

Qther EIN used this year (Box h):

Third-party sick pay
Income tax withheld (Box 14):

[ | Business terminated this year

| <Back | New> | | cancel ]

Merge Multiple Payroll Data Files

If you indicated that you use multiple payroll data files in step 6, you can now select which files to merge. If
you have a single payroll data file, skip to “Verify Employee Information,” on page 22.

In the Multiple Payroll Data Files window, select whether to merge Payroll data files. This feature is
used for companies or tax preparation agents who keep separate databases for employees working under
the same Federal EIN (employer identification number). For example, you may have separate
departments, divisions, or company names under the same EIN.

@ NOTES:

= The merge feature is available only for W-2 and 1099 files.

= Payroll data is merged for the report. Your original data files are not affected by this process.
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[- o x

Y'ou are working with multiple payroll data files in a combined filing. After saving or exporting the payroll datafile, click Close to return to

the payroll application to process another payroll data file. Click ? for more information on working with multiple payroll data files @)

Sawe the processed payroll data file for use in & combined filing

Switch back to using a single payroll data file.

Export the processed payroll data file as a password-protectad file for filing by another persan.

Imp Sawve Payroll Data Filew M

e

Payroll Data Name

FPayroll data name:

2010120110

Close

—

1 Click [Save] to select the payroll data file you currently have open. Enter a name for the data file. Click

[OK].
2 Click [Close].

3 Open Tasks > Federal Reporting > Federal eFile and Reporting, and select another Payroll master

file when prompted
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PR Master Data File Selectio '

Which PR master data file?

Mame Type

master PEM MASTER
MASTERExec PRM MASTER

File name: master

DK

4 Run through the setup wizard using the same information you entered for the initial master file.

5 At the Multiple Payroll Data Files window, click [Save] to add the new payroll data file to the list.

6 Repeat these steps until you have included all the payroll data files required for processing.
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-

Multiple Payroll Data Files =+ - - - Fe e . - [ = éj
ou are working with multiple payroll data files in a combined filing. After saving or exporting the payroll data file, click Close to retum to
the payroll application to process another payroll data file. Click ? for more information on working with multiple payroll datafiles. t_))

Sawve. . Save the processed payroll datafile foruse in a combined filing.

Single Switch back to using a single payroll data file.

Export Exportthe processed payroll data file as a password-protected file for filing by another person

Impart... Import a payroll data file processed by anather persan.

Merge... Merge the selected payroll data files into a combined payroll data setfor form processing.

= ==

Payroll Data Marme Ermplove...

iff

Close

%

7 Select all data files you want to include and click [Merge] to combine the data files and open a
worksheet (W-2/1099 Preparer grid) in which you can verify your employee information.

[ﬂ NOTE: You can continue to add data files to the list and merge them at any time. Each time you
merge, a new worksheet is created. If you create multiple reports, you must be cautious to use the
correct report when eFiling.

Verify Employee Information

The W-2/1099 Preparer grid is a worksheet which displays employee information in rows and columns.
The columns in the W-2 employee grid correspond to the boxes on the W-2 forms.

During each step of the verification process, you can review, make corrections, and add information to the
cells highlighted in yellow. Missing or incorrect information is indicated with a red cell. The information
required at each step is based on the selections you made in the Data Verification window.

To add additional columns to the grid, right-click a column head and select Insert. You can enter a name
for the new column and any default character or number you want to appear in all cells of the column.
Click the drop-down list in the column header and select a Box number and description.

For a full description of grid functions, click the Help icon ¥
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= . . ~w e v B R -
Timberline Construction - W2/1099 Preparer. i = = |
File Edit View Help 1
T .
Verify Employee Information then click Next Step -‘h ‘ Fiter I
—_— 1 Prev Step Mext Step All

NESD Last Mame First Name Middle Name |MName Suffix | Address Lin... | Address Lin... | City Fed Wages

562-59-2709 : Campbell Lisa 2150 Scholls Tigard 7691.92
259-90-0457 : Elliott Chris 1102 SE Seco Portland 3999.02
455-68-2354  : Enckson John 208 Bell Road Vancouver 14297.40
259-74-5388 : Franks Jimmy 326 Wildwood Beaverton 6795.16
479-96-7506  Gibson Rebecca 874 Storm Str Portland 8276.53
248-32-1578 | Grant Randy 108 Driftwood Newberg 4408.82
542-68-9217 : Johnson Steve 2760 SW Map Tigard 13081.50
257-12-8956 Jones Robert 921 Beech Str Milwaukie 10487 .64
260-24-9994  : Lovett Gregory 3344 Ruby Dri Tigard 5167 42
482-74-1370  : Moffet Doug 1324 Tamara Beaverton 14175.00
478-92-5531 : Perkins Michael 306 Jewel Driv Oregon City 17074.80
266-71-9365 : Peters Sally 22188 Ashton Lake Oswego T077.00
253-62-3962 : Sanford Dennis 110 NE Steele Portland 13231.60
Employea(s) 126763.81

1n < |1y

NUM

3
2
z
4
5
3
7
8

m=Droms==

Qoc=s

1 Verify and correct employees' names and addresses highlighted in yellow.

The system automatically performs several verifications on the employee social security number. An
error list will open if a social security number is blank, begins withan 8 ora 9, is the wrong length or
wrong characters, or is a duplicate.

You must correct all errors before you can continue. Errors are shown in the grid by a red cell.
[ﬂ NOTE: Any changes you make in this grid do not correct your accounting data. You must correct the
data within your software for the changes to be permanent throughout the system.
When you have finished verifying employee information, click Next Step.
2 Verify the state wages in the grid are correct.
Two columns (Box 16 and Box 17) appear for each state.
The system performs two verifications on this data:
o Social Security wages cannot be less than or equal to zero.

o Box 17 (tax) cannot be greater than Box 16 (wages).

The state wages are calculated based on the details record from your imported data. To make changes,
click in a cell and edit the state detail records.
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S |EIC OR Wages OR Tax FE W2 Box .| W
7691.92 439.91 404 84
3999.02 28013
o """ 3
Edit State Detail records =

The total that is displayed inthe grid is calculated
from the detail records. Ta change the amount in the
grid, vou must change the detail records.

Rec# Date OR Wages &
4 20101231 T691.92 F
Mew 20101201
Mew 20101201
“]" New |20101201
Mew 20101201

Al_... aTa T Nt Ealal ]

11

Ok,

Cancel

- =

New Jersey Private Family Leave and Disability Insurance

Employee data from New Jersey Private Family Leave and/or Private Disability Leave Insurance will
appear in the grid as an undefined column and needs to be linked to Box 14 in order to display correctly on
the W-2 form.

The option to link to NJ private family leave insurance withholding or NJ private disability withholding only
appears if you have NJ defined as a state in the company setup wizard.
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< unassigned =
Add State/Local Item

Box 8

Box 10

Box 11 4
Box 12 4
Box 14 4

Click the drop-down arrow on the column header and select Box 14 > Other > Private Family Leave or
Private Disability Insurance. Enter the plan number when prompted.

Once the plan number is entered the column automatically displays as FLI or DI, depending on what you
selected.

After you complete the rest of the W-2 employee grid and generate a form, the information will display in
box 14 of the W-2s.

When you are done, click Next Step.

Select eFiling and Printing Options

You can now select the eFiling and printing options available to you through Aatrix. Follow the on-screen
instructions after you have made your selections.
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W-2/W-3 Wizard -
W-2 Printing and Filing Options
Choose Complete W-2. eFile Fed or eFile State and pick your filing dates. Corrections before dates are FREE! More info?
@  Complete W-2 eFiling Service BEST VALUE! # Employees  Price/Emp  Subtotal
The eFile Centar will:
- Print and Mail Employee Copies 13 $1.49 $19.37
- eW-2 Only Employee Copies What's This? 0 $0.99 $0.00
- File your Fed W-2s and W-3to the S5A included FREE _
- File your State W-2s and Reconciliation Forms included FREE
- eW-2s Available for All Employees included FREE
Total Cost Minimum $24.95

(~  Other Options Fed or State eFilers receive Free, Easy Cormrections!
o
B 13 5049 $0.00
I 13 $0.69 $0.00
—
—
|v Print Employer Copy

Some states have more than one W-3 reconciliation form and you need to select which ones apply to your
company. If you are not sure which forms apply to your company, check with your state agency or tax
advisor.

Select whether you want Aatrix to print out divider sheets between each of the W-2s.

Review your forms and selections on the Review Data window. Click [Next] when you are ready to
generate forms.
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W-2/W-3 Wizard ' — | |

\ﬂ Review Data (7))

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

Federal
eFile Federal W-2
eFile Federal W-3
Oregon
eFile OR WR REPORT
Employee
Employer
Print Employer W-2

If you would like a copy for your records ofthe actions that will be taken, click 'Print

Print

<Back Next > Cancel ‘

Generate Forms

Follow the prompts to print copies of each form for your records. Make any required corrections to each
form. Remember to add your name to the bottom of forms that require it.

Employee W-2s may be printed directly to perforated paper, and Federal W-2s and W-3s may be printed to
blank paper and submitted to the IRS. For more information on federal form printing requirements, refer to
Knowledgebase article KB2050.

If you need to order forms, you can call Sage CRE Forms at 800-760-7929 or contact Sage CRE Forms at
www.sagecreforms.biz.

After you have printed all of the forms for your records, you are connected to the secure Aatrix website,
where you can complete your transaction for printing and mailing or eFiling your forms through Aatrix.
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Chapter 3: Quarterly Reporting

You can process your Payroll quarterly reports (state and federal) using Aatrix. If you process quarterly
reports through Sage Timberline Office Payroll, read this section for instructions.

Form 941

Step One: Processing the Form

1 In Payroll, from the Tasks menu, select Federal Reporting > Federal eFile and Reporting.

E] NOTE: You may receive a prompt to update tax forms when you open the eFile and Reporting
window. To ensure you are always in compliance with the latest federal or state mandated changes,
select [Automatic Update]. See “Forms Update,” on page 9 for more information.

2 Select New Report (if prompted) and click [Next].
3 Select the 2011 941/Schedule B/941-V Report for the current year.
& Federal eFile and Reporting EE

Federal eFile and Reporting

Select the report you want to generate using Aatrix® Payroll Reports. The purpose and
nature of the report will appear in the Description area and appropriate controls will appear
based on the report highlighted.

When finished with your selections, click [MNext].

Select a report Description
2010940 Report - Employer's Quarterly Federal Tax Return. Use this to
2010 943/943-A/943Y Reparts report quarterly federal tax information.

2010 944/344% Report
2010 945/345-4,/945 Reparts
20100W-2/0-3

2010W-2/-3 Guam
20102503 Puerta Rico
2011 941/5chedule B/941 Repart Period | Ird Quarker =l

Year [2011 =

2011 941 Report
2011 'wi-4 Repart
DOL 'wH-347 Repart |

Link to... | < Back | Next = Cancel |

4 Select the appropriate period and year for the form and click [Next].

5 Inthe Employees to Process list, select the check box next to each employee you want included in
the report and clear the check box next to each employee you want excluded from the report then click
[Next].
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NOTE: Only employees with earmings in the quarter add totals to Form 941.

You can select a range of employees by holding the SHIFT key and scrolling through the list. You can
also make multiple selections in the list by pressing the CTRL key while making your selections.

6 Click [Generate].
7 Ifthis is your first time using the State eFile and Reporting or Federal eFile and Reporting Aatrix
tasks, follow the steps of the Company Setup Wizard at the prompt.

Step Two: Printing or Filing Your Report

After processing your quarterly report, Aatrix guides you through a three-part process for printing or
electronically filing your Form 941. Follow the process outlined in the Report Steps window to complete
your form.

1 Fill out the required red fields on pages 1 and 2 of the Review/Edit step.

ﬂ Tax Forms and e-Filing by Aatriz® - 941 P2 report

Eile Edit Wiew Tools Help

| Review / Edit My Copy Federal Copy @|
[z : . - \
< > 1) Red Fields must be filled before continuing. ™ L
3 pages Print Save Frev Step Mest Step
Tell us about your deposit schedule and tax liability for this quarter. ;I
If you are unsure ahout whether you are a monthly schedule depositor or a i kly schedule depositor, see Pub. 15

(Circufar E), section 11.

Wirita the state abbreviztion for the state whers you made your deposits OR write "MU" if you made your

16 |9 B | depositsin mattioe states.

17 Checkone: [ Line10cnthis return is lassthan $2,500 or line 10 onthe reburn for the preceding quarter was lassthan $2,500, and you did not ineur
D00 ret-day deposit obligation duringthe current quarter. If you meet the o= s excaption based on the prior quarter and line 10

for the cument quarter ks $100,000 or more, you mUSt prowide 3 recard of your federal tax lizbility. If you are 3 monthly schedule deposhor,

complete the deposit sehedule below; if you are a semineskly depositor, attach Schedule B (Form 841). Go to Part 3.

[[] You were a monthly schedule depositor for the entire quarter. Enteryourtax iability for each menth and total
liahility for the guarter, then go to Part 3

Tax liahilty: Month1 |

Month2 | .
Monith 3 \ . \
Total liability for quarter | . | Total must equal line 10.
You were a i schedule depositor for any part of this quarter. Complete Schedute 2 Fome 941):

Report of Tax Liabhiity for Semiwesliy Scheduie Depositorsand attach itto Form 941,
m Tell us about your business. If a gquestion does NOT applhyto your business, leave it blank.

18 i your husiness has closed or you stopped paying wages - - = = « = =« « «+ « .« .« D Check here, and

19 If you are a seasonal employer and you do not have to file a return for every quarter of theyear | Checkhere

May we speak with your third-party designee? =
4 | 3
Far Help, press F1 DRAFT |Page2of 3 UM S

2 After entering your required information, either click [Print] to print the form for review or click [Save] to
save your changes.

3 Click [Next Step].

4 Inthe Verify Report Complete window, click [Double Check] to return to the report form or click
[Agree] to continue.

5 Forthe My Copy step, click [Print] to print a copy of your quarterly forms for your records.

NOTE: Do not file this copys; it is the unofficial copy for your records only.
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6 Inthe Filing Options window, select your desired filing method:

Filing Options rZ|
Please select how you want to file your report.

eFile

Click the eFile button to electronically file this report for §7.95*
Mo printing, folding, or mailing is required.

Click here for details on eFile package pricing.

Print

Click the Print button to open the Print window, which allows you to
set up your printer, insert blank forms or plain paper, and use the
Page Align feature. When you are done printing your forms, sign,
fold, and mail them to the local, state, andfor federal agency.

* Actual pricing may vary at time of eFiing due to other factors such as priority processing fees.

Cancel

o eFile. Click to electronically file your quarterly report with federal authorities. Required fees appear
next to this option.

If you have not yet registered with Aatrix, click Forgot your login? to set up an account.
o Print. Click to print your report if you want to mail it.

7 Follow the on-screen instructions to print your report or send it electronically.

A copy of the completed form is now accessible in your history. For information on how to access history,
see the Knowledgebase article “KB361: “How can | view, edit or reprint Aatrix forms | have already
generated?”

State Quarterly Forms

Aatrix also provides the ability to print or eFile quarterly reports for all 50 States.
Step One: Processing the Form

1 In Payroll, select Tasks > Quarterly Reporting > State eFile and Reporting.
2 Select New Report (if prompted), and click [Next].

3 From the State Selection list, select the state for which you are generating quarterly reports.
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[ state eFile and Reporting
State eFile and Reporting

Select the report you want to generate using Aatrix® Payroll Reports. The purpose and
nature of the report will appear in the Description area and appropriate controls will appear
based on the report highlighted.

When finished with your selections, click [MNext].

~State Selection————  Description

Select a report

Mew Hire Report
00132 Reports
QOTC Report
Wi Report
‘“wR Report

Link to... | < Back Mext = Cancel

4 Select report you want to generate and the corresponding report period and year.

5 Inthe Employees to Process list, select the check box next to each employee you want included in
the report and clear the check box next to each employee you want excluded from the report then click
[Next].

NOTE: Only employees with earnings in the quarter add totals to the state quarterly report.

You can select a range of employees by holding the SHIFT key and scrolling through the list. You can
also make multiple selections in the list by pressing the CTRL key while making your selections.

6 Click [Generate].

7 If this is your first time using the State eFile and Reporting or Federal eFile and Reporting Aatrix
tasks, follow the steps of the Company Setup Wizard at the prompt.

Step Two: Printing or Filing Your Report

After processing your quarterly report, Aatrix guides you through a three-part process for printing or
electronically filing your state quarterly report. Follow the process outlined in the Report Steps window to
complete your form.

1 Fill out the required red fields on pages 1 and 2 of the Review/Edit step.
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n Tax Forms and e-Filing by Aatrix® - OR OQ Report
Fle Edit Wew Tools Help

Review / Edit My Caof State Co
| ¥ Copy Py g__))|
.
«T 1 L] . 5,
3 > 1) Red Fields must be filled before continuing. o L"l T ”
4 pages Print Save Frew Step Mext Step

OREGON QUARTERLY TAX REPORT P—

FORM 0Q e
TIMBERLINE CONSTRUCTION check digit: (11234567)
F.O. BOX 728 ’—””"“‘mm"“"m"—‘ ’—”‘m—‘
15195 NW GREENBRIER PAREWAY T 27111

TiE ek due by

BEAVEETON OF 97006 [ avcust 1, 2011 \

FederalEM$7-1234567 nom amere naveny |
frnailing address, name or Federal EIN is wrong, complete "Change

in Status Report' found in the Oregon Gombined Payroll Tax Booklet.

Foreach month, reportthe number

of wotke s covered for Unemploy- FIRST MONTH (M1} S ECOND MONTH (M2) THIRD MONTH (M3) TOTAL (M 1+02+ M3)
ment Insuran ce wh o warked during

ormeceived payforthe period that _
indudesthe 12th ofthe month. (See 37 m 37

instruction booklet.)

Plags @ i In 19 “wbjectvmgs r” bot for

any program e smploger 1 wubjeet o but u State Tritdet Transit District Lane Transit District
for wleh thers van na pavoll il quarter. Column A Column B Caolumn < Column D
1. Subjectiages - -eomeooonnn 170162.58 175163.11
2. Excess wages, see

instrustions _______._._._... 44788.56
3. Tadablawages -----=----=-- 125363.02

(Boxc 14 minus Box 24)

ot e BT .
il | _’l_l
For Help, press F1 [RAFT  [Pageiofs | M| 2

2 After entering your required information, either click [Print] to print the form for review or click [Save] to
save your changes.

3 Click [Next Step].

4 Inthe Verify Report Complete window, click [Double Check] to return to the report form or click
[Agree] to continue.

5 Forthe My Copy step, click [Print] to print a copy of your quarterly forms for your records.
NOTE: Do not file this copy; it is the unofficial copy for your records only.

6 Inthe Filing Options window, select your desired filing method:
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X

Filing Options
Please select how you want to file your report.

eFile

Click the eFile button to electronically file this report for §7.95.*
Mo printing, folding, or mailing is required.

Click here for details on eFile package pricing.

Print

Click the Print button to open the Print window, which allows you to
set up your printer, insert blank forms or plain paper, and use the
Page Align feature. When you are done printing your forms, sign,
fold, and mail them to the local, state, andfor federal agency.

* Actual pricing may vary at time of eFiing due to other factors such as priority processing fees.

Cancel

o eFile. Click to electronically file your quarterly report with state authorities. Required fees appear
next to this option.

If you have not yet registered with Aatrix, click Forgot your login? to set up an account.
o Print. Click to print your report if you want to mail it.

7 Follow the on-screen instructions to print your report or send it electronically.

A copy of the completed form is now accessible in your history. For information on how to access history,
see the Knowledgebase article “KB361: “How can | view, edit or reprint Aatrix forms | have already
generated?”
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Generating 1099s for eFiling

Aatrix Tax Forms allow you to generate 1099s using information extracted from Accounts Payable. You
can generate reports in Aatrix for official filing in several formats, depending on the type of report and the
limitations set by state and federal authorities. You can either print or electronically file your generated
1099s.

For information about generating Canadian T5018s, see Chapter 5 - Canadian T5018s.

This section walks you through the steps to generate 1099s in preparation for eFiling or printing your forms
using Aatrix services.

Before You Begin
= Ensure that all invoices and checks for the reporting year have been posted for the vendors.

= If you are filing 1099s as a foreign entity, you must use existing functionality in AP to print and mail
1099s for foreign entities. You can print 1099s or generate 1099 magnetic media using AP: Reports >
Forms > 1099s. For more information, see General Ledger and Accounts Payable Help.

= |f your Federal Employer ID is a non-US number, you will not be allowed to proceed with eFiling 1099s
through Aatrix.

= Back up your Accounts Payable files.

IMPORTANT: Foreach Federal Employer ID (FEIN), you are allowed to file only once for each 1099
form type.

If you will be processing multiple runs for 1099s of any type (including DIV, INT, or MISC) using the same
FEIN in Accounts Payable and/or Property Management, be sure to select "Yes, | use multiple 1099
data files for this (EIN)" in the 1099 Setup Wizard.

You can combine Accounts Payable and Property Management 1099-INT data files into one form. See
“Merge Data Files,” on page 43.

Generate Aatrix 1099s:

1 In Accounts Payable, select Tasks > Government eFile and Reporting > Form 1099 (USA).

Update Forms - You may receive a prompt to update tax forms when you open the eFile and
Reporting window. To ensure you are always in compliance with the latest federal or state mandated
changes, select [Automatic Update]. See "Forms Update" for more information.

2 Inthe Form 1099 (USA) window, select whether to open a new or saved report. This window appears
only if you have already saved a report.
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If you choose to open a saved report, select the form and Federal ID number, then click [Open]. In the
Open Report window, select the report you want to open and click [Edit].

0 W= =

Form 1099 (USA)

Before continuing, ensure that all invoices and checks for the reporting year have
been posted for the vendors, and that you have a backup of your Accounts Payable
files.

When finished with your selections, click [Nexi] and select vendors to include.

1095 Amounts to Report
& ToVendor
" By Fiscal Entity

GL Prefix: |10 ﬂ
Total paid:

Form: |1099-MISC |

Reporting Year 2011 -
Minimum Reporting Amount: 600.00
Federal ID Number.  |97-1234567

Foreign Entity: T

‘ Next = | Cancel

3 For new reports, enter the following:

o 1099 Amounts to Report - Select whether to generate the report by the total paid to vendors or by
fiscal entity. If you select By Fiscal Entity, you must also select the GL Prefix.

This selection is visible only if you selected Retain totals per GL prefix in File > Company
Settings > AP Settings.

o Form - Select which 1099 form to generate.
Selecting form 1099-MISC combines vendors which are set up to report 1099-MISC Non-employee
compensation and 1099-MISC Rents.

o Reporting Year - Select the correct year from the drop-down list.

o Minimum Reporting Amount - Enter the minimum reporting amount. Vendors with income that
exceeds this amount will be included on the report.

o Federal ID Number - Enter the Federal ID Number (FEIN) you want to use when filing the 1099 or
accept the prefilled number. The prefilled FEIN is retrieved from the fiscal entity you set up.

If your fiscal entity is set to data folder the FEIN is located in GL: File > Company Settings > GL
Settings. If your fiscal entity is set to GL prefix, the FEIN is located at GL: Setup > Prefix/Base >
Prefix A, Prefix B, or Prefix C > [Fiscal Settings].
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o Foreign Entity - You cannot process 1099s using Aatrix if you select Foreign Entity. You can print

1099s or generate 1099 magnetic media using AP: Reports > Forms > 1099s.

This check box prefills if the Foreign Entity check box is selected in your fiscal entity. If your fiscal
entity is set at the data folder, this check box is located at GL: Company Settings > GL Settings >
[Calendar/ Fiscal Settings]. If your fiscal entity is set at the prefix, the checkbox is located where
you set up your fiscal entity at GL: Setup > Prefix/Base > Prefix A, Prefix B, or Prefix C >

[Fiscal Settings].

4 Select the vendors you want to include on this report in the Vendors to Process window.

When finished with your selections, click [Next].

SELECT | VENDOR | NAME
A-1 Electric Company

Alpha Insulation

Acme Door & Glass Di...
Ace Drywall

B & M Marble, Inc.
Becker Roofing Comp...
Beaverton Painting

v
5]
v

T

Bronson Signs
Crocker Electric & Wel...

Commercial Pest Control

EURURE GRS

T

Donaldson Acoustics

KUY

Ford Metals, Inc.

Vendors to Process

Select the vendors you want included in this run. To remove or select vendors,
highlight the desired vendor rows and press the spacebar.

5 Inthe Generate Form 1099 (USA) window, click [Generate].
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1099 Setup Wizard

1 Inthe 1099 Setup Wizard, select whether to test drive the system or generate reports for printing or
eFiling. You may find it useful to run through the process in "test drive" mode before printing your final

forms.
rITI 1099 Setup Wizard ===
/| 1099 Setup Wizard )

e noticed that you have not processed any 1093z for the current filing vear.

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

()] want ta kest drive the 10991096 \Wizard with only the first 25 of my employees:

(| want ta test drive the 1099,/1096 Wizard with all of my employees.

) No thanks, start processing my 109910963,

MOTE: The 1093/1096 WWizard test drive allows you to see how the process works but does NOT zave any of wour information,

N > [ cancel I

1

[ﬂ NOTE: Noinformation is saved after you print your forms in test drive mode. Do not use the test
drive mode when processing your final 1099 run.

2 Click [Next] on each window to proceed through the wizard.

3 Verify your Taxpayer ldentification Number (TIN). This number prefills from the number you entered in
the Form 1099 (USA) window.
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|71 1099 Setup Wizard = |

/| 1099 Setup Wizard 7)

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

o7

1) 2faf4]ls]e]7]

@EIN  ()SSN

< Back [ Mext = ] l Cancel

\

4 The Payer Information window displays information included on the forms you are reporting.
Verify that all information is correct and enter missing information.

You can open the Payer Information window if you need to make changes to your information at a later
time:

o Click [Setup] in the existing Reports window.

o When you are in the Forms Viewer or 1099 grid, open Edit > Update Company Information.
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| 7 1099 Setup Wizard

==
\ﬂ Payer Information L2)
Company name:  Timberline Construction
First name: Middle: Last name: |
Other name: Transfer agent
Address line 1: P.0.Box 728
Address line 2: 15195 NW Greenbrier Parkway
City: Beaverton State:  OR ZIP code: 97006
Contact name: James Calgon Title:  CPA
Phone: (503) 690-6775 Email:  jcalgon@timberline.com
Fax: (555) 5b5-5555
l < Back ” Mext > ] [ Cancel ]

Y

5 Select whether you are preparing the report for your company or a third-party, paid tax preparer. If you
select the second option, a window appears in which you can enter your tax preparer TIN and other

information for inclusion on the final report.
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}71 1099 Setup Wizard = 2% -

@ Tax Preparer Type (7)

Which type offiler are you?

(@)1 am filing for my companyfemployer.

(7)1 am a third-party. paid Tax Preparer, filing for ane or multiple companies/EINs.

| <Back || New> | | cancel |

b

6 Inthe State & Local Tax Items window, you can assign the correct tax account number and add all
state and local taxes that need to be reported on your 1099 forms. If you have already completed a
federal or state tax form, the items may be already filled in.

o Click [Remove] to delete any taxes that you do not want to print on the 1099s.

o Click [Edit] to change the items already listed and [Add] to set up new tax items. The text on the
window tells you the correct format. Click the Help icon & for a complete list of formats.
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:

| 7| 1099 Setup Wizard

/| State & Local Tax ltems Q

Properly formatted tax account numbers are required for 1099 reconciliation and year-end forms. Avoid rejected forms and eFiles! MOST
filing errors are due to incorrectly formatted withholding or unemployment account numbers.

State Tax ltems

State Tax Name Tax Account Nu... Add...

Edit..

Remove

Local Tax ltems

State  Tax Name 1099 Na.. Tax Type Tax Account Nu..

Edit...

Remove

II} II
o
o

l = Back “ Mext > ] Cancel

h

7 Inthe Multiple 1099 Data Files window select whether you want to merge multiple 1099 data files in
this report. Because you can eFile only once per EIN and form type, you will need to merge multiple data
files for your Accounts Payable and Property Management 1099 data.

Select Yes if:
o You will file a 1099-INT in Accounts Payable as well as Property Management.

o You want to merge multiple Accounts Payable data files.
If you will merge Accounts Payable and Property Management data files, click to “Merge Data Files,” on

page 43.
If you will file a 1099-INT from Accounts Payable only, select No and skip to “Verify Recipients” on

page 44.
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|71 1099 Setup Wizard ==

/| Muttiple 1099 Data Files )

Do you use multiple 1099 data files for the same federal EIN?

You may be using multiple 1099 data files in your accounting software to handle:
« multiple companies
» multiple departments
« multiple divisions

» multiple sites

all under the same federal EIN.

(@) Yes. luse multiple 1099 data files for this EIN.

(") No. luse a single 1099 data file for this EIN.

< Back “ MNext = l l Cancel

—— T e — S —
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Merge Data Files

= The merge feature is available only for W-2 and 1099 files.

= Copies of your accounting data are merged for the report. Your original Sage Timberline Office data files
are not affected by this process.

Multiple 1099 Data Files EEr

You are working with multiple 1099 data files in a combined filing. After seving or exporting the 1099 data file, click Close to return to .
the 1099 application to process another 1099 data file. Click ? for mare infarmation on waorking with multiple 1059 data files. @)

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

Single Switch back to using a single 1039 data file.

Expaort... Export the processed 1099 data file as a password-protected file for filing by another person
— impa| Save 1099 DataFile e o]
1099 data name: 20101203161930

Merge... Mer

ok || cancel |

1099 Data Name l

Close

1 Inthe Multiple 1099 Data Files window, click [Save] to add the data file you are currently accessing to
the list.

2 Inthe Save 1099 Data File window, enter a name for this file in the 1099 data name box.
3 Click [OK].

4 Click [Close] on the Multiple 1099 Data Files window.

5

To merge separate Accounts Payable data, open the 1099 eFile window again by selecting Tasks >
Government eFile and Reporting > Form 1099 (USA).

a Tomerge Accounts Payable and Property Management 1099-INT data:
o If you are in Accounts Payable, open Property Management.
o If you are in Property Management, open Accounts Payable.
6 Open the 1099 eFile window:
a Select AP: Tasks > Government eFile and Reporting > Form 1099 (USA).
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b Inthe Form 1099 (USA) window, select 1099-INT in the Form box.
¢ Select PM: Tasks > eFile Form 1099.

7 Perform the steps in the 1099 Setup Wizard until you reach the Multiple 1099 Data Files window. You
will see the data file that you previously saved.

8 Click [Save] to add the current data file.
9 Type a name for the current data file in the 1099 data name box. Click [OK].

Multiple 1099 Data Files = X |

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

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

Single Switch b
Save 1099 Data File S
Exportt 1099 data neme: ap
QK l [ Cancel ]
Import... Import
Merge the selected 1099 datafiles into a combined 1099 data set for form processing.
1099 Data Narme Date Sawv.. Period Recipients
[ prn 12/03/20010 01/072000-12¢31/2000 1

Close

10 Click [Merge].

The data is combined, and appears in the W2/1099 Preparer grid for you to verify and correct.

Verify Recipients

The W-2/1099 Preparer grid displays information in rows and columns. The columns in the grid correspond
to the boxes on the 1099 forms.

Verify information hightlighted in yellow for each step. Missing or incorrect information is indicated with a
red cell.

For a full description of grid functions and content, click the Help icon.

1 Verify and correct recipients' taxpayer IDs. Click Next Step to proceed through the grid.
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NOTE: Any changes you make in this grid do not correct your accounting data. You must correct the
data within your software for the changes to be permanent throughout the system.

Timberline Construction - W2/1099 Preparer | — | (=] | 2% J
File Edit View Help
Verify Recipients Taxpayer Identification Number (TIN) .................. then click Next Step 9
[ Last Name First Name Middle Name | Taxpayer ID ...| Check if FEIN | Company M... | Full Mame Rents
1 92-T645162 rd A-1 Electric C
2 93-5123458 rd Becker Roofin
3 45-6760514 Ird Commercial P
4 52-4641305 v Kingston Plu
5 G3-4513254 2 Morthwest Lan
6 65-2468410 Ird Sorrento Interi
Totals 6 : Recipienti(s) 0.00
< i b [ v
Existing DB opened | | |NUM | y

2 If the recipient's TIN is also their Federal Tax Identification Number (FEIN), select the check box in the
TIN Flag column.

3 Verify that recipients’ names and addresses are correct.
4 Verify and enter the amount of rents, interest, or other item withheld.
5 Verify or enter the filing states.

6 Click Next Step to open the 1099 Printing and Filing Options window.
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Select eFiling and Printing Options

You can now select the eFiling and printing options available to you through Aatrix. Follow the on-screen
instructions after you have made your selections.

1099 Wizard [

1099 Printing and Filing Options
Choose 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/Reciy Subtotal
The eFile Center will
- Print and Mail Recipient Copies 6 $1.49 $8.94
- eFile Federal 1099/1096 included FREE
- eFile all applicable State 1099/Reconciliation Forms included EREE
Total Cost Minimum $2495

¢~ Other Options

-

6 $0.49 $0.00
& $0.69 $0.00

EET B E

[v PrintPayer 1099 Copies

< Back | Mext = | Cancel

\

Select whether you want Aatrix to print out divider sheets between each of the 1099s.

Review your forms and selections on the Review Data window. Click [Next] when you are ready to
generate forms.
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.

1099 Wizard o

M Review Data Q_))

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

Federal
eFile Federal 1099-MISC
eFile Federal 1036
Recipient
Payer
Print Payer 1095-MISC

Ifyou would like a copy for your records of the actions that will be taken, click 'Print.'

Print
<Back | Next > | Cancel

Generate Forms

Follow the prompts to print copies of each form for your records. Make any required corrections to each
form.

TIP: If you need to order forms, you can call Sage CRE Forms at 800-760-7929 or contact Sage
CRE Forms at www.sagecreforms.biz.

After you have printed all of the forms for your records, you are connected to the secure Aatrix website,
where you can complete your transaction for printing and mailing or eFiling your forms through Aatrix.
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INT

Generating 1099-INT for eFiling

This section leads you through the steps to generate 1099s in preparation for eFiling or printing your forms
using Aatrix services.

Before You Begin
= Ensure that all interest for the year has been paid.
= Back up your Property Management files.

= If you are filing 1099s as a foreign entity, you must use existing functionality in PM to print and mail
1099s for foreign entities. You can print 1099s or generate 1099 magnetic media using PM: Reports >
Forms > 1099-INT.

= If your Federal Employer ID is a non-US number, you will not be allowed to proceed with eFiling 1099s
through Aatrix.

IMPORTANT: For each Federal Employer ID (FEIN), you are allowed to file only once for each 1099
form type.

If you will be processing multiple runs for 1099s of any type (including DIV, INT, or MISC) using the same
FEIN in Accounts Payable and/or Property Management, be sure to select "Yes, | use multiple 1099
data files for this (EIN)" in the 1099 Setup Wizard.

You can combine Accounts Payable and Property Management 1099-INT data files into one form. See
“Merge Data Files,” on page 43.
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Generate Aatrix 1099s

1 In Property Management, select Tasks > eFile Form 1099.

Update Forms - You may receive a prompt to update tax forms when you open the eFile and
Reporting window. To ensure you are always in compliance with the latest federal or state mandated
changes, select [Automatic Update]. See "Forms Update" for more information.

2 Inthe Form 1099-INT window, select whether to open a new or saved report. This window appears only
if you have a saved report.

If you choose to open a saved report, select the Federal ID number and click [Open]. In the Open
Report window, select the report you want to open and click [Edit].

3 Fornew reports, enter the following:

Form 1099-INT

Before continuing, ensure that all interest for the year has been paid, and that you have a
backup of your Property Management files. You can select multiple properties as long as they
share the same fiscal entity level and period end year

When finished with your selections, click [Next] and select leases to include.

Payer Source: &+ GL Prefix

" Data Folder

Properties to Process: Property ID 4|  Property Name GLPrefix | Fiscal Entity | Period End
» [GAT-2000 Gateway Industrial 100-2000 100 3/31/2011
MOU-3600 Mountain View Place_:400-3600 400-3600 813172011
PAC-1000 Pacific Building 400-1000 400-1000 8/31/2011
PAR-1210 Parkside Square 400-1210 400-1210 8/31/201
ROS-1000 Rose City Center 100-1000 100 /3172011
SCH-1200 Scholls Town Center 1400-1200 4001200 /3172011
Reporting Year: |20 - Federal ID Number: [32-4918441
Minimum Reporting Amount: go0jon Foreign Entity: [
| Next = | Cancel |
A

o Payer Source - Select GL Prefix if you want to use the payer information listed in the GL prefix
associated with the fiscal entity for the property. For example, the GL prefix that is listed on the
property may be 001-004-00. If the fiscal entity is 001, the system will use the payer information listed
on the 001 prefix.

This selection is not visible if your Property Management fiscal entity is set to Data Folder in GL:
File > Company Settings > GL Settings.

Select Data Folder if you want to use the payer information listed with your company in File >
Company Settings > General.

o Properties to Process - Select which properties you want to include in this run. You can select
multiple properties as long as they share the same fiscal entity and their period-end date year is the

same.
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o Reporting Year - Select the correct year from the drop-down list. You can run 1099s for the current or
previous year.

o Federal ID Number - Enter the FEIN you want to use when filing the 1099 or accept the prefilled
number. The prefilled FEIN is retrieved from the fiscal entity you set up. If your fiscal entity is set to
data folder the FEIN is located in GL: File > Company Settings > GL Settings. If your fiscal entity
is set to GL prefix, the FEIN is located at GL: Setup > Prefix/Base > Prefix A, Prefix B, or Prefix
C > [Fiscal Settings].

o Minimum Reporting Amount - Enter the minimum reporting amount. Leases with interest that is
equal to or exceeds this amount will be included in the report. Leases with no interest payments will
not be included, even if the minimum reporting amount is set to zero.

o Foreign Entity - You cannot process 1099s using Aatrix if you select Foreign Entity. You can print
1099s or generate 1099 magnetic media using PM: Reports > Forms > 1099-INT. This check box
prefills if the Foreign Entity check box is selected in your fiscal entity. If your fiscal entity is set at
the data folder, this check box is located at GL: Company Settings > GL Settings > [Calendar/
Fiscal Settings]. If your fiscal entity is set at the prefix, the checkbox is located where you set up
your fiscal entity at GL: Setup > Prefix/Base > Prefix A, Prefix B, or Prefix C > [Fiscal
Settings].

4 Select the leases you want to include on this report in the Leases to Process window.

5 Inthe Generate Form 1099-INT window, click [Generate].

1099 Setup Wizard

1 Verify your Taxpayer Identification Number (TIN). This number prefills from the number you entered in
the Form 1099-INT window.

2 The Payer Information window displays information included on the forms you are reporting.
Verify that all information is correct and enter missing information.
You can open the Payer Information window if you need to make changes to your information at a later
time:
o Click [Setup] in the existing Reports window.
o When you are in the Forms Viewer or 1099 grid, open Edit > Update Company Information.

3 Select whether you are preparing the report for your company or a third-party, paid tax preparer. If you
select the second option, a window appears in which you can enter your tax preparer TIN and other
information for inclusion on the final report.

4 You can skip the State & Local Tax Items window.

5 Inthe Multiple 1099 Data Files window select whether you want to merge multiple 1099 data files in
this report. Select Yes if you will file a 1099-INT in Accounts Payable as well as Property Management.
Because you can eFile only once per TIN and form type, you will need to merge your Accounts Payable
and Property Management 1099-INT data.

If you will merge Accounts Payable and Property Management data files, turn to “Merge Data Files,” on
page 43.
If you will file a 1099-INT from Property Management only, select No and skip to “Verify Recipients,” on
page 51.
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NOTES:

= The merge feature is available only for W-2 and 1099 files.

= Property Management data is merged for the report. Your original data files are not affected by this
process.

Verify Recipients

The W-2/1099 Preparer grid displays recipient or tenant information in rows and columns. The columns in
the grid correspond to the boxes on the 1099 forms.

Verify information highlighted in yellow for each step below. Missing or incorrect information is indicated

with a red cell.

For a full description of grid functions, click the Help icon .

1 Verify and correct recipients' taxpayer IDs. Click Next Step to proceed through each step.

E] NOTE: Any changes you make in this grid do not correct your accounting data. You must correct the
data within your software for the changes to be permanent throughout the system.

2 Verify that recipients' names and addresses are correct.

3 Verify and enter the amount of interest received.

4 Verify or enter the filing state.

5 Click Next Step to select eFiling and printing options.
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Select eFiling and Printing Options

You can now select the eFiling and printing options available to you through Aatrix. Follow the on-screen
instructions after you have made your selections.

-

=X=)

1099 Wizard
1099 Printing and Filing Options
Choose 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/Reciy Subtotal
The eFile Center will:

- Print and Mail Recipient Copies 6 $1.49 $8.94

- eFile Federal 1099/1096 included FREE

- eFile all applicable State 1099/Reconciliation Forms included FREE
Total Cost Minimum $2495

(" Other Options

[~ Print Recipient 1098 Copies

[~ eFile Federal 1099/1096 Copies 6 $0.49 $0.00

[~ eFile State 1089/Reconciliation Forms & $0.69 $0.00

[~ Print Federal 109941096 Copies

[~ Print State 1099/Reconciliation Farms

[v Print Payer 1099 Copies

< Back | MNext > I Cancel
Review your forms and selections on the Review Data window.
Click [Next] when you are ready to generate forms.
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-

1099 Wizard
‘ .Jl Review Data (7))
Based upon your selections, we need you to review data on the
following forms:
Federal
eFile Federal 1099-INT
eFile Federal 1096
Recipient
Payer
Print Payer 1098-INT
If you would like a copy for your records of the actions that will be taken, click 'Print.'
Print |
< Back I Next » | Cancel

Generate Forms

Follow the prompts to print copies of each form for your records. Make any required corrections to each
form.

TIP: If you need to order forms, you can call Sage CRE Forms at 800-760-7929 or contact Sage

CRE Forms at www.sagecreforms.biz.

After you have printed all of the forms for your records, you are connected to the secure Aatrix website,
where you can complete your transaction for printing and mailing or eFiling your forms through Aatrix.
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Generating T4s for eFiling

This section leads you through the steps to generate T4s in preparation for eFiling your forms using Aatrix
services.

Before You Begin

= The changes you make to T4s in Payroll: Tools > Modify Forms > T4 Forms are reflected in Aatrix
T4s. For more information about T4 forms, see Modifying T4 forms in Payroll Help.

= Changes you make to T4s in Aatrix are not written back to Sage Timberline Office.
= eFiling can take up to two days, so schedule accordingly.

= Back up your Payroll files.

} TIP: To eliminate running reports for employees with zero taxes when you generate T4s, set the
Employee minimum amount to .01 in Payroll: Tools > Modify Forms > T4 Forms.
1 Open Tasks > eFile and Reporting.

Update Forms - You may receive a prompt to update tax forms when you open the eFile and
Reporting window. To ensure you are always in compliance with the latest government mandated
changes, select [Automatic Update]. See “Forms Update,” on page 6 for more information.

After the update completes, open Tasks > eFile and Reporting again.

2 The first time you open the Federal eFile and Reporting window, you can select which report and
which year or period to generate.

The next time you open this window, you can select whether to open a saved report for editing or to
generate a new report.

Click [Next] in each window to continue through the process.
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[l Tax eFile and Reporting @

Federal eFile and Reporting

selact the report wou want to generate using Aatnx® Fayroll Repaorts. The purpose and
nature of the repont will appear in the Description area and appropriate contrals will appear
bhased onthe report highlighted.

When finished with your selections, click [Mexf].

Select areport Description
ROE Record of Employment Statement of Remuneration Paid - Emplopee Copy
T4 EI‘I‘IEh:lEEE | nstructions
T4 Surarnary
Year =
< Back ‘ MHest » Cancel ‘

[ﬂ NOTE: Use the T4 Employee Report to print employee copies. Select the T4 Summary Report to
eFile the employee copies.

3 The T4 Format Selection window appears next if you have more than one T4 format set up in Payroll:
Tools > Modify Forms > T4s. Select the T4 format you want to use for this report.

4 Inthe Employees to Process window, select the employees you want to include in this report. You can
select multiple employees to include in this run.

5 Click [Generate] to open the T4 Setup Wizard. If you have already set up your T4 report, the wizard
will not appear.
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T4 Setup Wizard

The first time you generate a T4, a wizard opens to help you set up your report.

1 Verify your Account Number. You can change this number in Payroll: Setup > Taxes > Tax Group >

Employer ID.

Repeat the process in this section for each company account number you will use to fileT4s.

If you have more than one company account number, but only one Payroll master file, you can repeat
this process multiple times. With each run, change the Employer ID, then begin the eFiling process.
Select which employees to include for each company account number in accordance with step 4 of the

preceding section.

Canada Setup Wizard

\ﬂ Canada Setup Wizard

Get Started Printing or eFiling Your Canadian Forms

Account Number

EEX)

)

Please verify this company's Account Murmber, This nurnber is used on ALL forms and MUST be carrect, If
this nurmber is NOT correct, you MUST return to your accounting software to make the correction.

][]z ][s][s][4][3][2][1][r][r][0][0][0][0]

[ Mewt > l[ Cancel ]

2 The Company Information window displays information included on the forms you are filing.

Verify that all information is correct and enter missing information.

Click the Help icon ¥ for more detailed information about what to enter in each box in this window.
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Canada Setup Wizard |Z||E.r'5__<|
\ﬂ Company Information L2)]
Company name: |Sample Canadian Compary |
Mame 2: | Mame 3: |
Country: | AN (Canada) 9
Address line 1: |23595 Starbird Fid 2 |
Address line 2: | |
Ciky: |Libb}{ | Province: Postal code:
Contact first narme: | | Last name: | |
Title: | | Email: | info@canconstruction. com |
Phare |[555] FE5-5555 | Ext: | | Fax: | |

[ < Back H Mewt > l[ Cancel ]

3 Click [Next] to generate an editable T4 form, where you can review and modify employee information.
You can also save the form to work on at a later time.

[ﬂ NOTE: While you are in the Review/Edit step you can add a blank page if needed. Click Edit >
Add Page.

When you have completed your review and edits of each page, click Next Step.
4 Print a copy of the T4 for your files in the My Copy window.

5 Click Next Step to move to the Federal Copy window, where you can begin the process of submitting
your files electronically through Aatrix. Follow the instructions in each window to complete your
transaction.
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Generating T5018s for eFiling

This section walks you through the steps to generate T5018s in preparation for eFiling your forms using
Aatrix services.

Before You Begin

= Ensure that all invoices and checks for the reporting year have been posted for the vendors.

= Changes you make to T5018 s in Aatrix are not written back to Sage Timberline Office.

= eFiling can take up to two days, so schedule accordingly.

= Back up your Accounts Payable files.

1 In Accounts Payable, select Tasks > Government eFile and Reporting > Form T5018 (CAN).

2 Inthe Form T5018 (CAN) window, select whether to open a new or saved report. (This selection
appears only if you have already saved a report.)

3 If you choose to open a saved report, select the Federal ID number and click [Open]. In the Open
Report window, select the report you want to open and click [Edit].

4 For new reports, enter the following:

Form 15018 (CAN)

Form T5018 (CAN)

Befare continuing, ensure that all invaoices and checks for the reporing wear
hawe been posted far the wendors, and that wou hawve a backup of wour Accounts
FPayable files.

YWhen finished with your selections, click [Next] and selectvendors ta include.

TA018 Amounts to Report ]
+ ToYendaor Gl Frefix | j

Total paid:
F " By Fizcal Entity

=]

Start Date: | January 1, 2011

Lef L]

End Date: | December 31, 2011

Finimum Reporting Amount: 0.00

Canadian T ax 1D: |E|8?854321 RFOO0O

Foreign Entity; [

‘ Mext > | Cancel ‘

A
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NOTE: Click [Next] in each window to continue the process.

o T5018 Amounts to Report - Select whether to generate the report by the total paid to vendors or by
fiscal entity. If you select Fiscal Entity, you must also select the GL Prefix.

o Form - Select the report form from the list. For example, T5018 Recipient or T5018 Summary.
o Start Date - Select the beginning date of the reporting period.
o End Date - Select the end date of the reporting period.

o Minimum Reporting Amount - Enter the minimum reporting amount. Vendors with income that
equals or exceeds this amount will be included on the report.

o Canadian Tax ID - Enter the number you want to use when filing the T5018.

o Foreign Entity - You cannot process T5018s using Aatrix if you select Foreign Entity. Select Foreign
Entity if you are a company that resides outside Canada and you generate T5018s for Canadian
companies. This check box prefills if the Foreign Entity check box is selected in your fiscal entity. If
your fiscal entity is set at the data folder, this check box is located at GL: Company Settings > GL
Settings > [Calendar/ Fiscal Settings]. If your fiscal entity is set at the prefix, the checkbox is
located where you set up your fiscal entity at GL: Setup > Prefix/Base > Prefix A, Prefix B, or
Prefix C > [Fiscal Settings].

5 Select the vendors you want to include on this report in the Vendors to Process window.

6 Inthe Generate Form T5018 (Canada) window, click [Generate].

T5018 Setup Wizard

The first time you generate a T5018, a wizard opens to help you set up your report.

1 Verify your Account Number. To change this number, close the Setup Wizard. Open Accounts
Payable: Tasks > Government eFile and Reporting > Form T5018 (CAN). Then enter the correct
number in the Canadian Tax ID box of the Form T5018 (CAN) window, as described in step 4 of the
preceding section.
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Canada Setup Wizard Z”E.FX|

\ﬂ Canada Setup Wizard (7))

Get Started Printing or eFiling Your Canadian Forms

Please verify this company's Account Murmber, This nurnber is used on ALL forms and MUST be carrect, If
this nurmber is NOT correct, you MUST return to your accounting software to make the correction.

Account Number

][]z ][s][s][4][3][2][1][r][r][0][0][0][0]

[ Mewt > l[ Cancel ]

2 The Company Information window displays information included on the forms you are filing.
Verify that all information is correct and enter missing information.

Click the Help icon ¥ for more detailed information about what to enter in each box in this window.

Canada Setup Wizard

\ﬂ Company Information L 2]
Cormpany nare: |Sample Canadian Campary |
Mame 2: | Mame 3: |
Couritry: |E.&N [Canada) b |
Address line 1: |23885 Starbird Rd 2 |
Address line 2 | |
Cliky: |Libh_q | Pravince: Pastal code:
Contact first name: | | Last name: | |
Title: | | Email: | infal@canconstuction. com |
Phone |[555] 555-5555 | Est | | Fax: | |

[ < Back H Mext » l [ Cancel ]

3 Click [Next] to generate an editable T5018 form, where you can review and modify vendor data. You can
also save the form to work on at a later time.
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D NOTE: While you are in the Review/Edit step you can add a blank page if needed. Click Edit >
Add Page.

When you have completed your review and edits of each page, click Next Step.
4 Print a copy of the T5018 for your files in the My Copy window.

5 Click Next Step to move to the Federal Copy window, where you can begin the process of submitting
your files electronically through Aatrix. Follow the instructions in each window to complete your
transaction.
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