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1099-Etc Introduction

1.0 Introduction
1099-Etc is a database management system that consists of six main modules. These six modules are:

W-2/1099 Forms Filer

Prepares and prints IRS/SSA Information Returns (1099s, W-2, 1096, W-3, W-2C, W-3C, 8922 plus the Puerto Rico W-2, R-3, 480-
6A, 480-6B and 480-5). All 1099 forms are supported: 1099-A, -B, -C, -CAP, -DIV, -G, -INT —K, -LTC, -MISC, -OID, -PATR, -Q,
-R, -S, -SA, 1098, 1098-C, 1098-E, 1098-T, 3921, 3922, 5498, 5498-ESA, 5498-SA and W-2G. AMS will update/add forms as the
new specifications become available.

AMS Payroll

This module prepares payroll on an after-the-fact or (Live) basis. AMS Payroll provides for easy entry and printing of payroll data
throughout the year. Payroll transactions for each employee can be entered each pay period or summarized each month or quarter.
AMS Payroll allows for check numbers, check dates, gross pay, federal and state income tax, unemployment tax withholdings and
other user-defined deductions, such as 401k plans, SDI and other payroll deductions. This module supports all State Unemployment
forms and most State Withholding forms. It also prepares the 940, 941, 941-B, 943, 944, Quarterly Household Employee worksheet
(formerly Form 942), and annual 1040 Schedule H. The 94x forms can also be E-Filed via a third-party vendor. At year-end, the
data is transferred to the W-2/1099 Forms Filer. Quarterly magnetic filing is supported for many states.

Forms Filer Plus

This module is a forms filler for a wide range of payroll related forms that are not supported by the W-2/1099 Forms Filer. Forms
supported include the 940, 940-A, 941, 941-B, 943, 944, 945, 1-9, W-9, W-4, SS-4, 941-X and all State Unemployment forms and
most State Withholding forms. Forms Filer Plus differs from AMS Payroll in that the information is entered directly on the forms,
whereas AMS Payroll creates the forms automatically based on payroll transactions.

E-Filer
This module has two options, E-File Direct or E-File Services. See below for a brief explanation of both options.

E-File Direct

This module uses the data entered in the W-2/1099 Forms Filer to prepare electronic files for 1099s, W-2s, 1042Ss, Puerto
Rico W-2s, or Time Extension filings for 1099s. The User is then responsible for uploading the resulting electronic file to the
Reporting Agency via their upload instructions. E-File Direct also creates the state W-2 electronic files.

Notes:
There are certain requirements for using E-File Direct for E-Filing for the various forms:

1099 Family of Forms
When using E-File Direct to E-file the 1099 forms a Transmitter Control Code is required. File form 4419 with
the IRS to get this code at least 45 days prior to the filing deadline.

W-2s
When using E-File Direct to E-File the W-2 forms, a User ID is required. Go to the SSA’s website,
www.ssa.gov and apply for the ID, using their Business Services Online.

1042-S

When using E-File Direct to E-file the 1042-S forms a Transmitter Control Code is required. File form 4419
with the IRS to get this code at least 45 days prior to the filing deadline. The Code for the 1042-S forms, is
different from the Code for the 1099s.

E-File Services

E-File Services will electronically file your W-2, W-2C, 1042S and 1099 forms to the IRS/SSA through a third-party vendor.
E-File Services retrieves the data in the W-2/1099 Forms Filer and creates batch files for submission. E-File Services has
multiple options available including print/mail the recipient copies.

Notes:
The 94x forms can be sent to a third-party vendor for e-filing through AMS Payroll.

When using E-File Services, a Transmitter Control Code (1099s & 1042-S) and a User ID (for W-2s) is NOT
required.
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ACA Filer
The ACA tab is used to enter specific information regarding the ACA Filer. There are 2 forms (along with their transmittals) that are
supported for ACA filing, the 1095-B and the 1095-C.

1042-S Filer
The 1042-S Filer is a complete database system that generates the 1042-S form. It has an easy-to-use, menu-driven format that
simplifies the selection of payers and forms.

1.1 Registration

When installing the 1099-Etc for the first time each tax year, you will be prompted to print the Registration Form. Please take a
moment to complete and fill out the Registration Form. While we may already have most of the information on file, there is some
additional information that is essential for determining who should be notified when updates are available. This also gives us a chance
to verify accuracy of the information already on file. You may also register online at www.1099-etc.com.

1.2 Program Support
The 1099-Etc program provides the following resources for information regarding the program.

Electronic Manual (provides basic information regarding the program).

Help Files (accessed throughout the program by hitting the F1 button or selecting Help from the menu bars).
Frequently Asked Questions (used to search for answers to common questions).

You Tube Videos (Go to www.youtube.com and search for Advanced Micro Solutions)

Advanced Micro Solutions provides free technical support to registered users. Technical support can be reached using the following
methods:

Fax (800) 578-1780

Chat www.1099-etc.com
E-mail support@1099-etc.com
Phone (405) 340-0697

1.3 Updates
All updates are available on our website, www.1099-etc.com, or from within the 1099-Etc Software (Main Menu>Utilities>Program
System Utilities>Download Update from Internet). Updates are inclusive of all changes.

Notes:
A valid internet connection is required to download the updates from our website. In certain situations, Security Settings,
Firewalls, Proxy servers, etc., may not allow the program to connect to the internet.

The 1099-Etc software can automatically check for new updates when the program is opened. This feature can be enabled
when installing the program or it can be enabled at any time (Main Menu>Utilities>Program System Utilities>Change
Checking Web for Updates Setting).

1.4 Update Notifications
All update notifications (both Major and Minor) will be sent via E-Mail only. All registered customers (who have placed their orders
prior to mid-December) will receive notification (via email) when the fourth quarter update (late December) is available.

A Major update is one that may affect all users.
Note:
The program can automatically check for Major updates. To change the setting, at the Main Menu select, Utilities>Program
System Utilities>Change Checking Web for Updates Setting.

A Minor update is one that will affect a particular subset of users (usually by state).

Customers may request the update on CD; however, there is an additional fee for this service. Please keep in mind that shipping times
during the holiday season can take 5-10 days or longer. Customers that must have a CD should contact AMS to order the CD.
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1.5 Privacy Policy
Advanced Micro Solutions (AMS) may, through the course of business, come in contact with sensitive, confidential, and/or protected
information. Generally this information is sent to AMS from our customers for use in troubleshooting an issue they are having in the
1099-Etc software.

Customer data sent electronically is saved to a specific backup folder located on the AMS network. The customer data is then restored
to a technician’s computer for analysis. Once the issue is resolved the data is returned only to the customer (if desired). The data is
always deleted from all email and the technician’s computer. The network folder is deleted nightly.

Printed customer data that has been emailed, faxed, or generated by a technician is shredded as soon as it is no longer needed.

AMS makes all reasonable efforts to ensure that unauthorized persons are not able to view any confidential information from their
computer or computer screen.

Employees do not, either during or after their employment with AMS, misuse, divulge, loan or sell any customer information.
However, employees may discuss customer data with other employees in order to resolve a problem with the data or the software.

2.0 Setup

2.1 System Requirements

The 1099-Etc software is designed for personal computers running Windows 7 or higher and will also run on most local area
networks. The minimum requirements are:

Windows 7 or higher

Note:
The program requires a Microsoft supported Operating System. See Windows Lifecycles for more information.

Up to 85MB of free hard disk space (depending on installed options).

Minimum Screen Resolution: 1024 x768 (higher resolution recommended)

Valid Internet Connection (for Updates) and Microsoft Internet 11 or Microsoft Edge (for E-File Services).
Note:

Due to a recent Microsoft security change, an update (hotfix) may be required when downloading the program and/or update
files. See https://support.microsoft.com/en-us/kb/2763674 for more information.

The software supports Windows compatible printers (virtually all brands and models of laser printers). However, for faster printing,
we recommend laser printers.

2.2 First Time Installation for the Tax Year
You can install the program either by CD or Web Download. It is much faster to install via the Web Download as the shipping times
for the CD can be a minimum of 5-7 business days.
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File Edit View History Bookmarks Iools Help

2.2.1 Web Download

Once the order is processed, an email will be sent to the email address that
was included with the order. This email will contain a receipt for your
purchase, the new serial number and key code for the tax year and a link
to download/install the program. —

ADVANCED MICRO SOLUTIONS

M8 shop.1009-etc.com/indexphy” X e

& c¢ @

® @ https//shop.1099-etc.com/indexphp?ro

Shopping Cart
0 item(s) - $0.00

Home>» | Software» | CustomerSupports | Blog | FAQs | AboutUs»

Click the download link in the email. After entering the Serial Number S Download Software
. . test Update Enter your full serial number for the year you wish to download.
for the Tax Year that you need to download, the screen to the right will . XX000600000X | Find Avallable Dowioads
i 2018 Latest VQI’S!OHY D-11
display. 2017 Ltestverson: £50 e i e A e e B
link for the version you wish to download
When installing for the first time for this tax year, click Full Install. Z018E0Lnstall  Clckhere toview elease nofes. Download Now
2018 Update Install Click here to view release notes. Download Now v

Notes: ‘
Full Install is used for installing the program for the first time on any computer.

Update Install is used if the program is already installed.

At this point, your internet browser will take over and prompt you to Run or Save the file. If available, select Run. Internet Explorer
will display the following at the bottom of the webpage.

Notes:

During the Installation, if you receive and error, Winzip Self-Extractor: Error 0 running command.\ setup / z, you will need
to Save the file and open the folder where the file is saved, once the download is complete. To run the program, please open
the Download folder, right-click on that file and select Run As Administrator.

The installation process will vary depending on the browser that you use to download. If using FireFox or Chrome, the installation
file will be saved. Once saved, you will need to double-click on the saved file to begin the installation.

Do you want to run er save 1009-ETC-UPDATE-20X{- A30.EXE (32.7 MB) from shop.1099-etc.com? Run Save - Cancel

Notes:
Selecting Run will automatically start the installation process once the file is downloaded.

Selecting Save requires the user to find the saved file and open it to start the installation process. Some browsers, such as
Firefox and/or Google Chrome will automatically save the file. In such cases you will need to determine the default location
for the browser’s saved downloads. See Installation to continue.

It will take a minimum of 5-7 business for you to receive a CD (First Class Shipping). Once the CD
arrives, remove it from the packaging and place the CD in the CD-ROM drive. If the computer
supports auto play, the CD will automatically display a screen where Install can be selected and the
installation will begin.

Note:

If the setup program does not begin automatically, click Start, then select Run. A box will
appear requesting the name of the program you wish to run. In the box, type X:\setup and (Inatal
click OK or press [enter]. (Replace the X with the letter of your CD-ROM drive. For
example, D:\setup; E:\setup; etc.) This pertains to DVD drives as well.
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2.2.2 Installation

When the installation begins, a destination directory for the program will need to be designated. Note the "C" at the beginning of the
destination directory. The "C" can be changed, if needed, to install the program to a different drive. (Experienced users may wish to
change the destination directory as well.)

You are offered four choices on the 1099-Etc Setup screen:

Please select a destination directary

‘E:\'I 09Tetc. s

IHStall Install | Browse lean Only LCancel

Installs the program and copies the program files to the destination directory.

“Wersion D-1.1 for 2018

Browse
Allows selection of the destination directory by navigation.

Icon Only
Adds an Icon Only (also referred to as a shortcut). This sets up an icon in Windows to access a copy of the program already
installed on a file server or another machine on a local area network.

Cancel
Click Cancel if for some reason you do not wish to run Setup at this time.

Some notes on installation:

When the installation is complete, the program will ask if prior year data should be transferred. Answering Yes will cause the
program to scan for a previously installed version of 1099-Etc. If a previous version is found, the program will display the Prior
Program year's directory information as well as the current year's directory information. To transfer All Payers, click the Transfer
button and this will transfer all Payer and Employee Setup information to the new program. Selecting Selected Payer Only will
provide a Payer Selection Box so only certain payers can be tagged for transfer. No annual data is transferred.

Some notes on network installations:

This program is network-ready. There is no need to purchase a special license or different version of the program. You may install
the program a number of ways. The program and data can both be stored on the server, or if desired you may install a copy of the
program on each workstation and store only the data on the file server. If you decide to install both program and data on the server,
you may run setup on each workstation and choose the Icon Only option from the destination directory screen. This will only install
an icon on the workstation and allow you to specify the location of the program files. Each user who accesses the program must have
full read/write permission on both the program and working directories.

Notes:
Multiple people can run the program; however, only one person can access a Payer at a time.

The program is governed by a Site license. It can be installed on as many computers as needed as long as it is in one office
location. Additional office locations will need a separate copy.
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2.3 Serialization
The first time you run 1099-Etc, you will be asked to serialize the program.

To serialize. enter the Serial# and Key Code and click [Serialize Now]
Ifthis is 3 Demo program just click [Cancel].

The program must be serialized in order to enable all of the features purchased. If you have | @ eceoromeConmasoncmat
not yet purchased the program and are using the Demo, click Cancel. e ST TS T e e i ey

Seral# [ |
The Serial Number and Key Code can be found in the E-Mail that was sent when the order | kevces: [ ]
was processed or on the invoice included with your CD-ROM. This information is also [z
printed on the mailing label of the container in which the CD-ROM was shipped. Enter these exactly as they appear and click
Serialize Now. If the information is not entered correctly, you will receive an error message. If this happens, just retype the
information and click Serialize Now again.

Note:

If you add an option to the existing program you will need to reserialize the program with the new Serial Number and Key
Code that is provided after the option is purchased. To reserialize the program, from the Main Menu, select
Utilities>Program System Ultilities>Serialize Program (requires Serial Number and Key Code).

Some notes on removable media:

With the increasing popularity of removable storage media such as Zip Drives, Jaz Drives, LS-120 drives, and Sy-Quest removable
hard drives, many of our users have had questions regarding these types of storage. AMS does not recommend storing your data
on diskettes. In certain situations, on some systems, problems will occur if the data is stored on diskettes. Also, diskettes and
removable media of any kind are prone to failure. Qur recommendation is that you only use these to backup your data and
for transferring data from one machine to another.

Note:
When restoring data from a CD, which we do not recommend, all files will be marked as Read-Only. In order to access the
restored data, the Read-Only attribute of each of the restored files will need to be manually removed.

No matter how you store your data, back it up frequently!

Notes regarding Form updates:
AMS updates forms as soon as we are notified of the new form specifications (and the forms are approved by the government
agencies).
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3.0 General Information

The various 1099-Etc program modules and functions can be accessed from the 1099-Etc Main Menu. The 1099-Etc Main Menu
also contains information that the user may find useful, such as, Serial Number, Version number, Changes to the program, links to
Important Info, Printing/Viewing the Electronic Manual, and Technical Support contact information (Contact Us).

Module Utilities Help  Quit

B8 w-2/1099 Forms Fiter t Tax Year 20XX Version X-X.X
5 AMS Payroll e c Serial# XXXXXXXXXXX  Quarter X

Forms Filer Plus Backup Payers ‘ Restore Payers ‘ Download Update |

Various Speed Buttons and Shortcut keys are available on the

ACA Fil
+ et New Information Boxes
&5 10425 Filer

Main Menu. Please refer to the Help Files for more
Keep watching these spaces for important reaktime information from Advanced information on these features.

Micre Selutiens. Notices of available updates, impertant deadlines, and known
support issues will display here.

_ The information sections will display real-time information
from Advanced Micro Solutions, such as, update notifications,

New Information Boxes deadlines and known technical support issues.
n Select User
Keep warching these spaces for important real-time information from Advanced
View Changes Micra Solutions. Notices of available updates, important deadlines, and known
Print or View Manual support issues will display here.
Contact AMS
B Other Important Info Add Program Options Order Nelco Forms

3.1 Module
The Module menu item allows the user to select the module to work with. The Modules included are the W-2/1099 Forms Filer,
AMS Payroll, Forms Filer Plus, E-Filer, ACA Filer and 1042-S Filer.

3.2 Utilities
Utilities are used to perform various functions as shown below:

Babup and Bakae v

Pragram: Syvtemn [ilsbas k

Prant: Uit v Following is a brief description of each of these Utilities.
Fia Plansgarmomt U k

Impar Bauckes k

Trzhree ol tappan Uity

Ordar Prospoam o Forma k

Upgradhs Corment Proguam Opbam

3.2.1 Backup and Restore

Backup Data Files will backup data files to diskette, Zip disc or other drive/media while Restore Data Files will restore the Payers
that have been backed up using the 1099-Etc Backup option. Change Auto Backup Frequency is used to change how often the
program automatically prompts to back up a payer.

Backup Data Files
Restore Data Files

Change Auto Backup Frequency

Note:
1099-Etc does not support CDs for Backup/Restore.
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3.2.2 Program System Utilities
Program System Ultilities allows the user to perform various functions as shown below. Following is a brief description of each
utility.

Change Auto Backup Frequency
3.2.2.1 Change Auto BaCkup Frequency Serialize Program (requires Key Code)
You can change the number of times the payer is opened/closed before being

. 1 R Adjust Systern Variables (Max Payers,Payees, etc.)
prompted to backup. The default is 5. Enter 0 to disable the automatic backup.

Browse/Edit User/Preparer/3rd Party Designee File

L . Change Checking Web for Updates Setti
3.2.2.2 Serialize Program (requires Key Code) R e e

This item allows entry of the Serial Number and Key Code assigned to your copy Uninstall Program

of the software. It can also be used to update the Serial Number and Key Code SImmlilorgrn L
when new features are added to an existing installation. The Serial Number and Edit Client Letter Templates

Key Code can be found on the Invoice or the Mailing Label that came with the Transfer data from prior program year
1099-Etc program. Change Users Work Directory

Implied Decimal Settings

3.2.2.3 Adjust System Variables (Max Payers, Payees, etc.) Color Settings »
This menu item adjusts some global preferences for the program. Use with AMS
Technical Support Only.

3.2.2.4 Browse/Edit User/Preparer/3" Party Designee File
This option can be used to Maintain/Edit the User/Preparer/3rd Party Designee information.

Note:
When you exit the Browse User/Preparer/3rd Party Designee option, the program will terminate regardless of changes.

3.2.2.5 Change Checking Web for Updates Setting
This menu item allows the user to Enable/Disable the program from automatically checking the website for updates. If enabled, the
program will check for updates when the program is accessed, as long as a valid Internet connection is available.

3.2.2.6 Uninstall Program
This menu item uninstalls the 1099-Etc program. It has the ability to delete only the Program files or to delete all files (Program and
Payer/Data files) associated with the 1099-Etc Program. It is recommended that a backup be done first.

3.2.2.7 Create/Edit LOGO for Client Letters
This menu item allows the user to create or edit a LOGO for their Client Letters. This includes the ability to add a LOGO image. The
image formats include; .bmp, .jpg, .ico, and .wmf.

3.2.2.8 Edit Client Letter Templates
This menu item allows the user to edit the client letters. This includes changing the Font size and style as well as editing or adding the
users own dialogue.

3.2.2.9 Transfer Data from prior program year
This menu item transfers Payer and Employee data from the prior program year. Ordinarily, the data transfer would be done during
setup. This option transfers data affer the setup in the event that the transfer was not performed or was unsuccessful.

3.2.2.10 Change Users Work Directory
Change Users Work Directory will allow the user to access payers stored on another drive and/or directory. Once selected, this will
become the default work directory on the Select Payer screen.

3.2.2.11 . Implied Decimal Settings
Selecting this option causes the program to assume that all dollar amounts entered should have two decimal places.

3.2.2.12 Color Settings
This command allows the user to change the colors of the Input Screens and Dialogs (background, text and edit fields).
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3.2.3 Print Utilities
Print Utilities is used to print various 1099-Etc reports.

Print Client Billing Invoice/Staterment
i e el s T L Following is a brief description of each Print Utility.
Print Payers w/ EIN/MName/Address fragment

Print Count of ALL 1099-Etc Forms in Use

Yiew/Print Saved Print Qutput Files

3.2.3.1 Print Client Billing Invoice/Statement
Prints invoices/statements for selected clients.

3.2.3.2 Print Payer List/Mailing Labels w/ or w/o EIN
This menu item prints a Payer list as well as standard mailing labels for all payers. The following labels are supported:

1-wide Label = Height=15/16" Width=3.5"
2-wide Label  Height =1.00" Width=4.00" 20 per page (2 across, 10 down)
3-wide Label  Height=1.00"  Width=2.63" 30 per page (3 across, 10 down)

The program also supports printing the mailing label on a standard #10 envelope.

3.2.3.3 Print Payers w/EIN/Name/Address Fragment
Searches all payers and prints a list of matches after a partial or full EIN, Payer Name, or address fragment has been entered.

3.2.3.4 Print Count of ALL 1099-Etc Forms in Use
Prints the list of form types in use for each tagged payer and the number of recipient records in the form file.

3.2.3.5 View/Print Saved Print Output Files
Select to view/print any printer output that has been saved as a PCL or PDF file.

3.2.4 File Management Ultilities
File Management Utilities are used to perform various functions and should not be done without AMS Technical Support.

Technical Support Utility
Find Duplicate 55Ms or Recipients by Mame/Address/55M
Copy AMS Payrall files: Year-to-Year for current program

Reset Annual Discard Flag for selected forms and payers

Following is a brief description of each File Management Utility.

3.2.4.1 Technical Support Utility
This is used with AMS Technical Support only.

3.2.4.2 Find Duplicate SSNs or Recipient by Name/Address/SSN
Searches all tagged payers for Duplicate SSNs or Recipients that appear more than once in the tagged payer(s).

3.2.4.3 Copy AMS Payroll files: Year-to-Year for current program
Use with AMS Technical Support assistance only.

3.2.4.4 Reset Annual Discard Flag for selected forms and payers
When data is transferred, normally the annual data from the previous year is discarded. If selected, this feature will transfer the
previous year’s annual data. We recommend that this is used only with AMS Technical Support assistance.




1099-Etc Main Menu/General Information

Import from a Tab Delimited Text File

3.2.5 Import Assistant

The Import Assistant extracts data from several different file formats and converts it to a
special type of text file that can be imported into the W-2/1099 Forms Filer, AMS Payroll,
ACA Filer and the 1042-S Filer. Following is a brief description of these Import options.

Import from a Comma Delimited Text File

Import from a Celumnar Report File

Import from Form Print File

Irmpert from Yearli/MNewport Wave CSV File

3.2.5.1 Import from a Tab Delimited Text File Import from Excel using Tab delimited File
This option will create an import file from a Tab Delimited Text file; for example, an Excel® Import from Excel via Clipboard
spreadsheet can be saved as a Tab Delimited Text File. See View/Print Import Field Names Import from dBase DBF File

for additional information. Import W-2s from QB 2006+

Irmpert from a QB 1099 Print File
3.2.5.2 Import from a Comma Delimited Text File Import from Federal 1099 MAG File
This option will create an import file from a Comma Delimited Text File; for example, an Import from Federal W-2 MAG File
Excel® spreadsheet can be saved as a Comma Delimited Text File. Import tltes ,
3.2.5.3 Import from a Columnar Report File
This option will create an import file from a Columnar Report File; for example, an ASCII PRN File.

3.2.5.4 Import from Form Print File
In some cases, data can be imported from a printout of 1099 or W-2 forms. This is done by directing the output to a disk file rather
than a printer

3.2.5.5 Import from Yearli/Newport Wave CSV File
This import will import W-2 or 1099 data from Yearli or Newport Wave software. First a CSV file will be created from that software.
The CSV file can be imported into the W-2/1099 Forms Filer.

3.2.5.6 Import from Excel using Tab delimited Text File
This option will create an import file from a Tab Delimited Text file; for example, an Excel® spreadsheet can be saved as a Tab
Delimited Text File. See View/Print Import Field Names for additional information.

3.2.5.7 Import from Excel via Clipboard
This option imports data from Excel that has been copied to the Clipboard. See View/Print Import Field Names for additional
information.

3.2.5.8 Import from dBase DBF File
This option will create an import file from a Lotus® WK1 or dbase® III DBF file.

3.2.5.9 Import W-2s from QuickBooks 2006+
This import feature allows you to create a W-2 print file from QuickBooks (2006+) and then import that file in the 1099-Etc
program. For more information see Importing QuickBooks W-2 Print Files in the Help File.

3.2.5.10 Import from a QB 1099 Print File
A QuickBooks® Print File for 1099's can be imported by creating a 1099 Print File in the QuickBooks program by directing the
output to a Generic/Text Only Printer. This will print the forms to a file rather than a printer.

3.2.5.11 Import from Federal 1099 MAG File
This option will create an import file from a 1099 Electronic file.

3.2.5.12 Import from Federal W-2 MAG File
This option will create an import file from a W-2 Electronic file (EFW2) format only.

3.2.5.13 Import Utilities
Import Utilities include Text File Viewing and Conversion, Convert Fixed width file to variable width, View/Print Import Field
names, Create DBF file from a TAB file and Create TAB file from DBF file.

10
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3.2.5.14 Text File Viewing and Conversion Utility

Text files contain printer control codes that make processing these files difficult; for
example, Tab Characters <Tab>, Form Feed Characters <FF>, and Line Feed characters
<LF> that are not matched with a Carriage Return <CR>. This utility will convert these
characters so that the file becomes a simple text file that the Import Assistant program can
use.

Text File Viewing and Conversion Utility
Convert fced width file to variable wadth
View/Prnt Impodt Field Mames
Ceeate DEF file fromm a TAE fde
Create TAE file from a DEF file

3.2.5.15 Convert fixed width file to variable width
For files that have a fixed record length (width) but the records do not end with carriage return/linefeed (CR/LF), this menu item will
convert the file so that it can be read by the Import Assistant.

3.2.5.16 View/Print Import Field Names
This will print a list of filed names for the various W-2/1099 forms. For AMS Payroll Field Names, open AMS Payroll and select
Options>Import & Export Options>Print list of field names for select AMS Payroll file types.

3.2.5.17 Create DBF file from a TAB file
This command creates a DBF file from a TAB file. In most cases this will be used with AMS Technical Support assistance.

3.2.5.18 Create a TAB file from a DBF file
It will create a TAB file from a DBF file. In most cases this will be used with AMS Technical Support assistance.

3.2.6 Order Program or Forms
This Utility can be used to order the 1099-Etc software via the web (connects to our website), print the order form to fax or mail
and/or provides the link to connect to Nelco to order Forms.

3‘3 Help Contents

Help is used to access various information along with providing Search and Instructional e

information regarding the 1099-Etc program. About 1099-Etc
Contact AMS

3.3.1 Contents/Search for Help On Tutorial

Frequently Asked Questions (FAQ)

Electronic Manual

The first two selections of the Help menu item is used to access the 1099-Etc program Help files
for additional information.

View License Agreements and Warranty

3.3.2 About 1099-Etc

About 1099-Etc displays information regarding the 1099-Etc program that may be helpful, for example, Serial Number and Version,
Program and Working Directory, as well as providing links to E-Mail Support and to the 1099-Etc website. This information is
especially useful, in some cases, for Technical Support.

3.3.3 Contact AMS
This menu item provides contact information for various resources for the 1099-Etc program.

3.3.4 Tutorial
The Tutorial launches a Tutorial Help file that is provided with the 1099-Etc program. The Tutorial is especially useful to new users
as it gives a basic "tour" of the various modules.

3.3.5 Frequently Asked Questions (FAQ)
The Frequently Asked Questions section is provided to allow the user to search for answers to commonly asked questions.

3.3.6 Electronic Manual
This is used to Print/View the Electronic Manual. This Manual provides basic information regarding the 1099-Etc program.

3.3.7 View License Agreement and Warranty
This menu item allows the user to view the License Agreement and the Warranty information for the 1099-Etc program.

11
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3.4 Select User
The User Code is used for several reasons, including:

1. Each Payer has different information (3rd Party Designee PIN, Name, etc.).

2. Payer/Clients are segregated by user so that each user needs a different Working Directory.
3. Settings (such as report settings or the default payer) are different for each user.

Note:

If no Users are setup, the program uses the default User, SYS.

Select User Code

code preparer name

JON JOHN

Edit | Add | Delete | Prirt | Help |

If you need to add or edit a User you will edit the following screen. Do not change the SYS User Code.

User/Preparer Edit

User Code SYS .
EIN [12-3547189 3.5 View Changes
Name [JANE SHITH This menu item allows the User to review the latest changes and improvements to the

Firm [JANE SMITH ACCOUNTING
Address 123 MAIN ST
City.5T ZIP [CRARLESTON, SC 12323
Phone [123—-456—7891
Non-Paid ™ 3.6 Print or View Manual
SelfEmpl'd [ This will Print/View the Manual. This Manual provides basic information regarding
SSN
— the 1099-Etc program.
Title [PRESIDENT |
Fax [123-654-9873 Note:
Email |JANESHITHEEMATL . COM | | For detailed information or detailed instructions, please refer to the Help files.

Agent# |[E123456789

3rd Party Designee
Name [JOE SMITH | 3.7 Contact AMS

Phone [444-444-5555 | Technical Support contact methods via phone, fax and/or email.
PIN (2222222222

1099-Etc program as well as review the history of the changes and improvements by
Version Number.

Cancel

3.8 Other Important Info
This displays links to information that the user may find helpful such as, Ordering Forms, State Tax Table Policy and NetPay
Electronic Deposits.

Other Important Information

f* Click here to Order Your Forms On-Line

" UserlD Required for EFW2 Reporting

" Common Printing Problems and Solutions
" FAX Mumbers (Sales and Support)

" State Tax Table Policy

~ NetPay Electronic Deposits

Cancel
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4.0 Create and Manage Payers

Each option of the 1099-Etc program uses payer directories (folders) to store information about that company.

When first entering the program, no payers exist and the screen below is displayed. This is the Select Payer screen. A <base> payer

will be displayed on this screen.

Select Payers

SOME COMPANY NAME

<base> OK Notes:

Cancel

The <base> payer should not be used to store working data. It should only be used to store
default information such as User Defined Fields and Preferences in AMS Payroll.

Click or <space>
to TagorUnTag

TagAll
UnTag All

Save Tags

Load Tags

Add Reminders
Help

MNon-AMS Payroll Payers
are disabled for
selection.

Work Dir. C:\1099etc. weod
Payer ABC PAYROLL

4.1 Select Payer
Once Payers have been created, the Payer directory names will be displayed in alphanumeric
order on the Select Payer screen.

To select a payer to work with, highlight the payer and click OK.

Note:
You can also type the name of the Payer in the search box and the program will
automatically jump to that payer.

If more than twenty payers exist, the list will scroll so other payers can be selected. Typing the
first letter of the payer name will jump the highlight to the first Payer in the list whose name
starts with that letter.

4.2 Exit to Main Menu
This will exit the Select Payer screen and fall back to the Main Menu of the 1099-Etc program.

The Sample Payer will also be displayed if it was installed during the program setup.

SOME COMPANY NAME
<base> 0K

DIABC PAYROLL —

Cancel
Click or <space>
to TagorUnTag

TagAll
UnTag All

Save Tags

Load Tags

Add Reminders
Help

MNon-AMS Payroll Payers
are disabled for
selection.

Work Dir: C:\1099etc wiex,
Payer. ABC PAYROLL
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4.3 Create New Payer
When the Create New Payer button is clicked, the program will ask for the new Payer
directory name. The Payer Directory name can be up to 255 characters.

New Payer Directory MName
|ABC PAYROLL

The name entered here will only be displayed on the Select Payer screen. This payer
identifier should be something that can be easily remembered so it will be easy to find this
client in the future. Once the identifier has been typed in, click OK or press [Enter]. The
full payer name and other payer information can be entered after the payer has been created.

Cancel

Just a tip:
It is often confusing to name files with numbers. Most people find it easier to keep track of their files by using a directory

name similar to the payer name.

4.4 Rename Payer
Rename Payer allows the user to rename a selected Payer.

4.5 Copy Payer
Copy Payer allows the user to copy a Payer's information into a new or existing Payer.

Note:
If copied to an existing payer, the existing payer’s data will be lost. AMS recommends that you backup your data prior to

using this command.

4.6 Delete Payer (Delete Password)
The program will prompt for deletion of the current payer. Answering "Yes" will delete this payer. Once a payer has been deleted,
there is no way to un-delete it. AMS recommends a backup be done prior to deleting any payer.

**There is no Un-Delete**

Delete Password
If there is a Password assigned to the Payer, the Delete Payer button will be renamed Delete Password. If you need to delete a

password for an existing Payer, you will email Technical Support (support@1099-etc.com) and include the Name of the person
requesting the Password removal, the Company Name, the Serial Number and a request for AMS Technical Support to delete the
Password. Once we receive that information, a technician will call the Contact that we have on file for that company and verify
that it is OK to delete the Password. Once we get the Ok we will contact the person that made the request and remove the
password.

4.7 Add Reminders
Use this command to add a reminder that will display when the Payer is selected. The Reminder can also be setup once the Payer is

opened, using the Payer>Reminders command.
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5.0 W-2/1099 Forms Filer

Assuming W-2/1099 Forms Filer was selected from the Main Menu, once the Payer is selected from the Select Payer screen, the W-
2/1099 Forms Filer will be displayed.

This screen will display the work directory, the selected

payer and the last form used. Printer refers to the last print Work Dt [c\1093etc waod,
mode used and the Device refers to the printer that will be Payer [ABC PAYROLL
used.
Form |W-2 User SYS Program Year

5.1 Form

[~ W-2/1099 Forms Filer - ABC PAYROLL

Module Payer Form  Input Options Batch Help  Cuit

Forms Menu
(c) 20XX by Advanced Micro Solutions, Inc.

Serial# XXOO0OOCO0C. Version X-X.X

Printer |Software Generated Forms 2 Oxx

Device |HF’ LaserJet 4100 Series PS Class Driver

Customer Support 405-340-0697 or FAX 800-575-1780

If the desired form is shown on the Form line (W-2 in the above example) then click Input. Otherwise, click Form and select the
desired form. As you can see in the illustration below, the forms are grouped together by form type.

W-2/W-3 Forms »
1098 Forms 3
1093 Forms 3
392X Forms L4
5498 Forms »

3

Puerto Rico Forms

Highlight the desired form type and a list of available forms will display. For example, if W-2/W-3 Forms is highlighted the
following list will display:

@ W-2
W-2C

W-3
W-3C

8922

A (@) beside the form name indicates that this form contains some previously entered information and if the form
name is enclosed in brackets, "<>", the form is not available at this time. The transmittal forms, associated with the
form types, are located at the bottom of the list.

The Form Entry Screen will be displayed and the program is now ready to receive input.
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5.2 Input (Data Entry)
The Form Entry Screen is shown below.

[~ Form Entry Screen

Print Align Options Utiities Transfer Defaults Browse Help Form Quit
> Recipient's Email Address

OMB No. 1545-0008

Form W—=2 Wage & Tax Statement
' e

0000/
a Employee’s social security number

FA4-43-444%

22222 | .M

Recipient Email

b Employer identification nurmber d Control number

1 Wages, tips, other comp.

2 Federal income tax withheld

115554444

[[2-1234567 2273.96 160.60

¢ Employer's name, address, and ZIP code 3 Social security wages 4 Social securty tax withheld
BC PAVROLL
[DBA_JANE SHITH ACCOUNTING | 5 Medicare wages and lips 6 Medicare tax withheld
[245 W ELM ST 2273.96 32.97
[OKC 12345
oL il I 7 Secial security tips 8 Allocated tips

Copy A For Social Security Administration —— Send this entire page with
Form W-3 to the Social Security Administration; photocapies are not acceptable.

9 Verification code

10 Dependent care benefits

For Privacy Act and Paperwork Reduction Act Notice, see back of Copy D. |11 d plans 12a See instructions for box 12
& Employee’s first name & initial | Last name | suft k|

[CORNTE ]| [BARNES ] 13 statptory Retrement Tra-pary 126

I ] [uj 0 0 ([

[P- 0. BoX i12i1 | L T — P

OKLAHOMA CITY, OK 73127 [ ] | ]I J

S I I R
1 Employee's address and ZIP code > [ ][O L ]
15 sute Employers stata D number Local wages, tips,ete. | 19 Locatincometax | 20 Losality
4567 [ | [ 1]
LBl [ ] [ 1 1l >
| Nea | | Omit | Tea

5.2.1 Moving from Field to Field

Notice that the top line of the screen displays Control Number and that the cursor is in the Control Number field. The message on the
top line changes as the cursor is moved from one field to another. To cause the cursor to move to another field, either press [Enter]
(which will move the cursor logically within a group) or click on the desired field. The arrow keys, the [Tab] key, or the [Home] and
[End] keys may also be used to move the cursor.

5.2.2 Entering the Payer Information
Payer information is only entered once. After it has been entered, it will automatically flow to each form. Changing the payer
information on any record will cause it to change for all records. Do not use the Defaults Menu item to enter payer information.

5.2.3 Entering a Proper Recipient TIN and Name
If the recipient’s ID number is entered without hyphens, the computer will assume a SSN has been entered and will insert the hyphens
automatically. Complete the input by pressing [Enter]| and the number will appear in the field on the screen.

5.2.4 Entering Dollar Amounts
If Implied Decimal is checked, amounts entered in "Check On" or "Check Accum" will have a decimal point added to them.
Therefore, "12345" is taken to be "123.45". If Check is "Off", the same entry is taken as is and will be shown as "12345". If Implied
Decimal is unchecked (and Check Mode is not OFF), then a decimal point must be used to indicate the start of the cents. For
example: "12345" is taken to be "12345.00" and "1234.5" is taken to be "1234.50".

Note:
Access the Implied Decimal setting at Main Menu>Utilities>Program System Utilities>Implied Decimal Settings.

5.2.5 Saving Records
When you add a record or change any data in a record, that record will automatically be saved.

5.2.6 Moving to the Next Record to Process
To move to a new record, click Next or press [PgDn]. This displays the next record in the database. If at the last record, the program
will create a new record. Payer name and address fields are filled with the information entered in the first record.

5.2.7 Calculating Fields
Calc automatically calculates certain fields. This works for W-2, W-2C and W-3C, 104285, 1099-Div, PR W-2 and PR R-3 forms.

Note:
The W-2 form has special calculations available. Refer to the Help files for more information regarding these calculations.
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o e Form
5.3 Printing E-File/E-Print Service »
After data entry has been done, the records are ready to be printed. From the Print Menu, you can print Clicnt Letter
forms, reports, client letters and more. Table Report

Worksheet Report
List of Recipients
Mailing Labels/Envelopes

5.3.1 Form
Use this menu item to print forms (pre-printed or software generated). After selecting Form, EEiiGEliEn
the program will prompt the user to select a Printer mode and Output Type. Please see the | PrinterMode

following information regarding the various Printer Modes and their Output Types. @ IL Tl
" 2. Print using pre-printed forms

" 3. Alternate Print using pre-printed forms

. &+ 4 Print Using Software Generated forms

ote: 9

If Print Preview or Multiple Printing is checked, the user can view the print output | © 8 Altemate Print using Sofware Generated forms
on the screen before printing and/or print multiple copies of the print output. B i st @ I

The program supports five Printer Modes and each mode contains various Output Types.
After the Printer Mode is selected, the program will prompt for the "Kind of Output". The prompt will vary depending on the Printer
Mode and the type of form being printed.

In the case of Printer Modes 2 or 3 (Print using pre-printed forms), the &
program will ask if the same recipient should be printed on each form per page. 1@1 fhsiemvestasmiiplaicpspalpags

- Do youwant ALL forms on a page to be forthe SAME Recipient ?
Always select "No" if you are printing payer, state or federal copies. If the
preprinted employee forms have different form types on each page (e.g., B/C), Yes o |
select "Yes". If the preprinted forms are identical (e.g., B/B), select "No".

In the case of Printer Mode 4 or 5 (Print Using Software Generated Forms), which allows the forms to print on blank paper (if the
Software Generated Forms option has been purchased), the "Select Kind of Output" screen will display to select the format to print.
These Output formats vary depending on the form selected. The following screens represent the Output formats available for the
1099-Misc and the W-2 forms.

*%1099-MISC Only:

Select Kind of Output

I~ Payer/State Output
7 2-up Copy C (top.bottom)

Note:
u lf“;‘_’:gig;';?;'ﬂ::rumns The IRS does not allow the 1099 Copy A form types to be printed on <blank> paper; they must be
I~ 2-up Copy B. Duplicate Copy B printed on the red pre-printed forms using Print Modes 2 or 3.

™ Jup Copy B. Copy 2, Instructions

I~ Instruction Quiput
[” Print Instructions on Back side
[” Print Instructions on Separate pages
Included in 2-up layout
(selected via Recipient Output)

marked with * notyet updated

Help | Cancel

Payer/State Qutput
The Payer/State Output for the 1099-MISC form has only one type of output which is the 2-up Copy C (top, bottom). This Output
prints multiple recipients per page.

Recipient Output
The Recipient Output will allow the user to select one of the three Output Types. Only one can be selected at a time. This Output
prints one Recipient per page.

Instructions OQutput

The Instructions Output will allow the user to print the Instructions on the Back side of the previously printed Recipient forms or to
print the Instructions on a Separate page. The same number of pages will print as was printed for the Recipient Output. The page
design is determined by the selected Recipient Output.
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**W-2 Only:
Payer/State/Federal Output Select Kind of Output
The Payer/State/Federal Output allows the user to select multiple outputs to print. Each type [~ Payer/State/Federal Output
of output will complete before the next begins. For example, if 2-up Copy A and 2-up Copies ||: %:zp ggp?‘;‘:‘ %tf[f-(?o"ttgrgdom]
1/D are selected, all of the Copy A forms will print followed by all of the Copy 1/D forms. r }ug COEY D.1or gp'
This Output prints multiple Employees per page. [ 4-down Payer/State Copies (stacked)
Multiple Selection is Permitted
Employee Output [~ Employee Output
Only one output type can be selected. The one exception to this is the 2-up choices for the W- [™ 2-up Copy B (top). Copy C (bottom)
2. In this case, all the "2-up Copy B" forms will print followed by all the "2-up Copy 2" L 2o Capy 2 {lnpketom)
. . [ 3-up Copies B.2.C (top.middle bottom)
forms. This output will generate one employee per page. [713-up Copies B.C.shuchions

[ 4-up Copies B.C.2.2 (4 quadrants)
[ 4-down Copies B.2,C.2 (stacked)

Instruction Output
p [ 6-up Copies B,2,C.2Instructions

The Instructions Output will allow the user to select to print the Instructions on the Back side
of the previously printed Employee forms, or to print the Instructions on a Separate page. The |~ Instruction Output

Employee Instructions will print after Employees forms finish printing. The Instructions will [ PrintInstructions on Back side
then print based on the selected criteria. The same number of pages will print as was printed ' _PrintInstructions on Separate pages
p . pag p p Corresponding to 2-up layout

for the Employee Output. The page design is determined by the selected Employee Output. (selected via Employee Output)
For example, 2-up W-2 implies 2-up Instructions (1 Employee per page), etc.

After selecting the printer mode, the Record Selection screen will appear. Change the Starting
and Ending Record numbers to select a specific set of records to print. To change, use the
slider or click the arrows at either end of the slider. Once the Starting or Ending record has been selected, the Name, OAN and TIN

for that record will be displayed. —

The Record Selection Criteria section allows the selection of certain records to print. || Staring Record X [ o
By default, the program prints only records that have not been omitted. This section | Name [0, 00X
allows the selection of Un-Omitted Records, Omitted Records (check both for either), | oan |

ltems marked with * not yet updated

QK | Help | Cancel

Corrected Records or Tagged Records. TN [os—3X—00X
The Records/Totals section is used to Print Records selected or Print Totals (a form Ending Record [ X [4| _I
containing the total of all records selected). The Print Totals selection can only be | Name [ooox, xox
selected when printing Payer/State/Federal forms. OAN |
TIN [3000-20x-2000¢
**W-2 Only:

. Record Selection Criteria
The last two boxes on the Record Selection Screen are used to select records by State | Un-Omited Records I Omitted Records

or Local information. Enter the two-letter state abbreviation or the name of the local
taxing entity you wish to find. By default, these boxes contain an "*" to select all
States and Locals. Recprds or Totals (or Both) _

Once the desired changes have been made to Record Selection, click OK. e heni Records kit

" Corrected Records I Tagged Records

Tag Records | Help | Cancel

5.3.2 E-File/E-Print Service
You can E-File forms using E-File Services. This will submit the data to a third-party vendor, who will then file to the government on
your behalf. There is a fee per form, see E-File Pricing Guide, which is paid by Credit cards when the forms are submitted.

5.3.3 Client Letter
This menu item prints a letter of instructions for the payer/client.

5.3.4 Table Report
This menu item prints a tabular listing of your data by record, in total, or both.

Note:
You can change the fields that are printed in the Table Report by selecting the Defaults menu item.

5.3.5 Worksheet Report
This option works like the Table Report above except that the data is printed in a pro forma layout and a total of all records is not
provided.

Note:
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You can change the fields that are printed in the Worksheet Report by selecting the Defaults menu item.
5.3.6 List of Recipients
Prints a report that lists the records with the record number, an Omitted indicator, the recipient name, TIN, and the Optional Account
Number.

5.3.7 Mailing Labels/Envelopes
This menu item prints standard mailing labels for Payers/Recipients or Both. The following labels are supported:

1-wide Label ~ Height=15/16" Width=3.5"
2-wide Label  Height = 1.00" Width =4.00" 20 per page (2 across, 10 down)
3-wide Label  Height =1.00" Width =2.63" 30 per page (3 across, 10 down)

The program also supports printing mailing labels on a standard #10 envelope.

5.4 Align
. . . . . . age Margins (location of output on page)
Occasionally, with the variances of printers and forms, margins and fields will need to be —— -
adjusted so forms print correctly. Top [0767 _Up |Down| Zew [2
Le [0278  Le [Right[ Zeo| |2
Notes: . . . . Print Test ‘ Restore | Field Placement
From the Form Entry Screen, click Align to adjust the margins and/or fields for the
form Currenﬂy belng WOrked on. W Show top position of each form on page
Form Offsets relative to Top Margin
Values will vary based on the selected form. Form _Characters Intemal Units

1 |1 Up | Down| Zero |12

. . . . . 2 [17417 Up [ Down| Zero [208
Values will be automatically saved so that when installing updates, the values will 1 Up [ Down] Zem s

not be overwritten. 4 [49867 _Up | Down| Zero EZ

] Help | Cancel

5.4.1 Page Margins
The Page Margins command is used to adjust the Top or Left margins of the entire page. Each form has its own default settings for
the Top and Left margins. The margins are changed by using the Down/Up buttons located to the right of the Characters value. New
values can also be directly entered in the Characters box.

Each click of the Down, Up, Right or Left buttons is a movement equal to 1/10" of a character.

Increasing the Top margin will move the data lower on the page.

Increasing the Left margin will move the data to the right on the page.

The Points value is used for Technical Support Only.

The Zero button zeroes the margin values. (This should only be done on the advice of AMS Technical Support.)

5.4.2 Form Offsets relative to the Top Margin

When Show top position of each form on page is checked, then the Form Offsets relative to Top Margin will display. This section is
used to adjust individual forms. For example, if there are 4 forms printed per page, the second form can be adjusted without adjusting

forms one, three and four. The default values will depend on the selected Form Type.

Each click of the Down, Up is a movement equal to 1/10™ of a character.
The Points value is used for Technical Support Only.

5.4.3 Form Alignment
Each form has its own default settings for Top and Left margins as well as Form Offsets relative to Top Margin. Margins or fields
are adjusted by tenths of a character.

5.4.4 Print Test
This option prints a test pattern for the current form, which can be used with Margin Adjustments to help align the forms.

5.4.5 Restore
Restore will restore the original Margins, Form Offsets and Field Placement values.
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5.5 Options
The Options menu on the Form Entry Screen provides a number of ways to manipulate
data.

5.5.1 Omit or Un-Omit a Range of Records

Performs the same function as the Omit button on the Form Entry Screen, but has the
ability to change the Omit status of a range of records. Once marked as Omitted, the
Delete Omitted Records option can remove these items from the database.

5.5.2 Delete Records (Omitted, All, Current)
This option will delete any records marked as omitted from the database. Use extreme

caution when deleting records because there is no Un-delete feature.

5.5.3 Blank Out Record and Load Default Information

Deradi o4 LUn-Dwmit o Farga of Facaadt

Dhrrdi fup iy (Lm0 pervend

i - Tt Fpd vl el ' il ey Lo il ity

Coredl Chespt i Dunent Bpceed

Froter tghemq

bivgst Bl Fiwad ibwiad il orwsd P
baraty Meamuire Aol oal b IR o2 Fanga
L Loer o g of B prdy

Vol i Vil i s s e i Pl el i

Tanadl Finud: Fateaed b

b Pdeped Eipoed

Vool oo i, B el

L Fo Fapoad

Ldon ¢ lipleard Digrenad

Blanks out all the fields in the current record and then loads the default values. The Payer data is not blanked out.

5.5.4 Cancel Changes to Current Record

[ B

Cancels all changes made to the record on the screen since the last time the record was saved. Records are saved every time they are
printed or when another record is retrieved. Choosing Quit from the menu bar also saves the current record.

5.5.5 Printer Settings

This menu item allows the editing of the Printer Settings as described under Options>Printer Settings without leaving the Form Entry

Screen.

5.5.6 Insert Blank Record Ahead of Current Record

Selecting this option will insert a blank record at the current location. Records below are pushed down by one record. For example, if
you are at record 6 and there are 7 records in your database, record 7 is moved to record 8, record 6 is moved to record 7 and record 6
is blanked out. Ordinarily, this menu item is not used for adding new records. Rather it is used in rare occasions to insert a record at a

specific location in the file.

5.5.7 Justify Numeric Amounts over a Record Range
Left- or right-justify numeric (monetary) amounts over a record range.

5.5.8 Upper Case a Range of Records
Convert lower case characters to upper case over a specified record range.

5.5.9 Fill a Field with a Value over a Record Range

This menu item should only be used with AMS technical support assistance. This menu item fills a specific field, in a record range,

with a character or numeric value.

5.5.10 Find First Record by...

On the Form Entry Screen select "Options>Find Record by..." and a drop down list
appears. It is possible to find a record either through the Recipient's name, TIN, OAN
(optional account number), through field values or special criteria in fields on the form.

5.5.10.1 Name of Recipient, TIN of Recipient, OAN (optional account# or control#)

To search for the Name, TIN or OAN click the selection. The program will prompt you for the Name, TIN or OAN. Type the

Mame of Recipient

TIMN of Recipient

OAN {optional account= or contral=)
Field Value in Current Field

Find Value in Any Field

Find Special Criteria in Any Field

information and click OK or press [Enter]. The database will be searched starting at the current record. If the entire database needs to
be searched, select the first record of the database before selecting "Find Record by...". This can be accomplished by pressing [Ctrl-
PgUp], or by using the Go to Record menu item and selecting record number 1. If the information entered is not found, the program

will display a message. Click OK to return to the Form Entry Screen.

5.5.10.2 Find Value in Current Field or Find Value in Any Field

Searches fields for certain values. When prompted enter the value to find and click OK. If Find
Value in Current Field is selected, the program will only search the selected field on the form.
To select a different field go back to the Form Entry screen and select the field to search. Select

Find Value in Any Field will search all form fields.

Enter Value to Find in Any Field

Cancel
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5.5.10.3 Find Special Criteria in Any Field

This searches fields for certain criteria (non-alpha/numeric values). Select the criteria and

when prompted select the criteria to find and click OK. T

I~ Numeric fields containing non-numeric characters

5.5.11 Find Next Record (Ctl’l-N) [~ Check boxes not containing values <blank> or X
When using the Find Record by command, Find Next or Ctrl-N will jump next matching [ TIN Fields with invalid values (blank OK)
record that is after the original match. [ Field value begins with star (%)

I~ Recipient foreign "state" wfo star (*)
5.5.12 Find Previous Record (Ctrl-P)

When using the Find Record by command, Find Previous or Ctrl-P will jump to the next
matching record that is prior to the original match.

Help Cancel

5.5.13 Go To Record
The Go To Record menu item will display a prompt asking for the record number to go to. This will be a number from one to the total
number of records in the database.

{* Record

" First

" Last Cancel

Enter a valid record number, click OK, and the program will go directly to the desired record.

5.5.14 Colors/Implied Decimal Margin Adjustment
This option has been moved to the Main Menu. Import Text File into Database
Export Database to Text File
5.5.15 Utilities Sort Database by Name, TIN, OAN, ZIP or Field
Utilities provides for a variety of commands. Merge Default Record into Database
Retrieve Data into W-3, W-3C, 1096 or 943
5.5.15.1 Margin Adjustments Combine or Print Duplicate TINs
The Margin Adjustment command allows the user to adjust the Top and Left Margins as Discard ALL Annual Data for a Record Range
well as the vertical offsets for most forms. See the Align command for more information. Force Re-Calculation of a Record Range
Common Payee File 3

5.5.15.2 Import Text File into Database
This command imports text files that have been created using the Import Assistant or Print the Form Field Names.

Select Desired Sub-Option:

* SelectFile to Import

" View/Print List of Fields

5.5.15.3 Export Database to Text File
This option is generally used to copy data from one payer to another within the W-2/1099 Forms Filer. It can also be used to Export
Recipient Information to AMS Payroll and Export Data to a Tab Delimited File that can be opened in Excel.

Select Export Option:

" Active Fields

" Both Active and Inactive Fields

" RecipientName, TIN and Address OMNLY
" Export Recipient Info to AMS Payroll

(" Exportto Tab Delimited file for Excel

Help Cancel
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5.5.15.4 Sort Database by Name, TIN, OAN, Zip or Field

This will allow you to rearrange the file in SSN, OAN, Name, Zip or a specific Field order.

* Name
Note: " Taxpayer ldentification Number (TIN)
The OAN is the 1099 Optional Account Number or the W-2 Control Number. © Optional Account/Control Number (OAN)

" Zip Code (extracted from address line 2)
" User Specified Field

Cancel

5.5.15.5 Merge Default Record into Existing Records
This will allow you to merge the default data from the Default Record into an existing range of records.

5.5.15.6 Retrieve Data into W-3, W-3C, 1096 or 943
If for some reason, the transfer command does not work, this command is used internally by the program to transfer the data.

5.5.15.7 Combine or Print Duplicate TINs

This command will scan all the records in the current form file for duplicate TINs. If the Combine option is selected then all records
with the same TIN will be combined into a single record with a unique TIN. We recommend that you backup your data before

using this option. If the Print option is selected then a list of records containing duplicate TINs will be printed.

5.5.15.8 Discard ALL Annual Data for a Record Range
This will allow you to delete all of the numeric data for all records. It does not delete the Payer or Employee demographics.

5.5.15.9 Force Re-Calculation of a Record Range
This will allow you to calculate the numeric fields over a range of records. This utility can be used with the 1099-Div, 1042-S, W-2,
W-3, W-2C, W-3C, PR W-2 and PR R-3.

5.5.15.10 Common Payee File

Payees that are added to the Common Payee File are available across all selected payers containing any form of the 1099 family
within the W2/1099 Forms Module. This command will allow you to Find, Save and Edit the Payees. Additionally, Find Payees in
Other Payers/Forms.

Note:
This command is only available for the 1099 family of forms. It is not available for W-2s and other forms.

Find Payee in Common Payee File
Save Payee to Common Payee File
Edit Common Payee File

Find Payee in Other Payers/Forms

5.6 Transfer
This menu item sums all the active records and transfers those figures to the W-3 or 1096 form. The program will automatically exit
the current form and switch to the W-3 or 1096 form. This menu item also works for W-2C to W-3C transfers.

The Transfers are:

W-2 to W-3

W-2C to W-3C

1098s to 1096

1099s to 1096

392X to 1096

5498 to 1096

W-3 to 943

1099-Misc to California DE-542
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5.7 Defaults
This option allows entry of default values to be used on the form and allows you to choose which
fields will be printed on the Table and Worksheet reports.

Edit Default Record
Select Fields that are Edited
Select Fields to Print on Forms

Select Fields to Print in Table or Worksheet

Notes:
Each form type for each payer has its own default fields. Defaults do not apply to all payers or to all form types. However,
the Table Report, Print and Edit settings apply to this form type for all payers.

The field controls are automatically displayed on the Default Editor screen in blue at the upper right corner of the screen. If the
control is disabled, the control would be displayed in lower case, if enabled, the control will display in upper case. For example:

5.7.1.1 Edit Default Record

When selected, a screen similar to the Form Entry Screen appears, but at the top left of the screen a message appears reading " **
Default Record **". To change a default value for a field, just enter a new value into the field on the screen. The value will now be
automatically entered each time you add a new record.

Note:
Adding a default value will not update existing records. In order to update existing records use the Utilities>Merge Default
Record into Database command after exiting the Default Record.

5.7.1.2 Select Fields that are Edited
This control toggles the edit status of a field. This field can still be entered using the Tab key, arrow keys, or the mouse.

Yes

When selected, while in Input, the field can entered by pressing [Enter].

No

When selected, while in Input, the field will be skipped when pressing [Enter].

5.7.1.3 Select Fields to Print on Forms
This controls whether or not the field will print on the form. This can be used for assigning an OAN for sorting purposes, but not
printing the OAN on the form.

gv(ﬁen selected, the field data will print on the form.

\NV(;len selected, the field data will NOT print on the form even if there is a value in that field.

%:sy forces the field to use a smaller font when printing forms.

¥ll;lencl:0ntr01 will delete leading <blank> spaces automatically for the selected field when printing forms.

5.7.1.4 Select Fields to Print in Table or Worksheet

This controls whether or not the field will appear in the Table/Worksheet Reports. A change here will affect the current form type for
all payers. Click in the desired field and hit [F6]. To print the field on the Table/Worksheet Report, select Yes from the Print Field in
Table control. No will omit the field from printing on the Table/Worksheet Report.

Yes
When selected, the field data will print on the Table/Worksheet Reports.

No
When selected, the field data will NOT print on the Table/Worksheet Reports even if there is a value in that field.

After defaults have been entered, press [PgDn] to exit the Default Editor and save your changes.
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5.8 Browse
This option allows entry of form values in a spreadsheet format as opposed to the Forms Entry screen. To edit a record simply click
on the row and Select Edit to edit the employee/payer information or for all other fields click on the field and edit/enter the
information.

Note:

Please refer to the Help documentation in the 1099-Etc program for additional information.

[~ Forms Entry Browse

Edit Find Utilities Help Quit
= Wages, Tips and other Compensation

* | TAG Name TIN/SSN FITW SSWAGES A

| | [12345678901234567890 2682.71 23458.25
BROWN , BEN 222-22-2222 |  14560.00 462,28  14560.00
BROWN , THOMAS 234-56-7890 |  12480.00 1123.20  12480.00
FORD, TARA 555-55-5555 24960. 00 1166.36 24960. 00
GREEN, DEBERT 333-33-3333 21840.00 2027.48 21840.00
HARRISON,ANTHONY  |111-11-1111|  18200.00 205.40  18200.00
JONES, KATIE 122-33-4444 25896. 00 1285.44 25896. 00
SMITH,JOHN J. 123-12-1234 20384.00 2273.44 20384.00 +

£ >

Row 1 | Recod 178 | AddRecod | Cac | Checkon | OmitunOmit | Tag/UnTag |

5.8.1.1 Edit
This option allows the payee or the payer information to be edited. The Last Edit can also be canceled or copied.

bt Parpes L
Bl F-‘J:ﬂr 4
Undla Last Edet [not semlahle] Crl=Z

Copy Unda walue to Chpboard

Note:
Please refer to the Help documentation in the 1099-Etc program for additional information.

5.8.1.2 Find

This option searches for either the Payee’s Name or the Payee’s TIN.
Firid Mame
Eird TINS5

Note:
Please refer to the Help documentation in the 1099-Etc program for additional information.

5.8.1.3 Utilities

5.8.2 Check On/Off/Accum

The program will allow any field to be left blank, but in normal operation, it will not allow entry of invalid information. This is the
Check On feature. This feature can be toggled to three different settings by clicking the Check On button. Click Check On once and
the button will say "Check Accum". Check Accum will cause an amount entered in a numeric field (where data previously existed) to
be added to the previously entered amount. Click a second time and the button will read "Check Off". In this setting, the program
will not check to make sure the data entered is valid. Clicking a third time will return the button to the "Check On" setting.
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5.8.3 Adding a New Record

Click Add to add a new record. This may be done from any record in the database. A new record is also added when Next is clicked
from the last record. Pressing [Ctrl-PgDn] will display the last record. This new record is automatically saved if you enter any data
on the form.

5.9 Deleting Entries

First, the records to be deleted can be Omitted. Omitted records still appear on the screen, but R EEE
are not included in any calculations or transfers. To omit a record, click Omit. The button will
now read, "OMITTED" in red letters. This indicates that the current record is omitted. Click | & Delete Omitted Records w/ Confirmation
OMITTED to Un-Omit the record. The lettering will return to black lower-case, indicating the | ¢ Delete Omitted Records w/o Confirmation

. . - Al *
record is not omitted. Delete *ALL* Records
" Delete Current Record Only

Tip:
A range of records can be omitted or un-omitted by using the Options/Omit or Un-
Omit a Range of Records menu item.

Cancel

After the desired records have been omitted, they can be deleted by using the Options>Delete Records (Omitted, All, Current)
command.

5.9.1 Delete Omitted Records w/Confirmation
This will prompt to verify that each omitted record should be removed from the database.

5.9.2 Delete Omitted Records w/o Confirmation
Removes ALL omitted records from the database without confirmation.

5.9.3 Delete *ALL* Records
Removes ALL records from the database regardless of the omit status.

5.9.4 Delete Current Record Only
Deletes the current record only.

Once the records have been deleted, they cannot be un-deleted. It is recommended that you back up your data before
deleting records.
Margn Adpsitrent
5.10 Utilities Irpeet Tt File inte Ditabiaria
These are powerful menu items for importing and exporting data, sorting the database, merging the Expont Dutsbase 1o Tt e
default record into a range of records, along with some other utilities. e St T

Werge Defwolt Recard into Datsbsre
Retriee Dats ks W-3, W. 30 1096 or 543

5.10.1 Margin Adjustment e b e

. . . . . Discand ALL Annusl Dista for 2 Record Ringe
The Margin Adjustment menu item allows the user to adjust the Top and Left Margins as well as the R i T
vertical offsets for most forms. Comman Payee Fle

5.10.2 Import Text File into Database

This should only be used if the file to be imported is properly prepared using the Import Assistant located on the 1099-Etc Main
Menu under Utilities>Import Assistant or the Export Database to a Text File command located in W-2/1099 Forms
Filer>Input>Utilities. Click Import Text File into Database and a screen will appear with buttons labeled Select File to Import and
Print List of Fields. If the file is ready, click Select File to Import and a file name pick list will be displayed. Click on the desired file
and click OK. Selecting Print List of Fields will print a list of field names.

5.10.3 Export a Database to a Text File

This option is generally used to copy data from one payer to another within the W-2/1099 Forms Menu. It can also be used to Export
Recipient Information to AMS Payroll, Export Data to a Tab delimited File (can be opened in Excel) , Export W-2 Data to W-2C and
Export CA542 Data to Forms Filer Plus.

5.10.4 Sort Database by Name, TIN, OAN, ZIP or Field
This option will sort your database by Name, TIN, OAN, ZIP, or by a selected field.
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5.10.5 Merge Default Record into Database, TIN, OAN, ZIP or Field
The default record is merged into a range of records using this option. Usually the default record is merged as each record is added.
However, this option merges the default record into records that existed before the default record was created.

5.10.6 Retrieve Data into W-3, W-3C, 1096 or 943
While in the W-3 or 1096 form, this option will retrieve the summary information from the W-2 or 1099 that was last Transferred.
See Transfer menu item for more information.

5.10.7 Combine or Print Duplicate TINs
This menu item will scan all the records in the current form file for duplicate TINs. You may combine duplicates into a single record
or simply print a list of duplicates.

5.10.8 Discard ALL Annual Data for a Record Range
This commands purpose is to discard all annual amounts in the file.

5.10.9 Force Re-Calculation of a Record Range
This commands purpose is to perform the calculations of a form for a specified record range.

5.10.10 Common Payee File
Payees that are added to the Common Payee File are available across all selected payers containing any form of the 1099 family
within the W2/1099 Forms Filer.

Note:
Updating the form data with data retrieved from the Common Payee File, does NOT update the Common Payee File. You
can update the Common Payee File from the W-2/1099 Forms Filer by selecting Options>Edit Common Payee File.

5.11 Options

Primbes Settings
Wopw/Primt Savved Chatput
Ermail Sres POF Output
Pty

Semngs "
Baclup Payer

BN Vierd: stz (e file]
TR Verdsratan (£-fil]
Ed#& Cpmmaon Payes File
Edit S2ntnLocal Fil

Edit W2 Baa 14 Fle

Exdwe 10585-K PSE Fe

5.11.1 Printer Settings
This option allows configuration of 1099-Etc for use with different printers. First, Scitware Generaled Forms
select the printer mode and click Next. This will display the Printer Device and | Pevie= [Hfd:j:j&j:;lf”se”“F’SC'E“D””E’ =]
COdeS screen. Printer Features Special Functions

¥ Printer can print box draw characters <F4> = Insert Code

I Printlegal when needed (see Help) <FB> = Print Codes

The user can change the printer to be used and, if needed, edit the printer codes to | I Prnterrequires PCL smulation (see Help) | | <F7> = Add Special Codes
. . . . I Printer can print duplex (see Help) <F9> = Show Printer Bins

be used for the various reports. Each printer mode has its own group of settings, | .~ "“

so changes made under "Print using pre-printed forms" will not affect the settings | roms [/e#

for "Print using Software Generated Forms". mage [F6/E#/%P/LEE/A/S10
Table [#66/E#/XL/L66/A/S*

List |#66/E#/XP,/L66,/A,/SLO

Note: Mail ~ [#66/E#/xP/L60/A7517
Do not change these printer codes without assistance from AMS Resel [/E#/A
Technical SuppOI't Current Character (w/ decimal code) ’7 Backup T
oK | Help ‘ Cancel

5.11.1.1 View/Print Saved Output
This option will allow the user to view or print output that has been saved as a PDF file.

Note:
PDF files are created when using the Print Preview feature and selecting Save on the View, Save or Print dialog.
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5.11.1.2 Email/Save PDF Output
If Reports, Forms or Checks were saved to PDF files when printing, use this option to email the file to the Payer, save the PDF file to
your hard drive, Encrypt the file or retain the file temporarily for later use.

5.11.1.3 Modify
This option is to be used with AMS Technical Support assistance only.

5.11.1.4 Settings
There are currently two settings available, Change Recently Used Forms List and Enter works like Tab key. Following is a brief
description of these settings.

Change Recently Used Forms List
This allows you to change the number of recently accessed forms that display on the Forms List Menu. The default is 10.

Enter Works like Tab key
Selecting this option allows Enter to work as the Tab key.

5.11.1.5 Backup Payer
The Backup Payer Command will allow the user to backup the selected Payer's information to a specified drive.

5.11.1.6 SSN Verification Mag File
This command allows the user to create a file that is sent to the SSA to verify Social Security Numbers. This command also allows
the user to view/print the SSN Verification file (either the sent or the returned file).

5.11.1.7 Edit Common Payee File
This command allows the user to create a file that contains Common Payee information. This information can be used to insert
Payee information across all Payers and 1099 Forms.

5.11.1.8 Edit State/Local File
This command allows the user to create a file that contains State/Local information. This information can be used to insert
State/Local information across all Payers and Forms.

5.11.1.9 Edit W-2 Box 14 File

This command allows the user to create a file that contains W-2 Box 14 Label information. This information can be used to insert
W-2 Box 14 Label information on the W-2 forms.

5.11.2 Batch

The Batch menu item performs the print function for the current form for specified payers in the working Farm Print ’
directory. Payers can be tagged for selection. Batch can also print mailing labels for payers instead of Cliert Letzer 2
recipients and can print a listing of the number of recipients entered for each Payer for the current form type. Table Feport G
These two features are under Mailing Labels or List Short Report. L“':';"‘:;R'F"r" '
¥ O, Fepor
Blading Labeels L
Eeset Primtes
Page Eject
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6.0 Introduction to AMS Payroll

AMS Payroll provides for easy entry and printing of payroll data throughout the year. AMS Payroll allows for check numbers, check
dates, gross pay, federal and state income tax, and unemployment tax withholdings. Other user defined deductions such as 401k
plans and SDI may be added. The 94x forms can also be E-Filed via a third-party vendor.

Although AMS Payroll is multi-user, it may be installed on the server |EEEEERESEIEE
. . . Module Payer Deposits View Input Browse Reports Forms ACA E-File Options Hel, ui
and/or on each workstation’s hard drive. The data may exist on the [ B« oot fiow bt Rowse fepons form: ACA Efle Qetions Lep Gt

network server for all workstations to access. AMS Payroll
(c) 20%X by Advanced Micro Solutions, Inc

Serial# XXCOCOSOHXK Version X-X.X

Restrictions

Due to the nature of state unemployment/wage reports, Advanced
Micro Solutions strongly recommends using AMS Payroll with the
Software Generated Forms option so that the software can generate the

Work Dir [C:1099etc.wed

Payer [ABC PAYROLL

various state wage returns and form 941 for each quarter on <blank> Seaq2s UserSYS Frogram Year
paper. For forms that must be printed on preprinted forms, AMS will Piintes [Sotware Generated Forms ZOXX

support forms that are available from Nelco or directly from the
Federal/State (if possible). It should be noted that some forms are not
available in a format suitable for computer printing. In many cases,
AMS Payroll can create a worksheet report to simplify manual
completion of these forms.

Device |HF’ LaserJet4100 Series PS Class Driver

Customer Support 405-340-0697 or FAX 800-578-1780

7.0 Running AMS Payroll
The AMS Payroll Menu which will appear after the AMS Payroll and a Payer have been selected.

This screen displays the Work Directory, the Selected Payer, the Payroll Year, as well as the Print Mode and the selected Printer.
This screen also lists the Serial Number, Program Version and Technical Support Contact Information.
At the top of the AMS Payroll is a Menu bar:

F- AMS Payroll - SSAMPLES.PYR

Medule Payer Deposits View Input Browse Reports Forms ACA  E-File Options Help Quit

To choose an option, click on it, press the underlined letter itself, or press the underlined letter while holding down the Alt key. (For
example: [Alt-P] to select the Payer menu, [Alt-D] for the Deposit menu.)

Note: On some systems, the underlined letter will not be displayed until the Alt key is pressed.

7.1 Payer Information

The Payer's General information screen will open when accessing the Payer for the first time. This screen can also be opened by
selecting the General tab at any time when Payer Edit is open.

Payer Edit
General ]Preferences] Stataj’LucaI] UserDefined F\elds] Mlscellaneuus] Memu} ChechMICR] ACA I

Payer Pay Rate Factors
Payer Name 1> ‘RHC PAYROLL

Payer Address > [245 W. ELM STREET

PayerName 2> (DB JANE SHITH ACCOUNTING } RIINE | Fector> [1 509 When in Payer Edit, movement between various screens can be done
| WOLIDAY | Factor> by selecting the various tabs or by pressing [PgUp] and [PgDn].
Payer City > ‘OKG ‘

-UﬂCTIHE Factor » -1 .B88
Payer State > Payer Zip > - -
Federal EIN > Name Control> Factor >

Federal Depositor Information EFTPS Information PDF Encryption : : :
Payer Types 4] e Click OK to exit the Payer Edit and save the changes.
& FEIN
Depositor Type > [Monthly -
" Signer SSN (last4)
e e I E—
 Other [12-3456789
EmployerKind > [Hene Apply =
Document Signer/Contact Infermation
Name >‘JRNE SMITH ‘ [~ Suppress Signer Info Prompt
Title > SSN > 94x E-File Signer Information
Email > [JANE. SHITHEERATL . GOM | EfiePin-[ ]
Phone »[#44-555-2222 | Fox>[133-333-4444 | ReguesiGl
........ = | = | -
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7.1.1 General
This screen is used to enter the Payer's General information such as name, address and Federal ID Number. It is also used to enter

the following:

Note:
When entering the name, use the second line as a continuation of the first line, a Doing Business As name or leave blank.

7.1.1.1 Name Control (94X Abbreviation)
This is normally the first four letters of the Payer's Name. This field is used on the 941 and 943 vouchers. See the preprinted IRS

form for actual abbreviation.

7.1.1.2 Overtime, Holiday, Vacation Time and Sick Pay Factors)

Overtime, Holiday, Vacation Time, and Sick Pay Factors

These fields are provided to compute the overtime, holiday, vacation, and sick pay components of gross pay. Factors are multiplied
by the Hourly Pay Rate of the employee as well as the Hours Worked (i.e. Hours x Factor x Pay Rate). The most common factors are:
1.5 for Ovrtime, 2.0 for Holiday, 1.0 for VacTime, and 1.0 for SickPay. See the Employee's General Info screen for information
regarding the Employee Hourly Pay Rate

Note:
A factor must be entered for these fields to appear on the Check Edit screen.

7.1.1.3 Federal Depositor Information
These fields are used to define the type of employer (Regular = 941, Household = 942, Agricultural = 943 or 944 = Annual) and
federal deposit frequency (Monthly, Semiweekly, Neither).

7.1.1.4 EFTPS Information
You must enter an EFTPS (Electronic Federal Tax Payment System) Pin if you want to prepare EFTPS payments. Enter the Optional
EFTPS Phone, if the phone number is payer specific.

7.1.1.5 Document Signer/Contact Information
This information will be printed on forms that have fields for the signer of the form to fill in.

7.1.1.6 941 E-File Signer Information

The 941 E-File Signer PIN is used as a "digital" signature when E-Filing 941s. You can "Request PIN" and the program will submit
the request via a third-party vendor to the IRS for you. Once the request is approved, the IRS will mail the 941 E-File Signer PIN to
the payer via the USPS.

Note:
You cannot E-File 941 forms until you have the 941 E-File Signer PIN.

7.1.2 Preferences

The Preferences define how the program will perform various tasks for a particular payer. To enable most Preferences, click in the
box or click the text and hit the space bar until a check appears. Certain fields have multiple selections; scroll through the drop down
to select from the list.

Note:
When a Preference is highlighted, a brief description for that Preference appears to the right in the Preference Notes section.
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7.1.2.1 Check Entry Fields _
1. Need Check Numbers Check Entry Fields
Provides a field (Check#) for entering a check number. ESheicle vty ki P e

1. Need Check Mumbers

2 Need SS Taxable Tips 2.Need SS Taxable Tips
: . . . . . 3. Need State Withholding
Provides a field (Tips) for entering tips subject to SSWH tax. 4. Need Local W/H

5 Need 2nd Local W/H
6. Need Hours Worked

Note: 7 Need Weeks Worked

The program assumes the employee has already received the Tip. 3 gg%&zﬂz'ﬁ:ﬁg WH

The Tip amount is added to compute the taxes and then the Tip amount is deducted 10. Confirm Caleulated Net Pay
from the Gross Pay_ 11. Auto Increment Check Numbers

12. Enable Smart SS/MC Calc
13. Calculate FITW w/o cents

3. Need State Withholding 1; gﬂpp::g glzpstscé::;e
Provides a field (SITW) for entering State Income Tax Withheld. 16 SUEE,ESS Memo Field

17. Suppress Pay Period on Check/Voucher
18. Don't sum checks with same number

4. Need Local W/H
Provides a field (LITW) for entering Local Income Tax Withheld.

5. Need 2" Local W/H
Provides a field (LITW2) for a second Local Income Tax when an employee pays to 2 locals on the same check.

6. Need Hours Worked
Provides a field (RegHrs) for entering hours worked.

7. Need Weeks Worked
Provides a field (Weeks) for entering weeks worked. This value is manually added to the checks.

8. Add Tips to Net Pay
When enabled, tips are added to Net Pay.

9. Re-Allocate Federal W/H
The program calculates a total federal withholding by summing FITW, SSWH and MCWH. New values for SSWH and MCWH
are then calculated. FITW is re-calculated by subtracting the new SSWH and MCWH value from the old total.

10. Confirm Calculated Net Pay
Allows confirmation of the calculated Net Pay when the check is saved

11. Auto Increment Check Numbers
Enable this preference and the program will automatically increment check numbers (e.g., 1001, 1002, 1003, 1004....)

12. Enable Smart SS/MC Calc
This preference causes calculated SS and MC to be adjusted if employee is currently over-withheld. Not Recommended.

13. Calculate FITW w/o cents
Rounds Federal Income Withholding to the nearest whole dollar amount.

14. Suppress Dept Code
If selected, this preference will suppress the Dept field on the Check Entry screen.

15. Suppress Class Code
This preference will suppress the Class field on the Check Entry screen.

16. Suppress Memo Field
This will suppress the memo field on the Check Entry screen.
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17.

18.

Suppress Pay Period on Check/Voucher
Suppresses the Pay Period fields on both the Checks and the Vouchers.

Don’t sum Checks with the same number
Will not combine checks with the same check numbers.

7.1.2.2 Checks/Vouchers

Checks/\Vouchers Preferences

1. Queue Checks When Added
2. Suppress Hours on Voucher
| 3. Enable Check Print Preview
4. No Payrate/Hours on Voucher
5. Suppress $ on Printed Check
6. Suppress Check# on Checks and Vouchers
7. Suppress SSN on Printed Check
8. Print Checks LastFirstName
9. Suppress Hourly Pay on Voucher

Preview

[™ Preview All Check Types atonce

|SuFtua|~e Generated ﬂ

1. Queue Checks When Added

If checked, adding a check will Queue check for later printing using the PrintChks command

on the Employee’s Input screen.
2. Suppress Hours on Voucher

If enabled, the number of hours worked is not printed on the check voucher.

Check Type [a~ ~|

3. Enable Check Print Preview

Select to enable on-screen preview of checks before printing. Check Print Mode
4. No Payrate/Hours on Voucher

Enable this to omit the employee’s pay rate and hours on the check voucher.
5. Suppress $ on Printed Check

Enable to omit the dollar sign ($) next to the net pay amount when printing checks.
6. Suppress Check # on Vouchers

Enabling this preference will prevent check numbers from being printed on the employee’s check voucher.
7. Suppress SSN on Printed Check

Enable to suppress the SSN when printing checks.
8. Print Checks Last, First Name

Enable to print the employee names on checks as Last, First Name (for example, Smith, Donna).
9. Suppress Hourly Pay on Voucher

If checked, the hourly pay is not printed on the check voucher.
Check Type

Select the check type code (A through Z and 0, 1, 2 and 3) for printing checks. We recommend check type "A" for laser printers and
either "Y", "Z", "1" or "3" must be used for MICR encoded laser checks.

Preview
Preview will display a sample of the selected Check Type. To view a sample of all Check Types, check Preview All Check Types at
once.

Check Print Mode

If checks are printed on a different printer than used for forms or reports, enter the code for the appropriate printer type. Valid codes

are: Pre-Printed, Alternate, or Software Generated.
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7.1.2.3 Misc Preferences

1.

7.1.2.4 Input/Print Preferences
1.

Force Calc FUTA at lowest rate
When enabled, causes FUTA tax to be calculated at the lowest rate of FUTA wages,
regardless of SUTA tax paid.

Misc Freferences
Suppress Signer Info Prompt 1. Force Calc FUTA at lowest rate
. . : : s 2. Suppress Signer Info Prompt
Enable and the program will not ask for signer information when printing. 3. Use Electranic Net Pay Deposits
4. Use Altemnate SUTA State Code

. 5. Use Declining/Inclining Balances
Use Net Pay DepOSItS 6. 15 & 3rd Party Designee

This preference is enabled to enter the employees banking information when using the
electronic Net Pay Deposit feature.

Use Alternate SUTA State Code

Used when an employee lives and works in different states and therefore pays income tax to one state, while the employer pays
unemployment tax to the other. The values are then entered on the Employee's Optional Information screen under Alternate
SUTA States.

Use Declining/Inclining Balances
Enabled to keep track of Declining/Inclining Balances such as Vacation Hours Used (Declining) or Vacation Hours Earned
(Inclining).

Is a 3" Party Designee
Enable to print the 3rd Party Designee Information on the forms that have these fields. This information is defined in
Options>File Management Utilities.

InputfPrint |
Sort Released Employees PR
When enabled, causes released employees to appear at the bottom of the employee list jnpuyFrint Freferances
on the Input screen. 1. Sort Released Employees
2. Report Household EEs on 941/940
3. Suppress S5MN on Reports
Note: 4. Right-justify Emplovee numbers
See Employee Status Information screen for Released Date field
InputOrdet [Name =]
FrintOrder [Name =]
Report Household EEs on 940/941 o P::toidz: :a'""
. o Name =]
When checked, this Preference will include the Household Employees on the 941 and Wooke 5 —
940 forms and will disable the printing of the 1040 Sch H and related forms. seks Starten |Jan 1

Suppress SSN on Reports
When checked employee SSNs will print as XXX-XX-1234, where 1234 is the last four digits of the SSN, on Reports.

Right-Justify Employee numbers
If checked, the Employee numbers will be right-justified for sorting, print order and browsing purposes.

Input Order (Name, Number, SSN)
Defines the order in which employees are displayed when Input is selected from the AMS Payroll Menu.

Print Order (Name, Number, SSN)
Defines the order in which employees are displayed when various Forms/Reports are printed.

Check Print Order
Indicates the order to print the checks. The selection here will be the default on the Print Checks screen. If changed on the Print Check
screen, the Preferences Check Print Order will be updated as well.

Weeks Start on (Sunday, Monday, Tuesday, Wednesday, Thursday, Friday, Saturday, Jan 1)
Start of Week defines a week for the weekly liability reporting in Report A.
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7.1.2.5 Tax Exempt

These Preferences when selected will mark all employees of this payer as exempt from a

Tax Exemnpt
particular tax.

Tax Exempt Preferences
1. Exemptfrom SUTA
Note: 2. Exempt from DI
Mark individual employees exempt from certain taxes through Employee’s Status 3. Bxemnptfram OTHER

4. Exempt from FUTA
5. Exempt from Social Security
6. Exempt from Medicare

Information.

7.1.3 State/Local

This screen is used to enter information about a given state. It also provides a means of setting up local withholding (if needed). Use
the New tab to add states. Each additional state will have its own tabbed State/Local Screen.

Payer Edit
General} Preferences State/Local lUserDeﬁned Fields] Miscellaneousl Memo] Check{M\CR] ACA I
LOK [ New|
State# A
Reset Annual Sick Time SUTA ) OTHER
MaxWages [ 176008.68 | [ 6.068 |
Payer Rates (%) Qtr1 0.000800 0.060060 6.600008
When in Payer Edit, movement between various screens Qw2 | 0.880000 8.86BAAR 8.666680
b d b 1 t th . t b b : Qtr3 8.0086800 A.088000 8. BBBB68
can be done€ by selecting the various tabs or by pressing Qtrd 0.060008 0.600008 5.6600000
[PgUp] and [P gDn]. Extra/Employee Rates (%) Qi1 [ 0.800000 0.800800 6.6060600
§ Qtr2 8.0080800 A.808000 8. 886668
; ; ; | [T @i e Qr3 | 0.000808 B.060008 006008
Click OK to exit the Payer Edit and save the changes. : - -
Qtr4 8.80668600 A.B888000 5] ]
¥ Use Default Max Wages. Rates Local Name Code W/HMethod Fixed%
‘ J; 0.0000
12-3456789 o 0.0009
&L i 0.0000
SUIN [73-2547182 7 0.0000
SWCN 5] 0.0000
SIT W/H Method [Table x| le] 0.0000
Depositor Type |Quarterly hd Z 0.0000
Minimum Wage 6.68 8 0.0000 w
Min Cash Wage a.68 [~ W/H Method and Fixed% are stored in Common Locals file
QK | Help | Cancel

Located in the upper left corner of the screen, each State will be labeled with a letter (e.g., State# A, State# B, State# C, etc.). Enter
the two character state abbreviation (e.g., NY, CA, and TX) in the box located in the upper left corner.

Please enter a SUTA, SDI and Other rate for each quarter (if needed). If -1 is entered in any quarter, the program assigns the value
from the previous quarter. The "Other" column can be used for special situations such as a state health care tax. If an employee has
withholding for these items, please set up a User Defined Field. This will allow the program to keep track of total liability (employer

+ employee).
Other state specific information is also entered on this screen.
SEIN State Employer Identification Number. (Assigned to payer by state.)
SUIN State Unemployment Identification Number. (Assigned to payer by state.)
SWCN State Worker Compensation Number. (Assigned to payer by state.)
7.1.3.1 Extra SUTA Rate FUTA Certified
This check box is used to calculate the amount of FUTA tax due on the 940 forms. SUTA tax payments that are not FUTA cannot be
used as credits against the FUTA tax.
7.1.3.2 Use Default Max Wages, Rates

This box is used to indicate whether or not the Default values for Max Wages plus Rates are to be used for SUTA, SDI, and Other,
since some states have the same rate/values for all employers.
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7.1.3.3 W/H Method
Select W/H Method to be used to calculate withholding. Leave blank if withholding is not to be calculated.

The Methods for this field are:

Table SITW is calculated from a defined Tax Table.
%Wages + Tips SITW is a specified percent of gross pay + tips.
Y%FITW SITW is a specified percent of Federal Income Tax W/H (FITW).

7.1.3.4 SIT Depositor Type
This section defines the State Withholding Depositor Type (Monthly, Semiweekly, Quarterly, etc.). If blank, it assumes the Federal

Depositor Type on the Payer's General screen.

7.1.3.5 State Minimum Wage
Enter the State Minimum Wage, if higher than the Federal Minimum Wage.

7.1.3.6 Local
The Local section is setup if there is a Local Withholding Tax and it consists of four columns: Local#, Local Name, W/H Method, and

% of SITW or Wages. The program will support up to 35 locals. If there are more than 35 locals then the *Special Local command
will need to be used.

Local# The number the program will use to refer to this local.
Local Name The name of the local as it will appear on the check voucher.

Code Used in conjunction with the *Special Local command. This code is entered in Employee Edit to cross-reference the
employees Local Withholding with the applicable Local Withholding Tax information.

W/H Method The W/H Method indicates the method (if any) to calculate Local Income Tax W/H (LITW). The W/H Methods are
defined as follows:

Table LITW is calculated from a defined Tax Table.

%Wages + Tips LITW is a specified percent of gross pay + tips.

%FITW LITW is a specified percent of Federal Income Tax W/H (FITW).

%SITW LITW is a specified percent of State Income Tax W/H (SITW).

L LITW is a fixed percent of SITW for all employees.

X LITW is a fixed percent of wages+tips for all employees.

A LITW is a fixed percent of taxable wages+tips (minus the annual exclusions) for all employees.
Z LITW is calculated from a percent in the LOCALS.DBEF file. Used with *SPECIAL Local.

Clicking Info will display a help screen, if available, that explains special requirements for the state that is being entered. This is
especially important for New Jersey filers, who must use the Info screen to enter SUI and SDI rates.
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7.1.4 User Defined Fields
Allows up to forty additions/deduction fields. These fields provide for special deductions and tax exempt items.

Payer Edit
General] Pref‘erences] State/Local User Defined Fields lMisceHaneous] Memo] Check{M\CR] ACA ]

Payroll Deduction

v = Exempt from
Add Field W-2 or 1099 Box# P -
. . Add to Gross, Tips.NetBoth Pay o o ]
To add new fields click Add Field and a template can be Suppress onVoucher  MaxWages Rate [S5E 51 2 £
: : Edit Field Name Code Percent orHours Type Nmbr| L L @ 0 L ¢ I 50
selected. To manually add or edit any field, click the Conp TN =
number button located before each field, double-click on 401K v 12 viviv

the field, or hit any key while the field is selected and the
User Defined Field Edit screen will be displayed.

When in Payer Edit, movement between various screens
can be done by selecting the various tabs or by pressing
[PgUp] and [PgDn].

Click OK to exit the Payer Edit and save the changes.

AR EREEEREEREEREEREE
wll~|o|w|&|wlr P oo~ a|wm]|&[w] R

W

Click Edit column, double-click line or press any key to edit.

=]

K | Help | Cancel

Field Name Used to define the name of the special item on the Add Check screen (required). If using Box 14, the first 5
characters of the field name will print as the label for that box on the W-2.

Form Select the Form, from the drop-down box, that this

field is to be reported on (if any). Forms include;

W-2, 1099-B, 1099-DIV, 1099-INT, 1099-MISC, | fieigname ow0s |

1099-R, 1099-S, PR-480.6A and PR-W2. Description [Bonus |
‘Adjustments to Pay ‘W-2/1099 Information
Box If this item is to be included on Forms W-2 or 1099- Addto [eross  +| Form | =l
Misc, select the box in which the amount will appear Box | |
on the form. If using Box 14, the first 5 characters || PavreliDeduction [ ]
of the field name will print as the label for that box

Calculation Details

on the W-2. Calculaing Type & Code ¢ UDF
W-2Box 12 Code  Used in the Code for Box 12 on the W-2. | " -
-2 Box ode sed to enter in the Code for Box on the W-2.
For a complete list of codes, please refer to the W-2 Percontage[__0.0000] MaxWages[ _0.00]
instructions. These instructions can be found at Inclining/Declining Bal Exempt From
http://www.irs.gov/pub/irs-pdf/iw2w3.pdf. " Inclining " Declining FICA | =l
R — T FUTA [ FIT [ Other
Add to: Select if the field is to be added to Gross || | | Fo FoT [ Gemishment
Pay, Net Pay, and Tips. Leave this field | giscen
blank (default) if it is not to be added to any Type of Hours | =]
of the selections. PayRate# [ ~| r
Voucher Print Control | ~|
. . . . Special State Handling | ~|
Payroll Deduction: Check if the field is a payroll deduction. | |
Templates Help Cancel

Calculation Details: Selecting Code displays a list of available
Calculating Codes. These Calculating Codes cause the program to calculate the amount in this field
as a percentage of Gross Pay, Hours Worked, Weeks Worked, Net Pay, or as a percentage of any
other User Defined Field. Selecting UDF displays a list of available User Defined Fields. These
User Defined Fields can be used in the calculation of the current field. See Help for more detailed
information.
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Percentage:

Max Wages:

Inclining/Declining Balance:

Exempt From:

Type of Hours:

Pay Rate Number:

Suppress on Voucher:

Special State Handling:

If the amount can be calculated from Gross Pay, you can specify a percentage.
You can specify a maximum wage base.
This field is used to assign a Declining/Inclining Balance number if needed.

For a special tax treatment, a check in the appropriate box will indicate which taxes the amount is
exempt from. FICA has special exemptions including; Exempt, 'z Liability, SS Exempt (ONLY) and
MC Exempt (ONLY).

Select the type of hours; Regular, Overtime, Holiday, Regular + Overtime, Vacation, Sick and Not
Hours.

The Pay Rate Number corresponds to the Employee Hourly Rates as defined on the Employee's
General Info screen.

Select Always if this item should never be printed on the employee’s check voucher. Leave blank
(default) to print this item on all check vouchers. Select When Zero if this item should only be
printed if the amount is greater than Zero on the check voucher. Select Print in Tax Section if this
field should print in the tax section of the check voucher.

Used when the field needs special handling for a specific state such as New York for reporting Other
Wages.

7.1.4.1 User Defined Fields Templates

On the User Defined Field’s screen, if the Define Field Button is selected you will be prompted to select a pre-defined User Defined
Field from our Template list. This list can also be found at the bottom of the User Defined Fields Edit screen by selecting the
Template button. Once selected, the User Defined Field screen will be populated with the default selections for that example. The
settings can then be edited as needed. The Templates include:

7.1.5 Miscellaneous

The information on this screen is used mainly for your reference, except as noted || G727 | me
isi ion i Memo2> | \ L
below. This information is not used on any reports and/or forms. Rl e ‘ o
Email2> | | (Payer ID
E:mail3> | ]| ]
Federal State Reporting Complete Dates User Codes

When in Payer Edit, movement between various screens can be done by selecting N ———— | SO v S
the various tabs or by pressing [PgUp] and [PgDn]. Querters Completedon>[ 77| _m ]

Click OK to exit the Payer Edit and save the changes.

Notes:
These are only examples; settings will vary based on specific situations.

~« | The Help files are the best source of up-to-date information on UDF’s. We frequently make additions to
=* | this option to provide new capabilities.

Payer Edit
Generaw Prefevences\ sme/mcal\ User Defined Fields Miscellaneous Wemu} ChecwM\cﬂ ACA }

Quarter 1 Completedon>[ 7 7 ] For all Payers as selected from Main Menu
Quarter 2 Completed on > m [svs]

Declining/Inclining Balances for User Defined Fields Disable
Suppress
Edit Name _on Voucher User Defined Fields (+Inclining, Declining)
A

~

SEERE

v
Click Edit column. double-click line or press any key to edit

=}

Help Cancsl
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7.1.5.1 Other Payer Information

This payer information is optional and is used mainly for your reference. The Email field is used to store the Employee's email
address. Clicking on the Email address will launch the user's email program and fill-in the TO: field.

Notes: The Email can only be used if the user uses a POP or IMAP email client such as Microsoft Outlook. AOL, Hotmail,
MSN, Yahoo and other web-based email clients will not work.

The Memo fields are used for Puerto Rico Chauffeur Report (Print Generic State Wage Report).
Extensive notes on this payer may also be entered by clicking the Memo tab.

7.1.5.2 Federal/State Reporting Completed Dates
These fields are used to enter in the dates when each Quarter's Federal/State Reports were completed.

7.1.5.3 User Codes
For All Payers as selected from the Main Menu:
This User Code is selected from the 1099-Etc Main Menu.

For this payer (blank = above User Code):
This User Code is used to indicate which User's information is to be assigned to this Payer. If the field is blank then the Current User's
information (which was selected from the 1099-Etc Main Menu) will be assigned to this Payer.

7.1.6 Memo

The Memo screen brings up a text editor where additonal notes regarding this payer can be entered. These notes are for reference
only.

Payer Edit

Gansraw Prsfevsnces‘ Slats/Lucal‘ User Defined F\s\ds‘ Miscellaneous Memo ‘ ChecK/M\CFw ACA 1
&2 Print Memo ‘
DO AccaumtSene When in Payer Edit, movement between various screens can be done by selecting
10/31/20XX - Changed Contact Information from David Johnson to Jane Smith . .
the various tabs or by pressing [PgUp] and [PgDn].
Click OK to exit the Payer Edit and save the changes.
oK ‘ Help Cancel

Payer Edit
General | Preferences | State/Local | User Defined Fislds | Miscellaneous | Memo  Gheck/MICR \ ACA |
7.1.7 Check/MICR AccouName.
Use this tabbed screen to define the information needed to print MICR encoded | tnee>[~vs JaNe snITH accounTinG

LastCheck# | 2827

Update ¥

checks or to define Check Setup information. Line 2 (7245 W ELA STRERT Rorlgpdede [
Line 4>[0KC, OK 12345 ] || 2nd Signature Row>[ 8]
Bank Name Row/Column Locations
Line 1> [BANK ONE | Row Column
Line 2>[*P-0._BOR 121 ] Signature > [35.08 ] (58.68 |
Line 3>[*~3111 HORTH STATE STREET ] Logo>[24.88
J

Line 4 >[*~~OKC, OK 12345

non-Micr Checks >[ 8

When in Payer Edit, movement between various screens can be done by selecting

Other Info
the various tabs or by pressing [PgUp] and [PgDn]. e ! — Locaﬁm,mles
BankID Number>[1234-1234 | MICR Line Row>[ 8-88] Type>[A]
Routing Number > 63883333 | Routing# Column > [21.88 | Codes >[CC |
Account> [NATIONAL BANK | Edil | Acct# Column > 34.88 | Codes >
Check #Length>[ 8] Checks# Column >[ 7.58 | Codes > [Af |

Preview and Check Preferences | ‘

[ | b | Cancel

Click OK to exit the Payer Edit and save the changes.
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7.1.7.1 MICR (Magnetic Ink Character Recognition) Checks

MICR encoded checks allow use of the same check stock for all payers. The software prints all the payer and bank information on a
blank check. The check type is defined using Preference>Checks and Vouchers>Printed Check Type, and must be either "Y", "Z",
Hlll OI' ll3ll.

Note:
MICR checks can only be produced on a laser printer and must be prepared using magnetic toner. Be sure to submit test
checks with necessary banks prior to preparing a complete payroll using MICR checks.

7.1.7.2 Check Edit

This screen also allows the user to setup a Last Check Number (used with Preference>Check Entry Fields>#11 Auto Increment
Check Numbers), a Second Signature Line, Preview Checks, and the Edit *.CHK menu item that modifies the placement of the
various rows/columns of the fields that print on the check (use with AMS Technical Support).

Notes:
The Preview button also allows the user to View all the Check Types that are available in the 1099-Etc program.

Be sure to have at least one sample check already entered.

“Edit *.chk” allows the user to edit the field placement on the checks. Please refer to the Help files for more information.
7.1.8 Tax Tables
Used to view or modify tax tables that can be used to calculate State or Local withholdings on checks. AMS provides most state tax

tables, but these tables must be reviewed for accuracy before use.

Note:
Tax Tables are always defined in annual amounts.

OK Tax Table #1 of 3

Tax Table Name [SINGLE |
Custom Tax Table [~ maintained by user only
Annual Exclusion a.88 Mo Cents v
per Exemption 10600.60 Table Type [
Annual Credit/Exemption 8.88
%Wages Excluded A.80 Max Excluded a.88
%FITW Excluded B.680 Max Excluded 8.80
%FITW added on 0.80 %of Tax added on 8.88
Bracket Bracket % Rate for Amounts Total Tax on
Number Amount over bracket amount full bracket

1 a.88 B.868688 a.88

2 6358.88 B.58688 5 .88

3 7358.88 1 .88688 28.88

4 88508.88 2 .8888 45 .88

5 18188.88 3 . 8888 79.58

6 11258.88 4.88688 1M1.58

7 13558.88 5 . 88688

8 a.86 8. 8868

Next | Add | Load | Cale | Help | Reset | Quit |

The example also indicates that Tax Table #1 is for Single taxpayers. Other tables will be needed for married and head-of-household
taxpayers. These tables are usually selected as Tax Tables 2 and 3 respectively. If local tax tables are needed, utilize tables 4
through 9 for that purpose.
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7.2 Input (Employee Setup)
To Add/Edit an employee, click Input on the AMS Payroll Menu.

[~ AMS Payroll - SSAMPLES.PYR

Module Payer Deposits View Input Browse Reports Forms ACA  E-File Options Help Quit

When in Employee Edit, movement between various screens can be done by selecting from the various tabs or by pressing [PgUp] and
[PgDn]. Click Cancel to abandon changes, click Memo to enter an employee memo, and click Help to access the Help files. Click Quit
exiting Employee Edit and saving changes.

7.2.1 Employee's General Info
Use this screen to enter information for an individual employee. The Social Security Number must be entered for each employee.
(The program will not allow duplicate Social Security numbers to be entered.)

Employee Edit - BARNES, CONNIE

General Info I Status Information I Live Payroll Parameters] Optional Information } Memo } ACA I

SSN (required) Employeet [ |
FirstName [CONNIE |
LastName [BARNES |
AptBldg.etc | |
Street/PO Box |P. 0. BOX 11211 | . ] )
City. ST Zip [OKLAHONA CITY, OK 73127 | When in Employee Edit, movement between various screens can be
Country [ |5 USA done by selecting the various tabs or by pressing [PgUp] and [PgDn].
Dept| | Ciass| |
Rates as of 01/01 . . .
Memo | | Ad/Eoi Rates Click OK to exit the Employee Edit and save the changes.
Email | | [_11.s0] s
Phone1[ | SpecialCode 2 R
Phone 2 | ] | 3] 6.60 | $hr
Phone3[ ] o —
Quicken/QuickBooks 5 S
Name used in Quicken/QuickBooks 6 shr
1 [CONNIE BARNES | 7[ 5.00600] I T
2 | | 8 r3g
State i 9[_e.00000] 1 &
— = -

7.2.1.1 Name and Address Info
Enter the Employee First Name, Last Name and Address.

7.2.1.2 Images

Image files can be either a BMP or JPG. The image size should be no larger than 166 x 185 pixels. Larger images will be shrunk to
this size. Smaller images will not be resized but will be centered in the image area. Some distortion may occur when larger images
are resized.

Image files must be located in the payer directory and have a BMP or JPG extension. If you have the image in another location, click
in the image area and navigate to the image location. The image will be copied to the payer directory with the correct name for that
employee.

7.2.1.3 Quicken/QuickBooks
These fields are used when importing data from Quicken or QuickBooks. If <blank> the default state code is A10.

7.2.1.4 Special Code
Special Code is used to specify the local the employee is taxed for when using the *SPECIAL local withholding feature.
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7.2.1.5 Rates

Each employee can have up to six pay rates and three miscellaneous rates. For new employees their pay rate is entered on the
Employee's General Information screen. After the initial rate is entered, you can enter/add new pay rates through the Add/Edit Rates
screen, as shown below. This allows you to keep a track of all rate changes.

[~ 3 Rate Records BARNES, CONNIE

Edit Add Delete Help Quit

E SSN Eff. Date Pay Rate 2 |Pay Rate 3 |Pay Rate 4 |Pay Rate 5|P.

Ty 01/01,/2011 0.00 0.00 0.00 0.00
444-44-4444 | 01/01/2013 12.50 0.00 0.00 0.00 0.00
444-44-4444 | 01/01/2018 13.50 0.00 0.00 0.00 0.00

< >

Miscellaneous rates are used in User defined Fields calculations, although they can be used as additional pay rates as needed. The
miscellaneous rates, which are accessed by scrolling to the right on the above screen, can be entered as either a decimal value or a
percentage. How the value is entered depends on the setup of the User Defined Field that will use the Miscellaneous Rate.

For more information on these fields please refer to the program Help files.

7.2.2 Employee's Status Information.
Status Information is used to define various items for each individual employee.

Employee Edit - BARNES, CONNIE

General Info  Status Information lLive Payroll Parameters] Optional Informaﬂon] Memo] ACA ]
General Info Tax Exempt Status Other Info . . .
Employee Type [941 ~| SUTA  [Non-Exempt  ~| DateHired [B2/81,2812 When in Employee Edit, movement between various
W-20r1099  [Both <] wed||| screens can be done by selecting the various tabs or by
Date Relsd i
Gender - || SDI Non-Exempt A alenes P pressing [PgUp] and [Png’l]
Marital Status - Birth Date aB312-1 9?4
Oficer [ =] Other [Non-Exempt =] = Click OK to exit the Employee Edit and save the changes.
pay Type sy Worksite No. ]
FUTA Non—Exempt ~ | | County Mo. l:l
[~ Statutory Employee
I Retirement i Industry No.
[ 3rd Party Sick Pay Social - [Non-Exempt -] —
ceury
[ W-2Box 11 not457 Credit Wages — Disable
[~ Non-Resident Alien Medicare [Non—Exempt -
et
FUTAWages
Contractor Information—(mustbe a 1099 employee and Officer box must be Contractor)
| Contract Start Date Contract Stop Date Contract Amount
-
Help | Cancel

7.2.2.1 Contractor information
This is enabled by selecting 1099 from W-2 or 1099 box and Contractor from the Officer box in the Check Boxes section on this

screen.

7.2.2.2 Check Boxes

Drop down lists are provided for Employee Type, W-2/1099 Employee, Gender, Marital Status and Officer Options. The other
options, Salaried Employee, Statutory Employee, Retirement, Third Party Sick Pay, W-2 Box 11 not 457 and Non-Resident Alien, are
selected by placing a check in the appropriate boxes.
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7.2.2.3 Tax Exempt Status
Select the appropriate status for the taxes (SUTA, SDI, Other, FUTA, Social Security, and/or Medicare).

Note:
The date fields are only enabled when either Exempt Before or Exempt After is chosen.

Non-Exempt: The employee is not exempt from the specific tax.

Exempt: The employee is exempt from the specific tax.

Exempt Before: The employee is exempt from the specific tax before the entered date.
Exempt After: The employee is exempt from the specific tax after the entered date.

7.2.2.4 Other Information
These fields are used to record information that may be used for various forms/reports.

7.2.3 Employee's Live Payroll Parameters
Enter the Live Payroll Parameters if the program is to calculate FITW, SITW and LITW (if appropriate).

Note:
You cannot calculate LITW without SITW.

Employee Edit - BARNES, CONNIE

General \nfo} Status Information  Live Payroll Parameters ]Optionallnformation] Memo] ACA 1

PayFrequency [leekly =] Minimum Wage Rate 3ihr When in Employee Edit, movement between various screens can be
Marital Status [Single ~ Minimum Cash Rate $fhe done by selecting the various tabs or by pressing [PgUp] and [PgDn].

Fed Exemptions (O thru 9 or X) Cash Pay Rate # (O thru 9)

Fed Adeon Tax State Exemptions [ ] (0theuS or blank Click OK to exit the Employee Edit and save the changes

AEIC Tax Table# || {A.BorC) State Dependents [_| (0thru 9 or blank) :

Bank Account to Use for Check Pay
( Payer Bank Accountto use when paying employee [NRTIONAL BANK =1 || Different Bank Accounts can be assigned to Employees for ACH
 Tax Calc Parameters by State/Local : ) Tt

 Tablo# 1 SINGLE Direct Deposit or printing MICR Payroll checks.
Rate or Annual Period
Edit State/Local Table # Exclusion ™ Add-on Tax™
01 |AD=0K Table 1

— 14| All Employees must be assigned the same Payer’s Bank Account
when using the NPC Direct Deposit method.

02
3

=]

[=]
B

o
el

[=]
&
i b
[N RN

oo
@l =1

v

Sort by State/Local Click Edit column. double-click line or press any key to edit

“ Add-On Tax is added to calculated tax on each check
“* Annual Exclusion is income excluded from taxable income:

oK | Help ‘ Cancel

The value for SITW is calculated by one of three methods. If method "%Wages" was specified under W/H Method on the Payer's
State/Local screen, the program calculates SITW as a specified percent of Gross Pay plus Tips. If "%FITW" was specified, the SITW
is calculated as a specified percent of FITW. If "Table" was specified, the SITW is calculated using the specified Tax Table number
(again, number 1). Regardless of the method, the Annual Exclusion (see note below) is subtracted (after adjusting for the specified

Pay Frequency) before the tax is calculated. After the tax is calculated, the specified Period Add-On Tax is added to the calculated
tax.

Note:
If using the program's tax tables to calculate SITW, the annual exclusion is already included and is not to be entered here.

The value of LITW is calculated in the same manner. However, LITW can also be calculated as a percent of SITW (W/H Method

"%SITW"), as a fixed percent of SITW (W/H Method "L") or as a fixed percent of wages+tips (W/H Method "X") for all employees
in that local.
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7.2.4 Employee's Optional Information
The Optional Employee Information screen allows you to set up Electronic Net Pay Deposit information, Alternate SUTA States, and
User Defined Fields to hold a "Declining Balance".

Note:

These fields are enabled on the Preferences screens. However, each section can also be enabled on the Employee’s Optional
Information screen without going to the Preferences screen. The button at the right of each section toggles between
Enable/Disable.

Employee Edit - BARNES, CONNIE

General \nfo} Status Information I Live Payroll Parameters  Optional Information IMemo] ACA 1
Electronic Net Pay Deposits: Disable
Bank Acct# Bank D Acct Type Pre-Notify Deposit (3/-%)
1 | | = = <remainder>
2 | N =l =0
3 | N =l =0
4] | | i S|
Alternate SUTA States State Credit Wages Disable
Effective Date State# State# SUTA SDI Other . . .
T T 508 550 o 08 When in Employee Edit, movement between various screens can be done
20 7 # 3] 2 [ 5] 8.88 B.68 6.08 : . :
= s @ — e e by selecting the various tabs or by pressing [PgUp] and [PgDn].
4 7 IRE 4[> 0.68 0.68 B.00
~Declining Balances for User Defined Fields pisabis);| - Click OK to exit the Employee Edit and save the changes.
Field Initial Initial PriorYear  Current Year Current
Edit Name Date Balance Payments Payments Balance
A ;o7 0.00 0.00 0.00 0.00 =~
B | /7 0.00 0.00 0.00 0.00
] /7 0.00 0.00 0.00 0.00
[o| /7 0.00 0.00 0.00 0.00
[ E| /7 0.00 0.00 0.00 0.00
[ F | /7 0.00 0.00 0.00 0.00 | v
Calc All ‘ Click Edit column. double-click line or press any key to edit
= o | P

7.2.4.1 Electronic Net Pay Deposits

This section is enabled using Preference, "Miscellaneous" #3 Use Net Pay Deposits. For Electronic Net Pay Deposit information, the
first bank account listed will be the primary deposit account. If additional accounts are specified, the amount to be deposited can be
entered as a percent or a dollar amount. Any amounts left over will be deposited into the primary deposit account.

Note:
This section can also be enabled on the Employee’s Optional Information screen without going to the Preferences screen.
The button at the right of each section toggles between Enable/Disable.

7.2.4.2 Alternate SUTA States
This section is enabled using Preference "Miscellaneous" #4 Use Alternate SUTA State Code. Alternate SUTA states are used when
an employee pays Income Tax to one state, and unemployment to a second state.

Note:
This section can also be enabled on the Employee’s Optional Information screen without going to the Preferences screen.
The button at the right of each section toggles between Enable/Disable.

7.2.4.3 Declining/Inclining Balances for User Defined Fields

This section is enabled using Preference, "Miscellaneous" #5 Use Declining/Inclining Balances. A Declining Balance can be thought
of as an amount owed to the Payer, which will be repaid by withholding an amount from the Employee’s check. An Inclining balance
is used to accrue an amount such as Vacation Hours that the employee has earned.

Note:
This section can also be enabled on the Employee’s Optional Information screen without going to the Preferences screen.
The button at the right of each section toggles between Enable/Disable.
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7.2.5 Employee's Memo
The Memo screen brings up a text editor where additonal notes regarding this employee can be entered. These notes are for reference

only.

Employee Edit - BARNES, CONNIE

General Info I Status Information } Live Payroll Parameters I Optional Information  Memao I ACA I
& Pt Memo |
07/01/20XX Pay Raise from $11.00 to $11.50
When in Employee Edit, movement between various screens can be done by
selecting the various tabs or by pressing [PgUp] and PgDn].
Click OK to exit the Employee Edit and save the changes.
oK Help Cancel

7.2.6 Employee's ACA
This is used to enter the Employee’s information as it pertains to ACA. The Employee/Responsible Individual’s information can be
automatically added if they exist in Payroll through Input>Special>Add All Employees to the Covered Individual’s List.

7.2.6.1 1095-B Form — Health Coverage

Select the Origin of Policy and enter the SHOP Market place Employee Edit - BARNES, CONNIE
Identiﬁer, if applicable and enter the Covered Individuals. General Info] Status Information] Live Payroll Parameters] Optional Informaﬂonl Memo ACA l
¥ ACA Eligible Employee [ Corrected Date Hired: 02/01/2012
10958 | 1095c |
Origin of Policy ‘B. Employer—sponsored coverage ﬂ

The Origin of Policy selections are:

A. Small Business Health Options Program (SHOP)
B. Employer-sponsored coverage

C. Government-sponsored program

D. Individual Market Insurance

. Covered Individuals Omit Row | Delete Omitted Rows |

E Mlﬂtl‘employer plaﬂ Num [Eirst Name Last Name SSN |DOB |12 Months ‘Jan
F. Miscellaneous minimum essential coverage 1 |connie BARNES 444-24-4444 03/12/1974 X
2 |GEORGE BARNES 477-21-5122 |12/15/1970 X

Help Cancel
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7.2.6.2 Covered Individuals

In the Covered Individuals section, double-click the blank line or click the box at the beginning of the line. Enter the Covered
Individual information and click OK (repeat for all Covered Individuals). Check 12 Months if the Covered Individual was covered
for the full year. If they were not covered for all 12 months, manually check each month they were covered.

Covered Individual 1

FirstName |CONNIE
LastName |BARNES
SSN 444-44-4444
Do e

Check ifthis individual has 12 months of coverage

12 Months ¥

Or check each month that this individual has coverage
Jan ™
Feb ™
Mar [~
Apr ™
May ™
Jun ™
Jul ™
Aug [~
Sep ™
Oct ™
Nov ™
Dec ™

Cancel

To Omit a Covered Individual, click on the line and hit Omit Row. To delete the Covered
Individual, once omitted, click Delete Omitted Rows.

7.2.6.3 1095-C Form — Employer — Provided Health Insurance Offer and Coverage
If the employee's Coverage Code, Employee Share Lowest Cost and 4980H Safe Harbor are the same for all 12 months in each
section, enter/select the data in the All 12 Mos field. If the data is not the same for all 12 months, in each section, enter the data in

each month’s box.

To Omit a Covered Individual, click on the line and hit Omit
Row. To delete the Covered Individual, once omitted, click

Delete Omitted Rows.

Employee Edit - BARNES, CONNIE

General Infol Status Informationl Live Payroll Parameters | Optional Informaﬂonl Memo ACA |

¥ ACA Eligible Employee [~ Corrected Date Hired: 02/01/2012
10958 1095C |
Coverage Code 1 Employee Share Lowest Cost 4980H Safe Harbor
AllT2Mos [1D | AIl12 Mos All12Mos [2¢ ~]
Janl x| Jul | >||Jan[ @®.BB| Ju [ B.88] Janl x| Jul | |
Feb| =] Aug| =| Feb[ ©.88] Aug[ 8.88] Feb| ~| Aug| |
Mar| -] sSep| x||Mar[ ©.88] sep[ 8.88] Mar| x| Sep| ]
apr [ =] oct| =] Apr[_@.88] oct| .88 Apr[ | oOct|[ -]
Mayl x| Novl x| |May[ 8.88| Novy[ B.88] Mayl | Nov| |
Jun | =] Dec] =]|Jun[ ©.88] Dec[ 8.88] Jun| =] Dec| -]
Plan StartMonth ||
—Covered Individuals Omit Row | Delete Omitted Rows |
Num [First Name Last Name
GEORGE BARNES 477-21-5122 12/15/1970 x

QK Help Cancel
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Coverage Codes
The Coverage Codes specifies the type of coverage offered to an employee, the employee's spouse and the employee's dependents. If

the code is the same for all 12 months, select the code in the All 12 Mos field. If the data is not the same for all 12 months, in each
section, enter the code in each month’s box. The Coverage Codes are:

1A - Min coverage offered to employee with self-only coverage equal to or less than $1,108.65, spouse, and dependents
1B - Min coverage offered to employee and NOT spouse or dependents

1C - Min coverage offered to employee and dependents, NOT spouse

1D - Min coverage offered to employee and spouse, NOT dependents

1E - Min coverage offered to employee, dependents, and spouse

1F - NOT Minimum coverage offered to employee and/or spouse and dependents

1G - NOT a full-time employee enrolled in self-insured employer-sponsored coverage

1H - No offer of coverage

11 - Qualifying Offer Transition Relief

Employee Share Lowest Cost

Complete this section, only if the Coverage Code is 1B, 1C, 1D, or 1E. Enter the amount, including cents, of the employee share of
the low-cost monthly premium for self-only minimum essential coverage, providing minimum value that is offered to the employee.
If the employee is offered coverage but is not required to contribute any amount towards the premium, enter 0.00 (do not leave
<blank>). If the code is the same for all 12 months, select the code in the All 12 Mos field. If the data is not the same for all 12

months, in each section, enter the cost in each month’s box.

4980H Safe Harbor
Enter the Safe Harbor Code(s) to report the status of the employee. If the code is the same for all 12 months, select the code in the All

12 Mos field. If the data is not the same for all 12 months, enter the code in each month’s box. The codes are:

2A - Employee not employed during the month

2B - Employee not a full-time employee

2C - Employee enrolled in coverage offered.

2D - Employee is a section 4980H(b) Limited Non- Assessment Period
2E - Multi-employer interim rule relief

2F - Section 4980H affordability Form W-2 safe harbor

2G - Section 4980H affordability federal poverty line safe harbor

2H - Section 4980H affordability rate of pay safe harbor

21 - Non-calendar year transition relief applies to this employee

7.2.6.4 Covered Individuals
In the Covered Individuals section, double-click the blank line or click the box at the beginning of the line. Enter the Covered

Individual information and click OK (repeat for all Covered Individuals). Check 12 Months if the Covered Individual was covered
for the full year. If they were not covered for all 12 months, manually check each month they were covered.

Covered Individual 1

FirstName |CONNIE
LastName [BARNES
SSN 444-44-4444
D08 @3/121974 T

Check ifthis individual has 12 months of coverage

12 Months ¥

Or check each month that this individual has coverage
Jan [
Feb ™
Mar [
Apr [~

mer To Omit a Covered Individual, click on the line and hit Omit Row. To delete the Covered

Jul Individual, once omitted, click Delete Omitted Rows.

Aug ™

Sep I

Qct [~

Nov [~

Dec [~

oK ] Cancel
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7.2.7 Default Check
We recommend that a Default Check be entered for each employee. This is especially useful for salaried employees.

Select a State Code (double-click on the State field). In the example to the right, the letter "A" refers to the state A and the next two
digits refer to the local taxes listed on the Payer State/Local screen. If there are no Local Taxes, enter 00. (Please refer to the
Reference Guide and the Help Files for more information regarding State and Local Taxes.)

Enter any other fields that will always be the same on this check.
For example: If the employee is salaried at $500.00 per week, you can enter 500.00 in the gross pay field.

Place a check (in the check box) or a —1.00 in any fields that the program will calculate. For example: in the screen to the right,
MCWH, SSWH, FITW, SITW and D401K will be
calculated automatically, while the MCOMP field will not [lEZAVEEEEEE-ELN=RE N2

be calculated. Checkboxes indicate calculated fields.
State [ABA | 5] OK, -, -
RegHrs 6.88 MCWH B8.88 |V MCOMP B8.8a8
OVRTIMEHrs | 6-08 SSWH 808V 401K 0.00 |V
. HOLIDAYHrs | 8.08 FITW 8.808 |V BONUS 8.88|k
Notes: VACTIMEHrs | B.08 SITW 8.08 v
The Default Check allows information that tends S‘CKP%YHrS ”‘g e
ross -
to be the same on each check to be entered once
for the employee. Pay Rate |1st Payrate ~ | (or Gross-up type)
PayPeriod |~ 7 -] £ el Deptli|
Memo 1 Class
Memo 2 |
| Calc | LUnCalc | Help | Cancel

1. A Default Check always has a date of "00/00".
Consequently, the check date does not appear on the Default Check entry box. The Default Check is used as a template when a
new check is added for an employee.

2. When entering the Default Check, it is recommended that a checkmark (or -1) be entered for SSWH and MCWH. This will make
AMS Payroll automatically calculate these amounts each time a check is added.

3. Gross Pay may be calculated using one of the six pay rates by selecting the desired pay rate from the Pay rate box. Entering -1, -
2, -3, -4, -5 or -6 can also be entered in Gross Pay to indicate the desired pay rate. (These Pay Rates are found on the Employee’s
General Information screen.)

Note:

On the Check Entry Screen a -1 is a reserved value as are -10,-11,-12 for Gross Pay.
-1 has a special internal meaning for most fields.

-10,-11 and -12 have special internal meanings in the Gross Pay field.

4. Net Pay does not appear in the Default Check since it is always calculated when a check is calculated/saved.

7.2.8 Input
Once an employee has been created, the following screen is displayed. This screen lists information entered for all employees. When
first entering this screen, only the Name, SSN, Employee Number, and Address columns will be visible.

Note:
Moving the horizontal scroll bar across the bottom of this window will display additional columns containing more
information on each employee. The Name column will always be displayed at the left of this window.

The Vertical scroll bar is used to access additional employees.

[ Employees of ABC PAYROLL 8 of & Shown

Edit Add View Browse Default Find PrintChks AddChk Pay By Special Toggle Help Quit

* | TAG EMPLOYEE NAME SSN EMPLOYEE# ADDRESS ~
([ loanes, cownie —[4e4siaas] P o Boxizn |

BROWN, BEN 222-22-2222 P. ©0. BOX 12041

BROWN, THOMAS 234-56-7890 334 Nw 112 street

FORD, TARA 555-55-5555 P.0O. BOX 23453

GREEN, DEBERT 333-33-3333 12344 WHITE RIDGE

HARRISON, ANTHONY 111-11-1111 P. D. BOX 1234

JONES, KATIE 122-33-4444 3223 BLUE SPRUCE COURT

SMITH, JOHN 3J. 123-12-1234 2200 Nw 122nd ")
< >
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7.2.9 Employee Edit
The Edit command edits the currently highlighted employee’s information. For additional information on editing employee see Input
(Employee Setup).

7.2.10 Employee Add
The Add command adds new employees. For additional information on editing employee see Input (Employee Setup).

7.2.11 Employee View
Views information about the current employee. Click View, or press [V] to view a summary of payroll information.

Employee’s Summary by Month (Jan-Jun) View 1
Payer: Advanced Micro Solutions, Inc State: NY
Employee: BARNES, CONNIE SSN: 444-44-4444 Emp#:
Jan Feb Mar Apr May Jun
Regirs 200.00 160,00 160.00 160.00 200.00 160.00 The Employee View menu item provides the following for the
ovrTimeHrs 0.00 0.00 0.00 0.00 0.00 0.00 .
HolidayHrs 0.00 0.00 0.00 0.00 0.00 0.00 selected Employee:
VacTimeHrs 0.00 0.00 0.00 0.00 0.00 0.00
Gross 2000.00  1600.00  1600.00  1600.00  2000.00  1600.00
MCWH 29.00 23.20 23.20 23.20 29.00 23.20
SSWH 124.00 99.20 99.20 99.20 124.00 99.20 Summary by Month
FITW 224.40 179.52 179.52 179.52 224.40 179.52
SITW 0.00 0.00 0.00 0.00 0.00 0.00 Summary by Quarter
NCOMP 0.00 0.00 0.00 0.00 0.00 0.00
D401K 60.00 48.00 48.00 48.00 60.00 48.00 Summary of SUTA and FUTA
NYSDI 0.00 0.00 0.00 0.00 0.00 0.00
Net 1562.60  1250.08  1250.08  1250.08  1562.60  1250.08

*#** ALL Amounts are Associated with State A=NY Only ***

7.2.12 Employee Browse
Clicking Browse from the Input screen allows review of all payroll information by check for the selected employee. The functions of
the buttons along the top of the screen are detailed below.

~ Employees of ABC PAYROLL 8 of 8 Shown

Edit Add View Browse Default Find PrintChks AddChk Pay B

EMPLOYEE NAME EMPLOYEE#

[ | [earnES, connie 444-24-4444
EROWN, EEN 222-22-2222
BROWN, THOMAS 234-56-7890
FORD, TARA 555-55-5555
GREEN, DEBERT 333-33-3333
HARRISON, ANTHONY 111-11-1111
JONES, KATIE 122-33-4444
SWITH, JOHN 3. 123-12-1234

£

7.2.12.1 Employee Browse - Edit and AddChk
These two menu items work in a similar fashion. Click Edit to edit an existing check. Click AddChk to add a new check. In either
case, a screen similar to the following will be displayed.

Note:
When Adding Checks the YTD totals will not appear until the check is either calculated or saved.

Check Edit for BARNES, CONNIE

Checkboxes indicate calculated fields. Calc updates YTD values (thru Check Date).

State (BB || 0K, -, -

Date (8182 | Tue YTD MCWH 8.88 | - MCOMP a.68 | -
Check# 2 - SSWH 8.88 | - 401K a.688 v -
RegHrs | _40.08 - FITW 6.6d|v - BONUS 6.88 |V -

OVRTIMEHrs 6.66 - SITW a.68 v -
HOLIDAYHrs 6.66 -
VACTIMEHrs 6.66 -
SICKPAYHrs a.68 -
Gross a.68|" =
Pay Rate |1 13.58 5/hr El (or Gross-up type) Net 8.8 -
PayPeriod |~ 7 - £ 77 Dept
Memo 1 Class
Memo 2 |
Cale | UnCale Help | Cancel
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7.2.12.2 Employee Browse - Copy
The Copy command makes an exact copy of the currently highlighted check. The check can be edited as needed.

7.2.12.3 Employee Browse - Xcopy
Makes an exact copy of the currently highlighted check, except for the date. The program will look at the date on the existing check
and use the Pay Frequency specified for this employee to figure the next pay date.

7.2.12.4 Employee Browse - PrintChk
Prints the currently highlighted check. Click on a check to highlight it.

7.2.12.5 Employee Browse — Special
Omit/UnOmit Checks All Checks for this Employee

Omit - will mark All Checks for this Employee as Omitted.
UnOmit - will mark All Checks for this Employee as UnOmitted.
Switch - toggles All Checks between Omitted and UnOmitted.

Flag/UnFlag All Checks for this Employee E———

Places an F in the FLG column (for All Checks for this Employee), indicating that this check is flagged. Some of the file management
utilities use the Flag marker to identify selected checks during processing. This is normally used with the help of AMS Technical
Support.

Queue/UnQueue All Checks for this Employee
Places a Q in the QUE column (for All Checks for this Employee), indicating that this check is queued. Queued checks can be printed
using the PrintChks command on the Employee Input screen.

Omit All Flagged Checks for this Employee

Selecting this will mark the flagged checks as Omitted, by placing an * in the first column on the Employee’s Browse screen. Omitted
checks can be permanently deleted by returning to the AMS Payroll Menu and selecting Options>File Management Utilities>Delete
Onmitted Records or All Records.

Flag All Omitted Checks for this Employee

Selecting this will mark the omitted checks as flagged, by placing an F in the FLG column on the Employee’s Browse screen. Some
of the file management utilities use the Flag to identify selected checks during processing. This is normally used with the help of
AMS Technical Support.

Queue All Flagged Checks for this Employee
Selecting this will mark the flagged checks as Queued, by placing a @ in the QUE column on the Employee’s Browse screen. Queued
checks can be printed using the PrintChks command on the Employee Input screen.

Re-Sort Display
This menu item will Re-Sort the Checks based on the check date.

Sort in Descending Order
This will sort the checks in descending order based on the check date.

Hide/UnHide Columns
This menu item brings up a list of all available columns. Double-click on a column to hide it. Double-click a second time to un-hide
it. A check will appear next to each hidden column. This is not a permanent change.

Include Default Checks
If selected, the employee’s Default Check will be listed. Default checks always have a 00/00 Date.

Full Check Edit
The Full Check Edit screen displays all available fields on the check.

Print Check as Negotiable
This menu item will print the highlighted check as Negotiable, even if Non-Negotiable has been selected on the Check/MICR Setup
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screen.

Omit/UnOmit Current Check
This menu item toggles between omitting/unomitting the highlighted check.

Delete Current Check
This menu item will permanently delete the currently highlighted check.
7.2.12.6 Employee Browse - Toggle Omit/UnCmit
The Toggle command Toggles between various commands. A brief description of each follows. ClearfUnClear
Woid/UnWoid
Omit/UnOmit Flag/UnFlag
This command marks the currently highlighted check as Omitted. If Omitted, an * will appear in et

the first column of the check. The column will be <blank> if UnOmitted.

Note:
We recommend backing up the Payer prior to deleting any data. Deleted Checks cannot be undeleted.

Omitting a record gives a means of excluding the record from certain operations (printing checks, reports, etc.) without
actually deleting the data. If desired, omitted records can be deleted by selecting Options>File Management Utilities>Delete
all Omitted Records from AMS Payroll.

Clear/UnClear
This command marks the currently highlighted check as Cleared. If marked as Cleared, a C will appear in the CLR column.

Note:
This field is also used to mark Voided checks. A V will appear in the CLR column if the check is Voided. If the
field is <blank> then the check is not marked as Cleared or Voided.

Void/UnVoid
This command marks the currently highlighted check as Voided. If marked as Voided, a V will appear in the CLR column.

Note:
This field is also used to mark Cleared checks. A C will appear in the CLR column if the check is Cleared. If the
field is <blank> then the check is not marked as Cleared or Voided.

Flag/UnFlag

This command places an F in the FLG column for the currently highlighted check, indicating that this check is flagged. The
FLG column will be <blank> if the check is not flagged. Some of the file management utilities use the Flag marker to
identify selected checks during processing. This is normally used with the help of AMS Technical Support.

Queue/UnQueue
This command places a @ in the QUE column for the currently highlighted check, indicating that this check is queued. The
QUE column will be <blank> for checks that are not queued. Queued checks can be printed using the PrintChks command

on the Employee Input screen.

7.2.13 Employee — Default

Default information can be setup for Employees and their checks.

Edit Default Check for Selected Emphoyee

Edit Default Check for Selected Employee Edit Default Employee (template)
Enter information that will remain the same when adding checks for
the selected employee. This is especially useful for salaried employees since, in most cases, their check will be the same.

Edit Default Employee (template)
Certain Employee information may be the same for all employees, such as, City, State, Dept and Tax Exempt Status, etc.
Use this command to enter information that will default when adding employees.
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7.2.14 Employee - Find
Used to find an employee by name, number, or SSN.

7.2.15 Employee - PrintChks
This command prints payroll checks for all employees based on specific criteria or checks that have been marked as Queued.

Print Checks

" Pnntchecks in criteria
" Printchecks in Check Queue (5 checks)
" Clear Check Queue (no printing)

Print Order Name -
Employee#
SSN
Check#
Pay Period

Starting Date [ el
Ending Date I ???|

Applied to printed checks wfo dates
and to combined checks wf same check#

= Help | E— |

7.2.16 Employee - AddChk
Click AddChk to add a check for the currently highlighted employee. If the highlighted employee has a Default Check, information is
automatically copied to the new record before the following data entry box is displayed. The most recently entered date is also

automatically entered for you.

Notes:
When adding checks, the YTD total remain <blank> until the check is calculated or saved.
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Important Notes on AddChk:

Check Edit for BARNES, CONMIE

Checkboxes indicate calculated fields. Calc updates YTD values (thru Check Date).

State ABa | - OK,-,-

Date (81789 Tue | YTD MCWH 8.88 v = MCOMP 8.688 [~ -
Check# ] = SSWH 8.88 ¥ = 401K 8.88 |V =
RegHrs | 48.88 = FITW 0.60 (v = BONUS 8.6a -

OVRTIMEHrs 8.606 - SITW 8.684 v -

HOLIDAYHrs 8.60 -
VACTIMEHTrs 8.68 -
SICKPAYHrs 8.60 -

Gross 68.68| -

Pay Rate |1 13.58 5/hr |v | (or Gross-up type) Net B8.688 -
PayPeriod |~ 7 [22]-] » ~ | 772] Dept
Memo 1 Class |
Memo 2

Calc | UnCalc Help Cancel

1. If a checkmark or a -1 is entered for SSWH and an amount for MCWH is entered, the program will assume that the amount
entered is for both SSWH and MCWH and will, therefore, calculate a value for SSWH. A value for MCWH is then
determined by subtraction. The new figures for SSWH and MCWH may then be entered. However, if the checkmark or -1
value is entered, the program will calculate new values based on Gross Pay using the current FICA tax rates and wage
maximums. This feature should save data entry time. The program can also re-allocate FITW, SSWH and Medicare if
Preference, "Check Entry Fields" #9 Re-Allocate Federal W/H is enabled.

2. You can enter the amount of Gross Pay here or select a Pay Rate (or enter -1, -2, ..., -9in Gross Pay). If you select a Pay
Rate or enter -1 thru -9, the program will calculate the Gross Pay based on the Hours entered using the specified Pay/Misc
Rate.

3. A User Defined Field may be calculated by entering a checkmark or a —1 for that User Defined Field’s value. These fields
are setup on the User Defined Fields screen.

4. If a Net Pay amount is entered, the program will compare this to its own calculated Net Pay amount. If a difference exists,
the program will display a warning message. This should minimize data entry errors. The program will also ask if FITW
or some other tax should be adjusted to match the Net Pay you have entered. If you enter zero for Net Pay, the program
will calculate Net Pay and display the value.

5. If a checkmark is entered for FITW, SITW or LITW, the program will compute a value based on the Employee's Live
Payroll Parameters.

6. Net to Gross Calculation: Select NetPay-to-GrossPay as the Pay Rate and enter the desired value in the Net field to
compute a Net-to Gross calculation.

7. For CA Payers Only: If Re-Allocate CA SITW & CASDI is enabled on the Payer's California State/Local screen, the
program will act in one of two ways. If a checkmark or a -1 has been entered for CASDI under the User Defined Fields,
the program will calculate a value for CASDI and subtract that value from SITW to arrive at a new value for SITW. Ifa
value for CASDI has been entered, the program will combine the values for CASDI and SITW and determine a new value
for CASDI. A new value for SITW is calculated by subtracting CASDI from the combined value.

7.2.17 Employee Pay By

This command allows the user to pay employees based on their Pay Frequency (this is setup in the employee's_Live Payroll
Parameters). This command also provides a Time Clock Import. Once the selection is made, the Check Edit screen will appear
automatically for each employee that meets the selection criteria. Once the employee's check is saved, the program will automatically
display the next employee's check.
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7.2.18 Special

The Special menu item is used to perform a variety of menu items such as Omit/UnOmit All Employees, Resort the Employee
Display, Show YTD Taxes, Exclude Employees, Delete Current Employee, Tag/UnTag All Employees and Include Default Checks in
Browse.

Omit/UnOmit All Employees
Omit All Tagged Employees

Tag/UnTag All Employees

Tag All Omitted Employees

Tag Employees w/ No Checks

Add All Employees to Covered Individuals List

Refresh Display Ctrl+R
Re-Sort Display »
Show VTD Taxes

Change An Exempt Status

Print W-4 for Current Employee

Hide/UnHide Columns
Exclude Employees by category
Include/Exclude Employees by attribute

Include Default Checks in Browse

Omit/UnOmit Current Employee
Delete Current Employee and Checks
Add Employee to Covered Individuals List

Comman Payee File »

7.2.19 Toggle
This command toggles between the Omit or UnOmit and Tag/UnTag for all employees. If an employee is omitted an * will appear in

the first column. If the employee is tagged a check will appear in the Tag column.

F~ Employees of ABC PAYROLL 8 of 8 Shown
Find  PrintChks

Add  View Browse Default
EMPLOYEE NAME

BARNES, CONNIE 444-44-4444

Edit AddChk  Pay_B

BROWN, BEN 222-22-2222
BROWN, THOMAS 234-56-7890
FORD, TARA 555-55-5555
GREEN, DEBERT 333-33-3333] 2 |12344 WHITE RIDGE
HARRISON, ANTHOMY 111-11-1111
JONES, KATIE 122-33-4444
SMITH, JOHN 3J. 123-12-1234
<

7.2.19.1 Employee Summary Report

After Tagging all the employees to be printed, click Quit to return to the AMS Payroll Menu. Click Reports to access the Reports
Menu and select report "B". When the Report Criteria Selection screen appears, select the Exclude UnTagged Employees. The
program will then print the Report for the Employees that have been "tagged". The same method may be used to print selected

employees for various Reports.
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7.3 Deposits
The program allows entry and viewing of tax deposits and payments at any time. 1. State Unemployenent Tax Deposits { 0]
Click Deposits and then click the desired Deposit/Payment type.

2. Federal Umemnployment Tae Deposts | @]
3. Federal Tax Deposits | 2]
4. State Tax Deposits | @]
5. Local Tax Deposits | @]
. State Dotabibty Tax Depois 1 9]
7. Stake Other Tax Depodts { 4]
§. Disbursements | 4]
&, &0 Deposit Types [1 thru &) | 2]
5. State/Local Deposits [14 thns 7] | 0]

P. Purge ALL Owmatted Deposit Records:

After a deposit or payment type is selected, a screen similar to the one below will appear. The total amount deposited or paid is
displayed in the title bar of this window.

[~ A. Al Deposit Types [1 thru 8] FEIN: 12-1234567 Total=515.00

Edit Add Copy Report PrintChks Special Toggle Help Quit
* | cLR | QuUE DATE CHECK AMT COMMENT
| [ | |2 A1 1 BeEeepeesy 1016 150.00 : STATE OF OKLAHOMA

4 A1 2 XX/XK/XXKX 1020 100.00 | STATE OF OKLAHOMA

4 AT 300/ XK/ 30X 1025 125.00 | STATE OF OKLAHOMA

1 A 2 100 00/ 3000 1030 140.00 ' STATE OF OKLAHOMA v
< >

7.3.1 For Federal Deposits:
Household Employers (942) should type 942 as the first three characters of the comment line.
Agricultural Employers (943) should type 943 as the first three characters of the comment line.

7.3.2 For State Deposits:

New York — NYC Tax should type NYC as the first three characters of the comment line.

New York — YONKERS should type YONKERS as the first seven characters of the comment line.
New York — MTA-305 should type 305 as the first three characters of the comment line.

Oregon — Tri-Met should type TRI as the first three characters of the comment line.

Oregon — Lane County should type LANE as the first four characters of the comment line.

Oregon — Worker’s Compensation should type WC as the first two characters of the comment line.

7.4 View (Payer Summary)
The View menu item for the payer provides useful summary information including federal, state and local tax liabilities.

Payer’s Summary by Month (Jan-Jun) View 1
Payer: Ad d Micro Soluti I state: OK : : : .
ayers Advanced Micre Solutions, ine ares The View menu item includes:
Jan Feb Mar Apr May Jun
RegHrs 1600.00 1280.00 1280.00 1280.00 1600.00 1280.00
OvrTimeHrs 0.00 0.00 0.00 0.00 0.00 0.00 Suml’nary by MOl’lﬂ’l
HolidayHrs 0.00 0.00 0.00 0.00 0.00 0.00 S b it
VacTimeHrs 0.00 0.00 0.00 0.00 0.00 0.00 umma. uarter
Gross 15300.00  12240.00  12240.00 12240.00  15300.00  12240.00 S ry ¥TQ E .
MCWH 221.85 177.48 177.48 177.48 221.85 177.48
SSWH 948.60 758.88 758.88 758.88 948.60 758.88 Summary Of TaX L?(e];ljipt'lons Q
FITW 1045.90 836.72 836.72 836.72 1045.90 836.72 ummary o ax Liabilities uarter
SITW 0.00 0.00 0.00 0.00 0.00 0.00 ry Yy
MCOMP 0.00 0.00 0.00 0.00 0.00 0.00 cahili4
D401k 459100 367.20  367.20  367.20  459.00  367.20 Summary of Tax Liabilities by Month
Net 12624.65 10099.72  10099.72  10099.72  12624.65 10099.72

*** ALL Amounts are Associated with State A=OK Only ***
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7.5 Browse
Click Browse from the AMS Payroll Menu to browse all checks issued by the Payer over a specified date range.

Note:
Checks that have a Date of 00/00 are Default Checks, to include them in

Browse select Special>Include Default Checks.

B Order |Hame =
7.5.1 Browse Order e SEN
Changes the order in which checks are displayed. Chean "

Physical

s e Employee Criteria [A11 -
7.5.2 Employee Criteria Py Tagged

The default is to print all employees. Click the drop-down to select only Tagged, Omitted

Omitted, or Un-Omitted employees. Check Criteria [A11 =

on}ired
7.5.3 Check Criteria Lll::(')m]ii_geg .
The default is to print all checks for the selected employees. Click the drop-down to Quoued

Unknown Employee

select only Flagged, Omitted or Un-Omitted checks, or only checks with Invalid Dates.

Check Selection Criteria

Starting Date [86./38 | _sat |

7.5.4 Starting/Ending Dates Ending Date [#6/38 | _Sat |
These date fields refer to the date entered on the Check Edit screen when entering payroll [deiREherkeayl R ch kel
data. Enter the Starting/Ending Date Range in the mm/dd format. Check Memo Filter < (see Help)

Dept Code Filter |* (see Help)

. Class Code Filter [* | (see Help)
7.5.5 Check Memo Filter Check Status [A11 non-Uoided Ghecks =]
The Check Memo is entered in the Memo field on the Check Edit screen. To print Uoided Checks Only
reports for specific Check Memos, enter the Memo and use wildcard characters to search E.}%‘i’:ggeg:ggg%hgnéﬁ 1y
. o1de EC KS

for specific criteria.

oK | Change Fields | Help | Quit

7.5.6 Check Dept. Filter
The Check Dept. is entered on the Check Edit screen or as a default on the Employee’s General Info screen. To print reports, for
specific Depts., enter the Dept Code and use wildcard characters to search for specific criteria.

7.5.7 Check Status
The Check Status is assigned on the Check Browse screen. They include: All non-Voided Checks, Voided Checks Only, Cleared
Checks, Uncleared Checks Only and All w/Voided Checks.

7.6 Reports
Clicking Reports displays the following menu.

A. Print Payer/Tax Summary

B. Print Employee Period Detail

C. Print Employee Totals/Worksheet
D. Print State Wage Worksheet

E. Print Employee Reports/Labels (Note: Printer control codes for these reports can be modified using the procedure described
EEnERaVE ekt under Options>Printer Settings.)

G. Print Income Tax W/H by State/Local
H. Print Payer Setup Data

L Print State/Local Tax Report

When a report is chosen, a Selection Criteria screen will appear. This screen can be used to

J. Print W/H Discrepancy Report specify what information will appear on the report as well as define other printing criteria.

K. Print MTD,QTD Detail or Qtr Totals
L. Print Special Reports

M. Print 5DI Wage Worksheet

M. Print User Defined Report Sequence
0. View Command w/ Criteria Screen
P. Employee Federal W/H Detail

Q. Print Generic State 941 & W-3

Report C — Employee Totals/Worksheet and Report L — Employee Census can be saved as a tab delimited text file that can be
opened in Excel.
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7.7 Forms
Clicking Forms displays the following menu. To print, just click on the desired report/form.

E. Pret 0 Form

% Pnit 4 Faim

T. Pewt 341 Form

LA Print 542 Woriodhest

W, ek 3 Ferm

W Export Wel Dabs 1o Feems Mefu
. Eaport 1059 Data to Forms Mera
Y. Prrkt Genenc State Wage Eeport
L. Fewl State Cuarterly Fstuen

7.7.1 94x Forms
The available 94x forms are determined by the Payer Type in the Payer>Payer Edit>General>Federal Depositor Information
section.

7.7.2 Export W-2 or 1099 Data to Forms Menu
This selection will transfer payroll totals to the W-2/1099 forms.

7.7.3 Print Generic State Wage Report
This is a generic wage listing report. It is also used for the Puerto Rico Chauffeur Report and the 480.6b.1 form.

7.7.4 Z. Print State Quarterly Return

This is the specific state unemployment report. You will only be able to print the returns for states setup as the Payer’s States/Locals
(Payer>Payer Edit>State/Local). 1f more than one state is defined for the payer, the software will ask which one to print. IF there is
only one state, it will automatically print the forms for that state.

7.8 Options
Use this menu item to change screen settings, perform file management, change printer settings and execute other special utilities.

Printer Settings
View/Print Saved Qutput
Ernail/5ave PDF Qutput

Eile Management Utilities 2 Note: ) .
Other Utilities/Settings , | Email/Save PDF Output is only enabled when a temporary PDF file has been created and is ready
Import & Export Opticns 4 to be saved.

Magnetic Media Filer

Electronic Deposits

Settings 3
Backup Payer

Edit Cormmon Payee File

Edit State/Local File
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7.8.1 Printer Settings

Like the Printer Settings menu item in the Forms Menu, this option requires that you first select your printer type. Each printer type

has its own group of settings.

Printer Mode

" 1. Text Only

" 2. Print using pre-printed forms

" 3. Alternate Print using pre-printed forms

@+ 4 Print Using Software Generated forms

(" 5. Alternate Print using Software Generated forms

v Print Preview or Multiple Printing

| Help | Cancel

Note:

The following Printer Device and Codes screen is associated with Mode 4. Print using Software Generated forms.

The Printer Device and Codes screen can be used to change the printer and edit any special printer control codes if needed. (In most

cases these will not need to be changed.)

Printer Device and Codes

Software Generated Forms

Rpt-2 |#GE/E#/xP,-"LGG,-"A/S"‘
Rpt3 [#66/E#/%P/LE0/A 5"
Checks [#66/E#/XP/L66/A/SLO
Reset |/E#/A

Current Character (w/ decimal code) Backup Restore

Help | Cancel |

7.8.2 View/Print Saved Output

This command will allow you to View/Print output that has been previously saved as a PCL or PDF File. Please see Print Preview or

Multiple Printing for information on saving Reports/Forms as PCL or PDF Files.

7.8.3 File Management Utilities
The File Management Ultilities menu item displays a menu of file maintenance options.

7.8.3.1 A. Re-Index All Files
Re-creates the index of employee names and checks.

7.8.3.2 B. Delete Omitted Records or All Records
Removes ALL omitted records (Checks, Employees and Deposits).

Device |HP LaserJet4100 Series PS Class Driver Change
* = default printer

Printer Features Special Functions

I¥ Printer can print box draw characters <F4> =Insert Code

™ Printlegal when needed (see Help) <F6> = Print Codes

I Printer requires PCL emulation (see Help) <F7>=Add Special Codes

[ Printer can print duplex (see Help) <F9> = Insert Escape Code

Control Codes The fields labeled Forms, Rpt-1, Rpt-2, Rpt-3, Checks, and Reset allow
Forms [7EF you to enter printer control codes for Forms, Report types one through
Rpt1  [#66/E#/%P/L66/4/510 three, Checks and the printer Reset item, respectively.

Re-Index All Files

Delete Omitted Records or All Records
Omit/Keep Checks for ALL Employees
Combine Checks into Quarterly Totals Only

mo N ® P

Edit Due Date, Preparer and Signer Information
Edit Locals File

G. Edit Default Wage Bases, Rates

H. Edit 3rd Party Designee Information

m

I Import Missing Employees from Prior Tax Year

J. New Year Update of UDF Declining Balances and Zero Credit Wages
K. Combine Deposits by Check Number

L. Apply Selected Values to Tagged Employees

There is no Un-Delete so AMS recommends that you Backup this information before deleting.

7.8.3.3 C. Omit/Keep Checks for ALL Employees
Used to mark/unmark a date range of checks as Omitted or Un-Omitted.

7.8.3.4 D. Combine Checks into Quarterly Totals Only

Shrinks the size of the check file. The program will combine all checks for each employee in a given quarter into a total check for the

quarter.
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AMS recommends that you Backup this information before combining. Once combined it cannot be undone.

7.8.3.5 E. Edit Due Date, Preparer, and Signer Information

Allows you to edit the Preparer’s name and address and PIN number as well as the Signer name and address.

7.8.3.6 F. Edit Local File for Report I (see *Special in Help)
Used to edit the list of taxing localities for PA/OH/KY/IN.

7.8.3.7 G. Edit Default Wage Bases, Rates

Used to edit State Default SUTA, SDI and Other Wage Bases and Extra/Employee Rates.

7.8.3.8 H. Edit 3rd Party Designee Information
Used to edit 3rd Party Designee Information.

7.8.3.9 I. Import Missing Employees from Prior Tax Year

This menu item is used to import the Employees’ information, if the employee’s information did not transfer correctly.

7.8.3.10 J. New Year Update of UDF Declining Balances and Zero Credit Wages

Updates the Declining Balance fields, Prior and Current Year Payments, and zeroes the Credit Wage fields.

7.8.3.11 K. Combine Deposits by Check Number

Combines Deposit checks by Check Number, as long as the Check Number, State, Quarter, Date, Deposit Type and Payees are the

same.

7.8.3.12 L. Apply Selected Values to Selected Employees

Updates certain employee information for all selected employees. The employee information that can be updated includes:

Employee Type
W-2 or 1099

Tax Exempt Status
Work Site No
County No
Industry No

7.8.4 Other Utilities/Settings

7.8.4.1 A. Include Omitted Employees
Includes omitted employees and voided checks in reports.

7.8.4.2 B. Batch Export W-2s and 1099s to Forms
This command exports a selected group of payers to the W-2 or 1099 form.

7.8.4.3 C. Print Client Letter
This prints a custom client letter that you can edit.

7.8.4.4 D. Find Duplicate SSNs (EEs with same SSN)
This will allow you to find employees with the same SSN.

7.8.4.5 E. Edit Client Letter(s)
This will allow custom client letters to be edited.

7.8.4.6 F. Client Listing Report
This prints a report of clients for a specific state or all states.

7.8.4.7 G. Re-Generate Internal Gross Pay Table
This is used to generate the program's internal tables.

7.8.4.8 H. Edit or Add Office Locations
This allows the user to add or edit "Mail to:" addresses used on client letters.
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7.8.4.9 M. Batch Reports for Tagged Payers

This will print a list of defined reports for multiple payers.

7.8.4.10 N. Print List of New Employees (CA DE-34)

This command has been moved to Report L. Print Special Reports.

7.8.4.11 SSN Verification (e-file)
This will create and Views/Prints SSN Verification e-files.

7.8.4.12 P. Payer Listing Report or Mailing Labels
This is used to print/export a list/mailing labels for selected payer information to a file.

7.8.4.13 Q. TIN Verification (e-file)
This will create and Views/Print the TIN Verification e-files.

7.8.4.14 S. Summarize All Payer Checks/Deposits
This summarizes all check items and deposits, and prints check summary for tagged payers.

7.8.4.15 U. Utilities for Technical Support Only
To be used with Technical Support only.

7.8.4.16 V. Edit Washington State Class Table
This allows the user to edit the Washington State Class Codes.

7.8.4.17 W. Print W-4 for All Employees
This prints a W-4 form for all employees. For a specific employee, see Input>Special>Print W-4 for Current Employee.

7.8.4.18 X. Certified Payroll Reports
This will print a Federal Certified Payroll report.

7.8.4.19 Z. Puerto Rico Bonus Report
This prints the Puerto Rico Bonus Report.

7.8.5 Import/Export
Import/Export allows the user to import data from a variety of sources into AMS Payroll.

Notes:
If you need to import directly into the W-2/1099 forms in the W-2/1099 Forms Filer, use the Import Assistant located on the
Main Menu of the software (Main Menu>Utilities>Import Assistant).

3=

A. Import from Quicken or QuickBooks for DOS
This is used to import a file created with Quicken or QuickBooks for DOS.

Trrapot fram Cuicken or QuickBoaks for DOS

[=-]

Impeait fisars OuckBoslks foa W o

Co Iport special test files created by Optran 3 (below) or 2 user pragram

Impaat from PeachTres
Import Tabbed Delamated Files
Import Payer's W-2 file into A-T-F Payroll

Search Help for:
Quicken or QuickBooks for DOS Import.

G. Impoat a special file created by Import Sssistant
7.8.5.1 B. Import from QuickBooks for Windows . Priet list of field names for selected A-T-F Payrall file types
Imports a file created with QuickBooks for Windows. L Export to Quicken
1. Espadt to OusikBoski Geneial Raimnal
Search Help fOI‘Z 3, Export ypecial test files that can b imported by Optan © (above)
4. Export Tabbed Delmsted Tramaction: w)' Ensployes Information

QuickBooks (Versions 2006 and higher) Import Instructions
Creating the Payroll Import Files Manually in QuickBooks
QuickBooks Payroll Import Information

AMS Payroll - Import X-Ref File Information

QuickBooks (Versions 2005 and Prior) Import Instructions
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7.8.5.2 C. Import special text files created by Option 3 (below) or a user program.
These commands will import the following files:

PYR.IMP (Payer data)

PYE.IMP (Employee data)

PYS.IMP (Payer's State/Local data)
PYD.IMP (Check data)

PYU.IMP (Payer's User Defined Fields)
PYT.IMP (Deposit data)

7.8.5.3 D. Import from Peachtree
This option allows you to import payroll data from Peachtree.

Search Help for:

Create Tab-Delimited Text Files from PeachTree
Import from PeachTree
Define X-Ref'to PeachTree

7.8.5.4 E. Import Tabbed Delimited Text Files
This command imports data for employees and checks from Tab Delimited Text Files. These files are setup using AMS Payroll's
field names. Two files will need to be created, one for employees (PYE.TAB) and one for the checks (PYD.TAB).

Search Help for:

Importing Tab Delimited Text Files into AMS Payroll
PYD.TAB and PYE.TAB File Examples

7.8.5.5 F. Import Payer’s W-2 file into AMS Payroll
This option allows you to import the Payer's W-2 information to AMS Payroll. If there are dollar amounts on the W-2 forms, that data
will be imported as one check dated 12/31.

Search Help for:
Import W-2 Information (from W-2/1099 Forms Filer) into AMS Payroll
7.8.5.6 G. Import special file created by the Import Assistant

Use this command to import a file created with the Import Assistant. The Import Assistant is accessed from the 1099-Etc Main
Menu by selecting Utilities>Import Assistant.

7.8.5.7 0. Print list of field names for selected AMS Payroll file types
This command will print a list of fields used in the AMS Payroll files:

PYR.IMP (Payer data)

PYE.IMP (Employee data)

PYS.IMP (Payer's State/Local data)
PYD.IMP (Check data)

PYU.IMP (Payer's User Defined Fields)
PYT.IMP (Deposit data)

7.8.5.8 1. Export to Quicken
This option allows you to export the AMS Payroll data to a Quicken or to QuickBooks for DOS file.

Note:
This QIF file cannot be used to import information to QuickBooks for Windows.

59



AMS Payroll

7.8.5.9 2. Export to QuickBooks General Journal
This option allows you to export the AMS Payroll data to QuickBooks General Journal.

Search Help for:

Export to QuickBooks General Journal (QuickBooks 2006+)
Export to QuickBooks General Journal — Define the X-Ref

7.8.5.10 3. Export special text files that can be imported by Option C
These commands will export the following files from AMS Payroll that can be imported using Import/Export Options>Import
Special Text files created by Option D or a user program.

PYR.IMP (Payer data)

PYE.IMP (Employee data)

PYS.IMP (Payer's State/Local data)
PYD.IMP (Check data)

PYU.IMP (Payer's User Defined Fields)
PYT.IMP (Deposit data)

7.8.5.11 4. Export Tabbed Delimited Transactions w/Employee Information
This option allows you to export the AMS Payroll data to a tab delimited text file. The tab delimited text file can be opened using
Excel.

Search Help for:

Export to Tab Delimited Text File — AMS Payroll

This menu item is used to prepare State Magnetic Media Files for
quarterly filing to many states. It will create a file that can be | AL ICESAformat © NC  Quarterty (MMREF-1)
uploaded to the state’s website. States that are marked via Form Z | AZ MMREF-1 © ND  ICESA format
command, are created through Forms>Z. Print State Quarterly | CA viaFormZcommand © NE  via FormZ command
Forms. " CO ICESAformat  NM  State format
" CT wvia Form Z command = NJ  WR-30 (State format)
At the end of the process to create the file, please note the file name ©FL Stateformat © NJ - 927 (State format)
and location. You will need this when uploading/sending the file to CACANR IO Zconnand LR RIS S BTG MMBE B BB 2)
state. " IA  viaForm Z command = NY NYS-45 Part A/B/D (State Format)
= ID  Unemployment(Z)  OH Quarerly Ul (£)
CILUC3140 @) © OK ICESAformat
Notes: "IN ICESA format " OR viaFormZ command
Once the file is created, you are responsible for uploading/sending | © KY [CESAfomat “PA UG
the file to the state. C KS Quarterly Ul (MMREF-1) € SC MMREF-1
LA MMREF-1 ¢ 5D viaForm Z command
NYS-45 FSET quarterly filing is done through AMS Payroll using | © MA Annual (MMREF-1) L RIRICES it
the Forms>Z. Print State Quarterly Return command. The © MA - ICESATormat X ICESAformat
information is sent via a third-party vendor and charges will apply. |~ MP viaFormZcommanc ® U e UIELTREED,
Payment is made at the end of the filing process via credit card, OUE UisnEemeniE wUR CHREA
American Express, Discover, Mastercard and Visa. UE TRLIEEERImER W UFESTES ey
Ml via Form Z command VT UILEZ)
Annual Federal Returns are filed using the E-Filer module. See E- | M¢ ViaFormZcommand ¢ WA viaForm zcommand
Filer for more information. " MN via Form Z command " W| State ESPs only
— C MS ICESAformat C Wi TIB4format
 MT ICESA format " Show Payer States
Help Cancel
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7.8.7 Eelectronic Deposits
The 1099-Etc program prepares data for use with third-party software for Direct Deposit. Please refer to the Help files for more
information.

7.9 ACA Filer
When AMS Payroll and the ACA Filer are both purchased, the ACA Filer is integrated within AMS Payroll. Forms, 1095-B & 1095-
C (along with their transmittal forms) are supported for ACA printing and E-Filing.

Note:
If the AMS Payroll is not purchased, please see ACA Filer for more information.

7.10 E-File
The E-File command can be used to E-File the 1095 B & C forms (along with their transmittals), 941, 940 and 944 forms and the State
Quarterly Returns (if available).

Note:
Please refer to the Help files for more information.

7.11 Other AMS Payroll Options

7.11.1 Check Item Order
This menu item allows for customizing the order of the fields on the Add Check screen. In AMS Payroll, select Payer>Check Item
Order. This command changes the order of the fields on the Check Entry screen. It does not change the order on the printed check.

61



Forms Filer Plus

8.0 Forms Filer Plus

Forms Filer Plus is an add-on to 1099-Etc that provides for easy entry and printing of a variety of payroll related forms that are not
supported in the W-2/1099 Forms Filer.

™ Forms Filer Plus - ABC PAYROLL

Module Payer Form  Input Options Batch Help Cuit

Forms Filer Plus
(c) 20X by Advanced Micro Solutions, Inc.

Serialf# XXO00C0000O0 Version X-X.X

Wark Dir [C:\1099etc.wid,

Pa

1]

r [ABCPAYROLL

E User SYS

m  |940 Schedule A

Program Year

Printer |Soﬂware Generated Forms 2 OXX

Device |HP LaserJet4100 Series PS Class Driver

Customer Support 405-340-0697 or FAX 800-578-1780

Forms Filer Plus supports most of the state wage forms that are supported in AMS Payroll plus federal forms such as the W-4, 1-9,
W-9, 940, 941, 941-B, 943, 945, 941-X and many other forms. We will be adding other forms to Forms Filer Plus as demand dictates.

While AMS Payroll performs a full range of payroll
functions and is integrated with the W-2/1099 i Omin: Uiic Ruod Heb it < Tof2 >

Auxliat ~
Forms Menu, Forms Filer Plus is a forms filler. |cec o g o e e [
Data that you enter in Forms Filer Plus does not
flow to other forms in any other module of the

software. Forms Filer Plus V}:/OI'kS much the same as o 941 Eﬂ’:!ﬁ?:.ilﬁiﬂﬁﬁlﬁﬁklf:ﬂi’a' Tax Return Ntz115345-m:29 oL
the W-2/1099 Forms Filer except it does not have
all the options that are required when printing forms O] 0 i

for multiple recipients.

ployer identification number (EIN) _ 12-1234567

Name (not your trade name) ABC PAYROLL

El 2: April, May, June
Trade name (if any} DBA JANE SMITH ACCOUNTING

D 3: July, August, September
Address 245 W. EIM ST

Once the payer and form have been selected, a

\:l 4: October, November, December

. . 12345 G s, f
Form Entry Screen is displayed. = The most = = T e e
commonly used functions have buttons along the
bottom of the screen. A number of other OptiOHS Read the separate Instructions before you complete Form 841, Type or print within the boxes.
. . . UCUBH  Answer these questions for this quarter.
are aVallable by Cthlng the menu bar along the tOp 1 Number of employees who received wages, tips, or other compensation for the pay period
including: Mar. 12 (Quarter 1), June 12 (Quarter 2), Sept. 12 (Quarter 3), or Dec. 12 (Quarter 4).. . .

of the screen.

1
2 Wages, tips, and other COmPenSation. ... . ........coeetnunsstieeneetreeeeeteaeeeniinnn 2 52637.00

The Prev and Next buttons allow you to move 3 Federal income tax withheld from wages, tips, and other compensation. . . ................... 3
between records. Clicking Next from the last record 0 (DT o e e e (D I o iy T 0SS o [ Check and go to line 6.
will cause the program to ask if a new blank record Colurmn 1 Cotumn 2

should be added to the end of the file. Add creates B B acaaausea [_seoze-00 Juosee: | e

a new, blank record and appends it to the file. Calc sb Taxable social security ips ........... | 0.00 | xors- 0.00

will calculate certain fields depending upon the S0 Toaable Medicars wages 8ps. .. ... | 52936.00 | oo | 1535.14

5d Taxable wages & tips subject to |
it Medi Tax wi ing ...

form selected. Jump switches to the next linked
form. FOI' instance, CliCking Jump Whlle il’l Form 5e Add Column 2 from lines 5a, 5b,5¢,and 5d .. ............................................ 5e 8099.20

941 will take you to Form 941-B. Clicking Omit [ Mot | ecors 11| i Fecon s [ 0w |

will cause this record to be omitted from printing functions, but the data will remain. Click Omit a second time to un-omit the record.

0.00 |xumg,| 0.00

<

Click Help from the Forms Entry screen for detailed information on using Forms Filer Plus.
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9.0 E-Filer

E-Filer prepares information (from the W-2/1099 Forms Filer) in the required formats to submit to the IRS/SSA. This is required for
any payer whose total number of employees/recipients is 250 or greater for any given form type. E-File Direct creates a file that can
be submitted to the IRS/SSA via their uploading instructions. E-File Services retrieves the information from the W-2/1099 Forms

Filer and electronically submits this information via a third party vendor. Please review the following for more information regarding
the E-Filer module.

Module  Utilities Help  Quit

E-Filer
(c) 20XX by Advanced Micro Solutions, Inc.
Serial# XXOOCCOOOKK Version X-X X

E-Filing Opti:
- . Files forms via agency upload.
=185 file & Bz e Federal Copy and most states via Combined
" E-File Services Federal/State program or direct filing with state.
Requires purchase of E-File Direct.

User 3YS
Printer ISoﬂware Generated Forms Program Year

Device IHP LaserJet4100 Series PS Class Driver 2 Oxx

Customer Support 405-340-0697 or FAX 800-578-1780

9.1 E-File Direct
E-File Direct creates files for the IRS/SSA. These files can then be submitted via the IRS/SSA upload instructions.

Note:
Any errors in the data will stop the process.

To prepare the file, select E-File Direct and click OK. E-File Direct Options allows the user to select the Type of file to prepare.

Click the drop-down arrow to select the Type of Form. The Taxing Authority is always Federal except for W-2s. In the E-File Direct
Module, the state W-2 files can also be prepared.

E-File Direct Filing Options
~ Type of Form
Prepare Electronic File For

[10985.10995.3921.3922.5496. W-2G -
1098s,1099s,3991 3992 5498, W-2G

r Taxing\y 2 (EFW2)

SendPuerto Rico W-2 (EFW2)

Time Extension for 1099s and 10425
1042-5

Puerto Rico 480.6 (A and B)

W-2C (EFW2C)

Puerto Rico W-2C M
oK | Hep | Cancel
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9.1.1 Type of Forms
Select the form type to format the E-File Direct file in using the reporting agency specifications. The Form Types include:

1098s, 1099s, 3921, 3922, 5498, W-2G
W-2 (EFW2)

Puerto Rico W-2 (EFW2)

Time Extensions for 1099s and 10428
1042-S

Puerto Rico 480.6 (A and B)

W-2C (EFW2C)

Puerto Rico W-2C

Puerto Rico 480.5

9.1.1.1 1098s, 1099s, 3921, 3922, 5498s, and W-2G

This will prepare the file for the IRS or for certain states, via the Combined Federal/State Program. Other states that do not participate
in the Combined Federal/State may require the filing of the same information, in the IRS format, directly to the state. Once created,
you will need to upload the file via the IRS upload instructions through the FIRE system.

Note:
A Transmitter Control Code (TCC) must be obtained from the IRS to file these forms using E-File Direct. You will need to
file form 4419 with the IRS to obtain this code at least 45 days prior to the Due Date.

9.1.1.2 W-2(EFW2)
Prepares the W-2 file for the SSA or states that require electronic filing.

Note: A User ID is required from the SSA to file Federal W-2 forms using E-File Direct. This User ID can be applied for
on the SSA's BSO (Business Services Online) website, www.ssa.gov/bso/bsowelcome.htm.

For W-2 State E-Filing, the user will need to contact the state about any requirements that need to be met.

9.1.1.3 Puerto Rico W-2 (EFW2)
Prepares the W-2 file for Puerto Rico, according to SSA Pub. No. 42-008PR (EFW2), and the current Puerto Rico specifications.

9.1.1.4 Time Extension for 1099s and 10428
This option is used to file for time extensions for filing of 1099 and 1042-S forms.

9.1.1.5 10428
Prepares the 1042S file for the SSA in accordance with Publication 1187.

Note:
A Transmitter Control Code (TCC) is required to file these forms using E-File Direct. File form 4419 with the IRS to obtain

this code at least 45 days prior to the Due Date.

9.1.1.6 Puerto Rico 480.6 (4 and B)
Creates the PR-480 file in accordance with the Department of the Treasury in Puerto Rico.

9.1.1.7 W-2C (EFW2C)
Prepares the W2-C file for the SSA in accordance with their EFW2C format.

9.1.1.8 PR W-2C
Prepares the Puerto Rico W-2C file.

9.1.1.9 Puerto Rico 480.5
Prepares the Puerto Rico 480.5 file.
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9.1.2 Taxing Authority
E-File Direct can also create a W-2 Electronic file for all states that require the E-Filing of W-2 forms. Select the state from the
Taxing Authority list to create the file using the selected states specifications.

9.2 E-File Services

E-File Services submits the records (from the W-2/1099 Forms Filer) to the IRS/SSA electronically via a third-party vendor. The cost
is based on the number of records submitted (contact AMS Technical Support for more information).

The minimum requirements for E-File Services are:

o W-2/1099 Forms Filer (base program)
e Credit Card (American Express, MasterCard, or Visa)
o Valid Internet Connection (for Updates) and Microsoft Internet 11 or Microsoft Edge (for E-File Services).

Note:
94x Forms are submitted to E-File Services from within AMS Payroll.

The default E-File Services screen, displays a variety of information.

In the left panel, the Batches are listed. The information listed is the assigned Batch number, the last updated Status and the
Price to file the Batch.

The top right panel is the Itemized Status List. As the Batch goes through processing, this section will list the Statuses along
with the Date and Time.

The bottom right panel is the Batch Detail. This information will include the Company Name, FEIN, Number of Forms,
Form Type and the Quarter.

E"‘ E-File Services

Account  Filter Find Batch Print  Quit

Batch | Status | Price | [Ttemized Statu

W] 166761 PAID 5.49 Status Description

01379636 PAID 1.00 Selected Si L e

01379635 CANCELED 5.49 INVOICE PENDING K 200K

11379631 UNPAID 5.49 INVOICE PAID DK 200K

[11379349 COMPLETE  5.48 FILING QUEUED 2003 1:36:13 PM

O SRS | 1. comPLETE X/30/20XX_1:13:53 PM
FILING ACCEFTED 2000 1:36:47 PM

atch Detail
Compary Name Form
ABC PAYROLL 723456789 1 941
Create New Batch Pay Selected Batches Cancel Selected Batches Help |

Following is a brief description of the E-File Services commands.
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9.2.1 Account

The Account is used to define the information of the company submitting using E-File Services. =
Account must be completed before any payers can be submitted for processing. Retrieve Password
Enter Retrieved Password
This command is also used for retrieving forgotten passwords and setting up/reviewing Credit Payment Options '
Cards/Prepaid accounts.
[F~ Account Setup = X

9.2.1.1 Setup
The first time this screen is accessed, all fields will be blank. Enter

in the Account information (red fields are required and all other Please enter transmitter account information. Red fields are required.

fields are optional). Once the information has been entered click Userd [ ] I Change usemamefpassword
Submit. The program will display a message when the Account Password [ ] B Comemhen Beegre
Setup has been successfully completed. Re-enterPassword [ |
FirstName

Note: LastName

The Account User ID and Password can be changed using

the Retrieve command on the Account Setup screen. Company Nait

When Retrieve is used, a NEW Password will be e-mailed P —

to the E-mail address that is current for the selected User. Address Line 2

City |

9.2.1.2 Retrieve Password/Enter Retrieved Password State [_] zZp ]
If the Password is forgotten, use Retrieve Password command to Phone | = | |
have a new Password emailed to the email address on file. Once the E_IE: | |

Password is received, use the Enter Retrieved Password command

. [~ Opt Out of Batch Status Alerts (not recommended)
to enter the emailed Password.

NOTE >> | AMS outsources E-Filing to a third party company.
You must be aware of all restrictions and filing deadlines.

9.2.1.3 Payment Options Click Help for more information
There are two Payment Options available, Prepaid Account and
Credit Cards. You can setup a Prepaid Account by calling Nelco at Suibmit Help Qui

800-266-4669. They will assign a Prepaid Account number that
you will need to setup through Payment Options. The Credit Card information is managed using this command as well.

E-File Services Options

9.3 Create New Batch

When ready to use E-File Services to e-file the forms, use the Create New Batch | want to submit form -
command. This will start the process to e-file the forms via the third party
vendor. I would like to

I~ E-file to

I~ Print and mail to recipients
~

Following is a brief description of each Option.

9.3.1.1 I want to submit form -
You will be able to select the Form to E-File, 1099, W-2, 1098, W-2G, 5498, W- ™ Create a CD of Recipient Forms
2C and 1042-S. [~ Create a CD of Payer Forms

9.3.1.2 I would like to: Summary
Use this section to indicate the services that you want to perform.

9.3.1.3 E-File to:
You can elect to E-File to the IRS, SSA, State or Both (IRS/SSA and State). The
E-File options are based on the selected form. Only the W-2 and the 1099-MISC oK Pricing FAQ Cancel

forms can be e-filed to certain States. If State E-Filing is selected a list of
supported States will be available for selection

9.3.1.4 Print and mail to recipients
This selection will E-File the IRS/SSA copies as well as print and mail the Recipient Federal copies through the U.S. Postal Service,
Ist Class, and if the Recipient’s E-Mail was entered on the W-2 or 1099 forms, the Recipient can access their W-2/1099 online.
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9.3.1.5 Recipient Copy on CD
Creates a PDF version of the recipient's copies of federal forms, places on a CD and shipped UPS Ground to a specified address.

9.3.1.6 Payer Copy on CD

Creates a PDF version of the payer's copies of federal forms, places on a CD and shipped UPS Ground to a specified address.
9.3.1.7 Summary

This section will summarize the selections made and list the Forms and Services.

9.3.2 Filter ALL Forms
The Filter command is used to list certain batches based on the selected filters, either by Status or W-2
Forms. 1099
A"_ NY545
Paid - 941
Unpaid 944
Status 3 C°lmp|Ete 940
Form k iejeurdd W-2C
ancee Corrected 10895
9.3.3 Batch Accepted PIM Registration
The Batch command is used for the following: 10425
Retrieve Batch Info

Mark Complete
Check All Status

9.3.4 Find
The Find command will search all Batches for a specific FEIN.

FEIN

9.3.5 Print
The Print command will print various reports/summaries. First highlight the Batch in the Batch List and select the print option.

Invoice prints details about the cost of the Batch to e-file. Ieeres

Summary prints a summary of the Batch Summary

Status prints a list of the Batches Status during processing. Status

Detail prints a detailed report of the Batch. Detail
9.4 Utilities

9.4.1 View E-File Direct Jobs
This command will list all E-File Direct files and Transmittal Reports that have been created using E-File Direct. E-File Direct files
can be viewed/edited or the corresponding Transmittal Reports can be viewed/printed.

9.4.2 Mag File Tech Support Utilities
This command is used to View, Print, Browse or Edit part or all of a Mag Media file.

9.4.2.1 View/Print all or part of Mag Media File

This utility can be used to print the entire file (first 80 characters only), the first 10 and last 10 records (first 80 characters only), print a
count of the Records Types or print a list of fields and their values in the specified file. This is helpful for the preparer to be sure the
information in a file is correct.

9.4.2.2 Browse/Edit entire Mag Media File
The Browse/Edit entire Mag Media File views a file that has been created. This view of the file is in the exact layout in which it will
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be sent to the Reporting Agency. The Mag File Viewer has limited editing ability. It will allow changes to characters that already
exist, but there is no insert capability. To edit part of this file, simply move the cursor to the starting position of what is to be edited,
and click the edit button in the upper left corner. Up to 30 characters at a time may be edited. Make sure that the other information
stays in the correct location.

9.5 Other E-File Information

9.5.1 Internal Revenue Service

The IRS requirements and conditions for filing information return forms 1098, 1099, 5498, and W2-G electronically are contained in
IRS publication number 1220. We strongly recommend a copy of this publication be obtained from the IRS.

***Only Required for E-File Direct

1099 Forms

The first step in filing with the IRS through the F.I.R.E system is to submit Form 4419 to receive a Transmitter Control Code for the
1099 forms.

Contact the IRS at:  Internal Revenue Service
Enterprise Computing Center - Martinsburg
Information Reporting Program
230 Murall Drive
Kearneysville, WV 25430
(866) 455-7438

1042-S Forms
The first step in filing with the IRS through the F.I.R.E system is to submit Form 4419 to receive a Transmitter Control Code for the
1042-S forms.

Contact the IRS at:  Internal Revenue Service
Enterprise Computing Center - Martinsburg
Information Reporting Program
230 Murall Drive
Kearneysville, WV 25430
(866) 455-7438

W-2s
You will need to apply for a User ID on the SSA's website, www.ssa.gov.

9.5.2 Combined Federal/State Program for 1099s — E-File Direct Only
The IRS, in cooperation with several states, has established the Combined Federal/State Program under which information return data
submitted to the IRS through E-File Direct is shared with the states that participate in the program.

Participating States and Codes™

State State State
If participation in the combined Federal/State Program is desired, you must | Alabama Indiana Montana
submit a test file to the IRS between November 2 and February 19. Those who )
o . . . Arizona Kansas Nebraska
have participated in past years are not required to do so.
Arkansas Louisiana New Jersey
The forms that are supported for Combined Federal/State Program are: California Maine New Mexico
Colorado Maryland North Carolina
1099-B 1099-MISC .
1099-DIV 1099-OID Connecticut Massachusetts North Dakota
1099-G 1099-PATR Delaware Michigan Ohio
1099-INT 1099-R _ _
1099-K 5498 Georgia Minnesota Oklahoma
Hawaii Mississippi South Carolina
Idaho Missouri Wisconsin
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9.5.3 Social Security Administration

The SSA requirements and conditions for submitting W-2 Copy A information is the current SSA publication for EFW2 format. For
filing W-2C, see the current SSA Publication for the EFW2C format. We strongly recommend a copy of this publication be obtained
from the SSA.

9.5.4 E-File Direct vs. E-File Services
The following discusses the differences between Electronic Uploading and E-Filing.

E-File Direct is the process of uploading a file to the SSA (B.S.0O or ACCUWAGE system) or to the IRS (F.I.LR.E. system). There are
no additional charges to upload the file other than possible charges for connect time.

E-File Services is the process of transmitting 1099, W-2, and W-2C data to a secure server via an internet connection. Once
authorized by a user, the data is filed electronically with the IRS or SSA. Optionally, recipient forms are printed and mailed to
respective recipients. There is a per-form charge for this service but the purchase of E-Filer Direct is not required.

9.6 Tips for W-2s and 1099s
Tips for Form W-2

A Country Code is used to indicate a Foreign Country. To display a list of Country Codes, double-click or hit the space bar in the
Country Code field on the W-2 Forms Entry screen.

2. Other special codes used in Box 14 (not Box 12) are:
CASDI - California State Disability Insurance
NJSDI - New Jersey State Disability Insurance
FLI — New Jersey Family Leave

3. The Employee Address Lines support up to 32 characters. If creating a W-2 File and these fields have more than 22 characters,
the program will accept the first 22 characters and truncate the rest.

4. For more information on preparing W-2 forms, at the Main Menu, go to "Utilities/Help/Contact AMS", highlight "Visit AMS Tax
Links to IRS/SSA, etc.", and then click Select.

Tips for Form 1099

1. An asterisk (*) preceding the payee's "city, state, and zip" field indicates a foreign country.

Example: *London, England W574H

o

2. An asterisk (*) preceding the payer name indicates the payer is a foreign corporation. An asterisk (*) preceding the payer's "city,
state, and zip" field indicates a foreign address for that payer.

3.
Example: Foreign Co. with foreign address Foreign Co. with U.S. address
* Aramco * Aramco
*London, England W574H Boston, MA 01023

4. An asterisk (*) preceding the optional account number indicates the amount reported is taxable in the state specified.
Example: *NY00125
Implies the amount reported is taxable in NY, not the recipient's state of residence.

5. For more information on preparing 1099 forms, at the Main Menu, select Utilities>Help>Contact AMS, and highlight Visit AMS
Tax Links to IRS/SSA, etc., then click Select.
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10.0 ACA Filer

The 1099-Etc software has added the ACA Filer to meet the new Affordable Care Act (ACA) requirements. The ACA Filer can be a
stand-alone module or integrated in AMS Payroll. The ACA Filer supports forms 1095-B and 1095-C (and the associated 1094
transmittal forms). These forms can be printed or e-filed to the IRS. Employee copies can printed and distributed as well and if
Software Generated Forms is purchased, all copies can be printed on <blank> paper.

Notes:

If the Payer uses AMS Payroll, please use the ACA Filer that is integrated with within that module (AMS
Payroll>Payer>Payer Edit>ACA). In AMS Payroll, use the Input>Special commands an individual employee or all
employees can automatically be added to the Covered Individuals list.

For detailed information on the ACA Filer, please review the program Help Files.

[~ ACA Filer - ABC PAYROLL

Module Payer Insured Reports Forms E-File Options Help Quit
ACA FILER
(c) 20XX by Advanced Micro Solutions, Inc.

Serial# XXO00OCOO Version X-X X

Work Dir |C:\1099etc wod)

Payer |ABC PAYROLL

Year |20%x User5YS Program Year

Printer |Software Generated Forms 2 OXX

Device |HP LaserJet4100 Series PS Class Driver

Customer Support 405-340-0697 or FAX 800-578-1780

10.1 Payer
Through the Payer commands, other payers can be selected and passwords or reminders can be setup.

Select Payer
Password

Reminders

10.2 Insured

Through the Insured commands, the Employer Information and the Responsible and Covered Individuals can be edited/added. The
Employee’s information needed is dependent on the Payer’s Form Type, either 1095-B or 1095-C. The Form Type is selected in the
Payer Edit command, ACA Filer.

Notes:
To omit a Covered Individual, click on the line and hit Omit Row. To delete the Covered Individual, once omitted, click
Delete Omitted Rows.

Prev jumps to the previous record.

Next jumps to the next record.

First jumps to the first record in the file.

Last jumps to the last record in the file.

Add Record will add a blank record after the last record in the file.
Reset from Disk will remove current changes from the record.
Omit will omit the current record from the forms or any reports.
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10.2.1.1 1095-B — Health Coverage

CA Filer - ABC PAYROLL

This utility can be used to enter/select the 1095-B data as Module Payer Insured Reports Forms Efile Options Help Quit
needed. If the Responsible Individual is also a Covered ACA FILER
Individual, click the Add to Covered Individuals button. (c) 20XX by Advanced Micro Solutions, Inc.
Make sure to select the Origin of Policy from the drop-down Seriali Xo00O00000MX. Version X-X.X
list.

Work Dir [C:\1099etcwod,

The Origin of Policy selections are:

Payer [ABC PAYROLL

Year IZOXX UserSYS

Program Year

Printer ISoﬂware Generated Forms

20XX

A. Small Business Health Options Program (SHOP)
B. Employer-sponsored coverage

C. Government-sponsored program

D. Individual Market Insurance

E Multi-employer plan

Device IHP LaserJet4100 Series PS Class Driver

Customer Support 405-340-0697 or FAX 800-578-1730

F. Miscellaneous minimum essential coverage

10.2.1.2 1095-C — Employer-Provided Health Insurance and Coverage

This utility can be used to enter/select the 1095-C as needed. If the Responsible Individual is also a Covered Individual, click the

Add to Covered Individuals button.

iler - & records

Utilities Cuit

E-File

Forms Reports ALE_Members

~Employer Information

ABC PAYROLL
245 W. ELM STREET

Payer Name >

Federal EIN > 12-345678%

Payer Address >

ContactName > JANE SMITH

City > [OKC

ContactPhone > 222-555—4444

State > E

Zip > [12345

| [ Selfinsured

e Indivi

=
F

LastName > BARNES

| Corected

FirstName > [CONNIE |

Street/PO Box> [P. 0. BOX 11211 | City. ST Zip > [OKG. OK 12345

Country> [ |5| SSN > [144-44-4444

E-mail Address > [CONNIE . BARNESEYAHOO . COM |

Birth Date > 83121974 | Tue I

Add to Covered Individuals |

10958 1095 |
All12Months  Jan Feb Mar Apr May June July Aug Sept Oct MNov Dec
CoverageCode> 10 x| | = [ | = | = | = | = | =1 | =1 =1 =11 =1 =l
Req'd Contribution> | 55-68] ©.80] ©.80] @.ea] ©.80] ©8.88) 8.80) ©8.68) 6.80) @8.68) 6.80) @.68) 6.80]
SsfeHaborcode> 26 <] [~ [ < [ = [ = [ A [ = [ [ A = = = [ =
Plan Start Month > I:l
—C d Individual OmitRow | Delete Omitted Rows [
Num [First Name |Last Name |SSN |DOB |12 Months |Jan |Feb |Mar |Apr |May |Jun |Ju'| |Aug |Sep |0ct |Nov |Dec |
AL CONNIE BARNES 444-44-4444 |03/12/1974 ®
2 GEORGE BARNES 477-21-5122 12/15/1970 X
Prev MNext First Last Add Record Reset from Disk |
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Coverage Codes
The Coverage Codes specifies the type of coverage offered to an employee, the employee's spouse and the employee's dependents. If
the code is the same for all 12 months, select the code in the All 12 Months field. If the data is not the same for all 12 months, in each

section, enter the code in each month’s box. The Coverage Codes are:

1A - Min coverage offered to employee with self-only coverage equal to or less than $1,108.65, spouse, and dependents
1B - Min coverage offered to employee and NOT spouse or dependents

1C - Min coverage offered to employee and dependents, NOT spouse

1D - Min coverage offered to employee and spouse, NOT dependents

1E - Min coverage offered to employee, dependents, and spouse

1F - NOT Minimum coverage offered to employee and/or spouse and dependents

1G - NOT a full-time employee enrolled in self-insured employer-sponsored coverage

1H - No offer of coverage

11 - Qualifying Offer Transition Relief

Employee Share Lowest Cost
Complete this section, only if the Coverage Code is 1B, 1C, 1D, or 1E. Enter the amount, including cents, of the employee share of

the low-cost monthly premium for self-only minimum essential coverage, providing minimum value that is offered to the employee.
If the employee is offered coverage but is not required to contribute any amount towards the premium, enter 0.00 (do not leave
<blank>). If the code is the same for all 12 months, select the code in the All 12 Months field. If the data is not the same for all 12
months, in each section, enter the cost in each month’s box.

4980H Safe Harbor
Enter the Safe Harbor Code(s) to report the status of the employee. If the code is the same for all 12 months, select the code in the All

12 Months field. If the data is not the same for all 12 months, enter the code in each month’s box. The codes are:

2A - Employee not employed during the month

2B - Employee not a full-time employee

2C - Employee enrolled in coverage offered.

2D - Employee is a section 4980H(b) Limited Non- Assessment Period
2E - Multi-employer interim rule relief

2F - Section 4980H affordability Form W-2 safe harbor

2G - Section 4980H affordability federal poverty line safe harbor

2H - Section 4980H affordability rate of pay safe harbor

21 - Non-calendar year transition relief applies to this employee

FirstName [GONNIE

10.2.1.3 Covered Individuals LastName [BARNES ]
In the Covered Individuals section, double-click the blank line or click the box at the SSN (444 444444 |
> DOB  [B3/12/1974 | Tue
beginning of the line. Enter the Covered Individual information and click OK (repeat for all el
Covered Individuals). Check ifthis individual has 12 months of coverage
12 Months ¥
Or check each month that this individual has coverage
Notes: Jan I
Check 12 Months if the Covered Individual was covered for the full year. If they Feb I”
were not covered for all 12 months, manually check each month they were covered. ﬂ;[ F
May [
If the Responsible Individual was added to the Covered Individuals, they will need to Jun I~
be edited to indicate the Coverage Months. Aﬂ“' ::
g
Sep [
Self-Insured must be checked to print the 1095-C Covered Individuals. NOC‘ E
ov
Dec [

Cancel

10.2.2 Reports
There are two Reports available for printing, Covered Individuals and the Insured Detail.
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10.2.3 Forms

The forms, 1095-B and 1095-C, are printed using this command. Each form type has three layout options, 1095-B »
Landscape, Portrait and Portrait w/Instructions. Once the forms are printed, the transmittal forms, 1094-B and 1005-C b
1094-C forms will automatically print. Self-Insured must be checked to print the 1095-C Covered Individuals.

10.2.4 E-File

The 1094 & 1095 B & C forms can be e-filed in the ACA e ¢ File with Services g Original
Filer. The forms can be filed either using Services or by 1095-C C IRS AIR Format Corrected
creating a file and uploading it to the AIR system. Please Check Batch Status

review Publication 5164 and Publication 5165 for more

information.

¢ File with Services (file via third-party vendor , who files the forms on your behalf)
Services file the data via a third party vendor, who then files the forms on your behalf to the government. There are fees per
form that are paid, by Credit Card, when the forms are E-Filed using Services. Check the Batch Status to follow the
processing of the Batch. Batch Statuses include:

Invoice Pending (Payment has not been made)

Invoice Paid (Payment is made and accepted)

Filing Complete (The IRS has the file but has not looked at the data)

Filing Accepted (The IRS has reviewed the data in the file and has accepted it, filing is finished)

Original or Corrected 1095-B & C forms can be e-filed using the File with Services method only.

o IRS AIR Format (create a file to upload using the AIR system)
This module supports an unlimited number of 1094 and 1095 forms. A Transmitter Control Code for the AIR system is
required to E-File the forms using E-File Direct. This is a different Control Code than the one used for 1042-S and 1099
forms. When applying for the code, select AFA (ACA Internet Transmitter) as the Transmission Method. You need to
submit a Test file prior to actually filing the data.

AIR Transmitter Control Code

To file ACA Information Returns electronically, the ACA Application for Transmitter Control Code (TCC) must be
completed online. AIR only accepts ACA TCCs. Software Developers, Transmitters and Issuers may not use an existing
FIRE TCC or Electronic Filing Identification Number (EFIN) or Electronic Transmitter Identification Number (ETIN). The
application process consists of two steps:

First:

Responsible Officials and Contacts in the business or organization register for e-services (for more information on e-
services Registration and Tutorials, see the Registration Services page on irs.gov). The registration process involves
collecting personal and taxpayer data for the sole purpose of authenticating your identity. After completing the
initial registration, a confirmation code will be sent by U.S. Postal Service (USPS). After receiving the confirmation
code, log on to e-services, using the Username and Password that was created when the account was setup, and
confirm the registration.

Second:
Responsible Official initiates the ACA Application for TCC. The application must include a minimum of one

Responsible Official and minimum of two Contacts (maximum of 10 Contacts).

See http://www.irs.gov/PUP/for_taxpros/software developers/information returns/aca_app_tutorial online.pdf for more information.

10.2.5 Options Printer Settings

Options provide various commands, from Printer Settings and Importing, to Backing up the Payer. View/Print Saved Output
Email/Save PDF Qutput
File Management Utilities b
Other Utilities/Settings 3
Import & Export Options b

Backup Payer
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11.0 1042-S Filer
The 1042-S Filer is a complete database system that generates the 1042-S and the 1042-T forms. It has an easy-to-use, menu-driven
format that simplifies the selection of payers and forms. Data can be imported or manually entered, forms are printed on blank paper

and the forms can be e-filed.

[~ 1042-5 Filer - ABC PAYROLL
Module Payer Input Options Help Quit

1042-S Filer
(c) 20XX by Advanced Micro Solutions, Inc.

Serial# XROOGOOR. Version X-X X

Work Dir [c:\1099etc wid|

Payer |ABC PAYROLL
Form |1042S UserSYS Program Year

Printer |Software Generated Forms 2 Oxx

Device |HP LaserJet4100 Series PS Class Driver

Customer Support: 405-340-0697 or FAX 800-578-1780

11.1 Payer
The Payer command allows the user to Select, enter Basic Payer Info or setup a Password.

Note:
A shortcut is also provided on the Forms Menu to change the Payer. Click on Payer or the associated box to select another

Payer.

Select Payer
Password

Basic Payer Info

Reminders

11.1.1 Select Payer
The Select Payer command allows the user to choose a Payer/Client.

11.1.2 Password
The Password command allows the user to setup a password for the selected Payer.

11.1.3 Basic Payer Information
The Basic Payer Info command is used to enter the Payer FEIN, Name, Address, and Phone Number.

11.1.4 Reminders
Payer Reminders can be added/edited, so that when the payer is selected, the reminders will display.
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Input
The 1042-S Input command is used to enter the Payer/Withholding Agent Information as well as the data for the 1042-S forms. The
Payer/Withholding Agent Information is the default Input screen.

11.1.5 Payer/Withholding Agent

The Payer/Withholding Agent Information screen is used to enter in the Payer and Withholding Agent information. This data will
automatically flow-through on all forms even though it is entered once. The data will automatically be saved, when the screen is
exited.

11.1.5.1 Payer

Include the Payer's name, TIN, and GIIN if different from the withholding agent shown in boxes 12a, d, and e. If payment is being
made by a transfer agent or a paying agent acting as a withholding agent on behalf of a payer, enter the chapter 3 and4 status codes
applicable to the status of the payer in boxes 16d and 16e.

11.1.5.2 Withholding Agent Information
Withholding agents must enter both a chapter 3 and chapter 4 status code regardless of the type of payment being made.
See Boxes 12b and 12¢, Withholding Agent's Chapter 3 and Chapter 4 Status Code, later.

™ Form Entry Screen

Print  Align Options  Utilities Defaults Browse Help Quit
= Chapter 3 Status Code

i Payer/Withholding Agent Information | 1042-S ]

Payer Information Withholding Agent Inf o

PayerName 1> |ABC PAYROLL Name > [Joe Jackson

Payer Name 2> |DBA JANE SMITH ACCOUNTING . |1234 Main St

Payer Address > |245 W_ELM ST
City, State Zip > |0KC. OK 12344

City > |0KC
Country Code > -
State> |OK
EIN> (12-1212121
Zip> [12345

Foreign ID Num >

Phone > [111-555-4444

Phone > |
GIN > |
GlIN > |6ETWR7_1U[183_TE_32
FEIN> |[72-1234567
Ch 3 Status > l—_|m - Ch3Status> (15 ~
Ch4Status> (03 + Ch4 Status > |01 ~
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11.1.6 1042-S Form
The 1042-S screen is used to enter in the Recipient data. The data will automatically be saved, when the screen is exited, accessing a
different record or adding a new record.

11.1.6.1 Recipient Information
Enter the Recipient's demographic information.

Status Codes (13g & 13h)

4 Print Align Options Utilities Defeults Browse Help Quit
A Chapter Code, either 3 or 4 must be selected for the -
Recipient. Both Codes cannot be selected for the Recipient. e
Unigue Form\D>’m " AMENDED AMENDED NO > ’7 [ PRO-RATA BASIS REPORTING
Recipient Information
GIIN (13h) Name > [WILLIAM SMITH Status Code: Ch3>[16 | Ch4|23 ~
GIIN stands for Global Intermediary Identification Number. e 123 BROOK AVENUE G >
Ciy. State Zip > [CALGARY ALBERTA_ T37358 US TIN (itany) > [111-22-3333
Country of Residence > |CA ~ Country of Taxation > |CA ~ Account Number >
Country Codes
. . . LOB Code > = Date of Birth »
Leave the Country of Residence or Taxation blank, if the N
Country is the United States. Otherwise to select a Country, e G I e
. . . . Ch3TaxRate > =4 Ch 3 Exemption Code > |00 ~
- Chapter Indicator> |3 =
double-click in the field to display the Country list. apter Indicator El Ché TaxRae (0000 <] ChéExamplonCode> [153]
LOB COde (BOX 13j) a"?ﬂ?:ming Agents must round all amounts to whole dollars ~ Tax not deposited with IRS pursuantto escrow procedure [~
LOB stands for Limitations On Beneﬁts Income Code >|17 ~ Federal tax W/H > 80061 .80 Amount Repaid >
: Gross Income > 27668.88 Tax W/H by other agents > State Tax W/H >
W/H Allowance > TaxPaid by agent > Payer's SEIN >
Account Number (Box 13k) Nethcome>[ Total WJH Credit>|  8081.8@ Name of State > [
If you are a financial institution reporting amounts paid to your ||-primary Withholding Agent
direct account holder with respect to an account maintained by Name > EN>
you at your U.S. office or U.S. branch, you must report the prermesiany or lowhrough enfly informatien s Cader 3] ones [

. . . ame > atus Code: - -
recipient’s account number. If the amount is paid through a Adneas] T —
non-qualified intermediary or flow-through entity, you are not ity Stae 2| Y I
required to use this box. Country Cada>| =] Fosignax DRom>[

| me | Record 1/3 Add Recard Calc Check On | Rest | omt | Tag

Date of Birth (131)
The Date of Birth must be formatted as YYYYMMDD.

11.1.6.2 Recipient Chapter Information

If you are reporting amounts in boxes 7 through 9, enter either a “3” or “4” to indicate whether the amounts were withheld (or paid by
the withholding agent) pursuant to chapter 3 or chapter 4. If you are reporting tax withheld under section 5000C, or backup
withholding was applied under the presumption rules, enter “3” as if the tax were a chapter 3 tax. If you are not reporting amounts in
boxes 7 through 9 because you did not withhold under chapter 3 or 4, you should enter “3.” If you are reporting payments to U.S.
payees, enter “3” and leave boxes 3a and 3b blank.

11.1.6.3 Amounts
All amounts should be entered as whole numbers.

Income Code (Box 1)
All filers must enter the appropriate 2-digit Income Code. Use the Income Code that is the most specific.

Payer's state tax no. (17b) & Name of State (17¢)
Include in these boxes information relating to any State Income Tax Withheld.

11.1.6.4 Primary Withholding Agent (Boxes 14a & 14b)
If you reported amounts withheld by another withholding agent (the primary withholding agent) in box 8, you must provide
the name and EIN of the withholding agent that withheld the tax. If multiple withholding agents withheld amounts reported
on the same Form 1042-S, report the name of any one of the withholding agents that withheld amounts. Otherwise, leave
blank.
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11.1.6.5 Intermediary or flow-through entity information

If you are reporting amounts paid to a recipient whose withholding certificates or other documentation has been submitted to you with
a Form W-8IMY provided by an intermediary or flow-through entity (or should have been submitted to you), you must include the
name and address of the intermediary or flow-through entity with whose Form W-8IMY the recipient's Form W-8 or other
documentation is associated. You must also include the intermediary or flow-through entity's chapter 3 and chapter 4 status codes
and, if any, the TIN and GIIN of the intermediary or flow-through entity when provided or required to be collected by the withholding
agent. If the intermediary or flow-through completed Part II of Form W-8IMY, then report the GIIN provided in that section.

11.1.7 Commands
Below is a brief description of the Input commands.

Print  Align Options  Utilities Defaults Browse Help OCuit

11.1.7.1 Print
The Print command prints forms and produces reports such as mailing lists and tabular summaries.

11.1.7.2 Align
The Align command is used to adjust forms if needed. Due to printer variations; use this command to align the printer.

11.1.7.3 Options
This command lets you omit, un-omit, delete, cancel and blank records. The printer device can also be selected.

11.1.7.4 Utilities
This command can import and export text files, sort the forms file by Recipient Name, TIN or OAN, merge default values into a range
of records.

11.1.7.5 Defaults
Default values for each field on the form can be entered, so that when a record is added, those values will automatically be entered on
the form. This command can also be used to indicate which fields are to be edited, printed or included on the Table Report.

11.1.7.6 Browse
The Browse command displays a "quick" list of all the recipients and the form data for the selected forms in a spreadsheet format.
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