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IRS REPORTER
HOW DO I: ACCESS IRS REPORTER?

STEPS:
1. CLICK: START — PROGRAMS — IRS REPORTER — IRS REPORTER for 20yy

2. LOGON: Default PASSWORD, INITIAL2 (non-case sensitive)
3. The Default Entry Screen displays

| S5e5 Reporter 2004 - Curmently Usng 200:4 TAK REPORTING VESR - DRIGINAL B RS Repoeter 2004 - Currenithy Using 2004 TaK REPORTING YEAR - ORIGINAL
B= E L I . Yo 18 s Ltk Hep Bl Papers WO Inberm Rehan Data  ReQorts Reporiing  LEWGEs  Window LT Hep
wlm|u|M|M|M|m|m|mlm|M|M|M|M|M|m|m‘,¢m|m_ﬁ||c| 'M.m 108 | e | (08 1 | aes IM1HIM1MWIMIHIM|mﬂmmm ‘!ﬂi
E LT | & | 8 | & | cF 0| W (LG wee o Far| & | B | 8 | @ L= N | | B % | A | B o oer e W |LPO M| 0B | Perl g | RSB =L} ]
Data Systems Design
IRS Reporter
Tax Year 2004
Extencded Editien
Sigeight 102004
Bkt A Ba s Unlimited Ligers
R
Logon
Erief P |
o | =]
17 P 11/7/200 Ay o 2004 DAIGIMAL Forra Types
k22 P 171 uite TECE 1 20M DREHAL for Typa
LogOn Screen Default Screen

HEADER / OPTION MENU/ RETURN / FOOTER BARS
The default screen may appear “blank,” but it holds a lot of information. The various Header and Footer Bars
provide the tools needed.

HEADER, OPTION MENU, and RETURN TYPES BARS

You are seeing the top portion of the Default Screen. There are Options across the top and the bottom of the
screen. The REPORTER’s HEADER shows the Version, Tax Year, and Form Type in the dark blue Bar.
The Header Bar information will always display and, since different REPORTER versions look very similar,
use it to keep track of; which Version, what Tax Year, and what Return Type

V REPORTER version WTax Year selected WReturn Type selected

N 1RS Reporter 2007 - Currently Using 2007 TAX REPORTING YEAR - ORIGINAL

Fle Payers NQ Interm. Enter Retum Data Reports Reporting Utdtes Window Lst Help

1058 | 1058 | 1052 | 109G | 0095 | 1099 | 0099 | 9099 | 9099 | 9099 | 9099 | 9099 | 089 | 9099 | 1089 | 1089 | 1089 gﬂmmw 1042
C | E|[ T | A | B | C |CAP|Div m |LTC|) Ms|OD| Par| O| R | 8 | 84 ESA | 83A 5

105
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IRS REPORTER
OPTION MENU BAR: Functions

PAYERS &

FILE NOQI RETURN DATA | REPORTS REPORTING UTILITIES
Tax Year-Type / Click Return Type . Print: Customer Stmts | IMPORT Returns
Tax Center Payer /NQI Data then Click: Master List Paper Returns ALL Types
Printers Enter Return Data, to . Carry Forward
Text Editor Reports Add, Edit, & Review Cross Refer. | 1099s Electronic Data
IRS Transmitter .. . Sort, etc.
SSA Submitter Utility 1042S Electronic (Aggregate)
Security/ .
Tracking/ Path/ Import: Payers / W2/W2c Electronic Replace Payer
NQI EIN
Updates/
Log On Data File Repair
Tax/Wage
Reporting Anal.
FOOTER BARS

DEFAULT SCREEN Footer Bar (below) always displayed, provides the following information:

| BB4PM | 0921403 | JENNY | TCCH1 | 20030RIGINAL | 5498

5:54 PM: Current system time

09/21/03: Current system date

JENNY: Owner of Password in use

TCC # 1: Tax Control Center in use (applicable only for IRS Reporter Extended edition)
2004 ORIGINAL: Tax Year and Form Type currently active

5498: Name of the last accessed and/or currently displayed Return Type

ENTRY SCREEN Footer Bar (below) displayed on the Return Data screen, provides the following
information:

|Ehanged: _.-'l_.-'l_| Amonts: ‘ (riginal |Seq:Hec. Hurn, ‘ Total Recs: 14 Rec & HEW" | | File Locked

CHANGED: Date current record last had a change made to it (uses system date)

AMOUNTS: IRS payment codes in use on this record

ORIGINAL: Return Type being entered may be; Original, Corrections, or Temp New Year

SEQ. REC. NUM: SEQUENCE displays the current search order of the file.
The SEQUENCE may be; Record Number Order (default), Name, Tax ID, or Acct Number
File Sequence is changed when FIND is used to search using other than Record Number.

TOTAL RECS: Total records in the data file currently displayed

REC #: Number of the data record currently displayed

*NEW?#*: Displayed if the new record has not yet been saved, its file location number is not assigned

DUP: Displayed if duplication of another Record was used to create a new record that has not been
saved, its file location number is not assigned

Record Numbers refer to a record’s location within the data file. A record’s numbers may be
changed if the Sort / Reorder Remove Voids (etc) Option under UTILITIES is run against the data
files

FILE LOCKED: Displayed ONLY after electronic media has been produced. Files are LOCKED to
preserve the integrity of the reported data. Yes, files can be unlocked
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IRS REPORTER

HOWDOI: SETUPIRS REPORTER?

WHAT TO DO FIRST
PAYER DATA SETUP

Return information may not be entered / imported until Payer data is setup

STEPS:
1. CLICK: PAYER on the OPTION Menu Bar

2. CLICK: PAYER/EMPLOYER DATA from the drop-down Menu
3. FILL-IN-THE-BLANKS

4. CLICK: REPORTING STATES (at least one State must be entered)
5. Need help? It’s on the ToolBar; K? is “What’s this?” Help, or Press @ for detailed information

E~ Payer Information

O © 2 X 8 4= K

Payer/ Hﬂ,m Prage Up/Diown Sequencs i: |F|em'd T Total Reconds: [3 Cusmerd Riecord B | OTEE
Emgpios B Mark when applicable |
Papers EIN: [0 gigis \‘F 2rvd Hoana line andd Adddress 12 lor Trana/\Withidng Agent?
et For Mame 1: A forma eccept W2 ue frol 40 characters only. W2 may use up to 57 Chaaclers
PapecsMamer [ |05 40 charactars SSA 57 characters ™ I this Pages Foneign?
Hame2 orAgent | 41) characters when applicable Agents TH: [ digits Twe [ENO -]
AgeriName 2 [ 40 characters when applicable 1042-5 ONLY
Addess: | RS 40 characters | 554 20 & 20
AgenthddesiZ | 40 characters whon applicable 1042-5 ONLY
UsChr [ RS 29 ssA 22 Hate [ 3 characters =] olode [5 adiges o
Feeesn Chy. [ 20 characters State/Province: [i5 Canada 2 characters
Postal Codey: I 13 characters Couniry Code: [2 character code ﬂ
Pager's Phane: I 15 digits 10425 Contact Name: [ 45 characters
Agenl's Phone: I 16 digits Contact's Tiie or Dept. | 45 characters
- IS Onhe
¥ Rieport 1059 INT and DIV amounts ks tan $10 [ Laat'vesr The: Page Wil Repordt o IRS?
¥ Feport 1098 amounts less than §200 RS Asgreed Hame Contsol |
™ Paper's busines:s teminated duing this year? TaceJurisciction Codec [ eharactars S54 ONLY =|
Hote/Mamns | 35 characters Choae

NONQUALIFIED INTERMEDIARY DATA SETUP
The NonQualified Intermediary is specifically for 1042-S reporting.
STEPS:

1. CLICK: NQ Interm on the OPTION Menu Bar

2. CLICK: Nonqual. Interm. Data from the drop-down Menu
3. FILL-IN-THE-BLANKS
4

. Need help? It’s on the ToolBar; R? is “What’s this?” Help, or Press @ for detailed information
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IRS REPORTER

IRS TRANSMITTER DATA SETUP
MUST BE COMLETED BEFORE IRS Electronic media may be created

STEPS:

1.
2.
3.
4. Need help? It’s on the ToolBar; R? is “What’s This?” Help, or Press @ for detailed information

CLICK: FILE on the OPTION Menu Bar

CLICK: IRS Transmitter Information
FILL-IN-THE-BLANKS

/3 IRS Transmitter and Contact Information

H e (k2@
Transmitter Information [ 200z
IRS assioned Transmitler Codes: [1098/1033) ||_ [10425) I_
ElN: I—

Transmitter's Mame: |

M ailirg Addeess: |
City, State, Zip: | ;1 |
Country: I LI %3233:: LI

[ 1= thiz Transmitter a Foreign Entiy?

Maagnetic Media Contact Person and Return

Phane: |

Marne andsor Tithe:

Company MName

Mailing Addiess
City. State. Zip

Contact E-Mail Addiess: |

T Disable Automatic filin of Short Mams?
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SSA SUBMITTER DATA SETUP

IRS REPORTER

DO NOT CREATE SSA Electronic media without first entering the SSA Submitter data

STEPS:
1. CLICK: FILE on the OPTION Menu Bar

2. CLICK: SSA Submitter Information
3. FILL-IN-THE-BLANKS

4. Need help? It’s on the ToolBar; R? is “What’s This?” Help, or Press @ for detailed information

:'&-SSA Submitter Information (W, 2, W/2-C)

e (k2 &

Submitter Infoarmation

EIM: | 554 Azzigned Pin: |

[zo0=

Mame

-

railing Address: I
|

3

City, 1.5, State, Zip:

Frgn State/Provence: I Pst Cd: I

Magnetic Media Contact

Phiote: I E xtension: I

Ckry: I

Mame: I

E-mail &ddress: I

Preferred Contact bMethod: = E-Maildlnternet {7 Postal Service [Mail)

Return Address:

Fax: I

Company Mame: I

kd ailing Address:

3

|

City, U.S. State, Zip: |
-

Frgn State/Provence:

=11

£

Pst Cd: |

Crtry: I

[~

703 P | 12/04/03 ADMINISTRATOR |

TCC #1

2003 ORIGIMAL | Form Type

SECURITY / PASSWORDS SETUP

STEPS:
1. CLICK: FILE on the OPTION Menu Bar
2. CLICK: Security
3. FILL-IN-THE-BLANKS

4. Need help? It’s on the ToolBar; K? is “What’s This?” Help, or Press @ for detailed information

VERIFY PRINTERS / PRINTER OPTIONS

STEPS:
1. CLICK: FILE on the OPTION Menu Bar
2. CLICK: Printer to review printers available
3. CLICK: FILE on the OPTION Menu Bar

4. CLICK: Printer Options to review printer commands used for printing paper returns

5. Need help? It’s on the ToolBar; B2 is “What’s This?”” Help, or Press @ for detailed information
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IRS REPORTER

HOW DO I1ENTER RETURN DATA?

NOTE: Between the popup help, the What’s This Help, and the detailed page Help, virtually all
questions about Return Fields should be answered, but you always have us, DSD support

MANUALLY ENTER DATA
STEPS:

1. CLICK: RETURN/FORM TYPE, 1099, 10428, etc.
2.CLICK: RETURN DATA on the OPTION Menu Bar

4. FILL-IN-THE-BLANKS

5. Need help? It’s on the ToolBar; B2 is “What’s This?” Help, or Press @ for detailed information

hIRS Reporter 2003 - Currently Using 2003 TAX REPORTING YEAR - ORIGINAL
File Payers MNOQ Interm. Return Data Reports Reporting  Utilities  window List  Help

1093‘1098 1098 ‘1099 1099 ‘1099 10aa | 1093 [ 1093 [ 1098 | 1099 | 100a | 1099 ‘1099 1099 ‘1099 1099 ‘ 5493‘5498 sag5 | o ‘1042 |
T | a | B | ¢ | cap Div | mt LG | Ms | Msa| ob | Par | o | R | S EsA | hisa s
ZMlrorm 1099 INT -- Interest Income !EI
ODEHR | XQ 0o e (2@
— FPaper Foetwr Tope
EIM: I vl [ Transfer/withholding Agent? & Orginal Return 8 Corected Fetumn
: & Added Retun
Find Payer I

B ‘ ' TIM iz a Soc. Sec. Num.
TIM: I . A b
= TIM iz an Employer [dent. # ceaun I

@ TIN type iz unknown

Marme 1: IRS Mame Contral: I
Mame 2:
Street Address:
City: I LI
LS. State: I d ZIP: I d or.
Foreign Province: I_ Postal Code: | Country: I LI

[T Check if Second Tin Motice.
Tawing Country: I LI

.

1. Interest Income nat included in Box 3.

2. Early withdrawal penalty.

3. Interest on U.S. Saving Bonds and Treasury Obligations.
4. Federal income tax withheld.

. Investment Expenses.

E. Foreign tax paid.

Mema: I LI Close |
|Ehanged: _A | Amounts: | Original | Seq Rec. Mum. | Total Recs: 3 Fec #: *MEW* |
| soeP | owzioz | JENNY | ToC#1 | Z0030RIGINAL 1098 INT Y
ENTRY SCREEN TOOL BAR

28 Form 1099 INT -- Interest Income !EI

LDEHR2 X@ vl e G

[ Click for a New blank record

= Click to Save record / changes
B Click to Duplicate current record
X Click to Delete current record

& Click to Disable/Enable edit checks
(Use to override Reporter’s edit checks)

X2 Click to Undo last change

i Click to Undo all changes

™ Click to Find record, by - #, Name, Tax ID, Acct #
= Click to Move to next record; forward or back

K2 & Click and move to a field for specific help
Click for help on entire screen
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IRS REPORTER

USING THE KEYBOARD ALONE for "DATA ENTRY"

EVERY RETURN ENTRY FIELD BE ACCESSED "WITHOUT" USING YOUR MOUSE

TO MOVE AROUND THE SCREEN: TAB to a field, enter data and TAB to the next

TO SAVE & GO TO NEXT RECORD Use Keyboard Pg Up / Pg Down

To bring a NEW BLANK RECORD to the Screen, press Ctrl + PF1. Your cursor will be in the PAYER EIN
field. To keep the same Payer, Press TAB through the Payer Fields to the entry field you want. When a
Return Record is first opened the cursor "Homes" to the PAYER EIN field

TO CHANGE TO ANOTHER PAYER EIN:

Press ENTER twice, the Search for Payer Screen will display:

Use Up/Down keyboard arrow keys to select Search “For What,” - Record Number, Name,... and
Press ENTER then TAB and type in Record Number, Name,... and Press ENTER, the Payer will
display, then TAB to the OK and Press ENTER. OR

TAB to the the Left or Right arrow keys on the screen and Press ENTER through the Payers. Press
TAB when the correct Payer is found then TAB to the OK button and Press ENTER to Return Data
Screen

MULTIPLE CHOICE BOXES, OTHER SEPARATE ENTRY FIELDS

MULTIPLE CHOICE AREAS: TAB to Entry Box, use Up/Down keyboard arrow keys to select choice
TAB to enter and go to next field
DROP DOWN LISTS: Press PF4 for List and/or Up/Down keyboard arrow keys to select choice and
TAB to enter and go to next field

RETURNS WITH SECONDARY ENTRY SCREENS: 1098-C, 1099-R TO MOVE FROM ONE
SCREEN TO THE OTHER: TAB to Active LABEL use Left / Right keyboard arrow key to Open the
currently hidden screen
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IRS REPORTER

HOW DO I: IMPORT “RETURN” DATA?
ACCESSING IMPORT DATA FEATURE

The data to be imported will need to be an ASCII text file and may be fixed position, comma delimited or tab
delimited. You will need to know the record layout, position of data items, within your file, this is where the
EASY FORMAT option or Text Editor, on IRS Reporter, comes in handy. It helps you determine the layout.
See the step below to access the Import feature

STEPS:

1.CLICK: RETURN/FORM TYPE; 1099, 10428, etc. to Import

2.CLICK: UTILITIES & IMPORT 1099, 1098, 5498, 1042-S, W-2

3.NEW IMPORT CRITERIA Screen will display

4.ENTER THE IMPORT CRITERIA FOR YOUR INCOMING DATA FILE

Use on-screen HELPS for more information
Then Click the NEW EASY FORMAT Tab

|Er|ter Matme to uze for this Fu:urmat|

2 1099 INT Import Data

HEa
J Save Foimat Cloze:

Select Import Format: 1093 INT Format 1 - Uruled

Impo Fie: | Impoart file name will display here

| [orCY applies to

rd -:- T
“Last Change” |1 1/08/2005
Diate bo use:

I Drt far thts P.&.YER
aper
| elect & Payer |

[ Iz there a TransferAfithhld Agnt?

MonQuahhed EIMN 0425 only]

— NOE |

[ Iz this EIN assigned by pou?

Impaoitineg the Name

Import Criteria T

Fixed Position files

Easy Format

Mumber of Existing Data Records: [ 54

Import File Path and Mame:

Enter incoming data file
Path \ Mame to be

l

File Type:
e

gsihon and Length
"Tab" Dehmited
"Cormma' Delmited

Exizting D ata
+ Append bo exisling lile
(" Replace existing fle

= Auto Detect Fils type
" Force file type a3 selected

Error Log
" Append to existing file ‘,f’J

_‘—j"/ formatted for this Format
- Browrser T

Mark incoming
file type

Manzge Error Log file |

T Default i Unknown

= o
i " Lact name i first [prefened), catiopecs Eaing s
Mkt ' WWhat to do with incoming Dat
forimat ; Import Progress o oo with incoming Data
Sl € Make last T Input Recod ® [~ (if no data currertly exists, use
* mport name " Is", Replace exizting file)
™ Generate IRS Name Control? Ouput Rocard & |
TIN Type Default If Undeterminable
& : ATTENTION
Diefault is 55N :
=et TN W~ b afaut is EIN The IMPORT ERROR LOG lists IRS/SSA data errors
detault t ;
ET5L which must be corrected.

B

Shiowy latest mport
Log generated

Test fu:rmat hefore
Importing data

[ Elegln actual Data Impart |
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IRS REPORTER
STEPS:
1. On the NEW EASY FORMAT screen
2. HIGHLIGHT each data field and CLICK the corresponding Field Name Box
Use on-screen HELPS for more information
Then Click back to IMPORT CRITERIA to Import.

If the Format is for a Spaced Delimited/Fixed Position file, the ADVANCED FORMAT Tab
allows you to review, adjust, etc incoming fields if needed

[Erter Farmat's name

Save Format Mame

"% 1099 INT Import Data save Pl
a Tie

Select Impost Fomat. [1099 INT FomaX1 - Tab Delimited -
Imipscet File: | Tab Daliritad

— Copy this format (&
I Import Criteria | Easy Format remame) to usewith &
differert data file

Stant Cobumer [4 End Column: |11 Lengthe [17 o, Lppliss OMLY to:
2 NAME2? _ o mim— | {E[) P OSITION
Drata Fisld Mumber [posstion i row] |-| FILE=

Max Li h N nes
ax Line Length: | g1 4 urber of Lines | 55 ¥—_ [Should ecqual number
of incoming records

UrsOn i cumently in Hmll— l:num|1_

| "Name Line 1 "| "Name Line? | hceny Opens incoming dats

911 | "Cunningham, Joseph P. *|"sHarry 5 Cunningham™ | #0000 tf;:zlﬁ:lm?gﬁgfgsr‘tar;:gttfds
% | "BLACKWELL, ALLEN C. "|"Barney Blackwell — "I#0009Fqr ize in formatting
024-70-533 %) "BLACKWELL, ALLEN C. ol ™| B000Y gt fields
091-568-6434W'SHRIVER, SCOTT F. "| "sBank Trusc Dept. "|E0016T— T TooT
228-18-7492 | “BROWVN, ANDREW E. - " HOO2Z76 | "P.O.
148-41-6169| "JARRELL, JOHN J. "I|"& Fanny Jarrell "| 00359 |"S520 1
974-52-4328| "SOMIC, HARTA L. bl " #00441 | "155 E
545-67-5564| "Barhaby Inc. bl " #00527 |"P.O.
To Format: Highlight field, Click appropriste Field Mame Box, check
mark indicates field added to format (reverse to remove from format)

| I
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IRS REPORTER
IMPORT HELPS

Whenever possible yes/no questions are asked when completing Check Boxes on the Return Data input screen.
Listed below are the forms and boxes that should be given special attention.

FORMS WITH LIKE IMPORT FIELDS Field Description Import
1099-SA, 5498-SA HSA Indicator? H,Y, X, 1 =YES or Blank = n/a
Archer MSA? A, Y, X, 1=YES or Blank = n/a

Medicare + Choice Indicator? M, Y, X, 1 = YES or Blank = n/a
NOTE: If code; H, A ,or M, is found in the FIRST import field, it is used and the remaining fields are ignored
FORMS WITH YES/NO FIELDS: - IMPORT:Y, X, 1 = YES or Blank = n/a
1098C*

1098E
1099A*

1099-B*
1099C*
1099CAP*
1099DIV
1099INT
1099LTC*
1099MISC
10990ID
1099PATR

1099R
1099S*

1099SA

5498

10428

W-2, W-2¢

* FORMS WITH DATE FIELDS — IMPORT: MM/DD/YY or MMDDYY

FORMS WITH DISTINCTLY DIFFERENT FIELD DESCRIPTIONS AND IMPORT CHARACTERS

FORM DESCRIPTION IMPORT
1099B Gross Proc. Less Comm? - BLANK = n/a G = Gross Proceeds
L = Gross Less Comm
1099LTC Amt in box 1 or 2 is PerDiem or Reimbursement? - BLANK = n/a P,Y, X, 1=PER DIEM
R, N, 0 = REIMBURSEMENT
Insured is Chronically or Terminally ILL? - BLANK = n/a T,Y, X,1=TERMINALLY ILL
C, N, 0 =CHRONICALLY ILL
1099Q Program 529 - BLANK = n/a P,Y, X, 1= PRIVATE
S,Y, X, 1=STATE
C,Y, X, 1=COVERDELL ESA
BLANK = n/a
NOTE: If any code; P,S C, is found in the FIRST import field, it is used and the remaining fields are ignored.
1099SA Distribution Code 1 = Normal distribution
2 = Excess contributions
3 = Disability
4 = Death dstrb other than code 6
5 = Prohibited transaction
6 = Death dstrb aftr yr of death...
5498 IRA Indicator? I, Y, X, 1=YESBlank =n/a
SEP Indicator? S,Y, X, 1=YES Blank = n/a
Simple Indicator? L,Y, X,1=YES Blank =n/a
ROTH IRA? R, Y, X, 1 =YES Blank = n/a

NOTE: If any code; I, S, L, R, is found in the FIRST import field, it is used and the remaining fields are ignored.
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IRS REPORTER

HOW DO I: IMPORT DATA from a spreadsheet file?
FORMATTING SPREADSHEET DATA for IMPORT

STEPS:
1. Spreadsheet files may be SAVED AS; Comma , Tab , or Space (.PRN) Delimited
2. HINTS: If you have a Header Row you may want to save it with the file to help identify each field (it
can be deleted later ) Remember your file name and location, you’ll need it later
3. To Save As Space Delimited, each column on the spreadsheet MUST BE a whole number in width
HINT: Selecting Left align for all columns will make identifying the import format easier
4. Click File, SAVE AS, choose Type as; .CSV (Comma Delimited), Text (Tab Delimited) .TXT, or
Formatted Text (Space delimited) .PRN
CAUTION: EXCEL has a maximum row width (approx 260 char) which it will Save when using
“Save As Space delimited”. When using EXCEL remove unneeded Columns and Do Not over extend
column widths.
5. Use EASY FORMAT to setup your format. Highlight the field, then click the Field Name
6. If you prefer to layout each field an element at a time use ADVANCED FORMAT
2K 1009 INT Import Data
Select Import Foimat: INT FIXED TEST SYMBOLS -] _SaveFomat | 5SS Cose
Import File: | . = e Copy Format Fomal Help |
Advanced Format | Import Criteria | Easy Formal ]
| ] Element Name Element Position/Size Ovedap Erors
= - Len Row Stat End Diln &
Acceszible OMLY wwhen mporting | —_—
FIXED POSITION FILES 7 RECIEENTS:-MNSI 1 B T S \\ '\Lists donm
HAMET [26 1 [12 [z 40 aoverlap matches
NAMEZ 30 [T Jo [ [a0_
STREETT [z 1 [s0 =1 40
STREET2 a0 [1 Jo [33 |40
US/FOREIGNCITY |26 1 [52 [117  [a0
USSTATE [2 [T (118 120 [2__
USAP s 1 N2z 10 10
FRGN STATE/PROVINCE [5 [ [0 | 3
FRGMPOSTALCODE [7 |1 (463 [a74 |9 Fosition of incoming
Impart Field Names | FOREIGM COUNTRY [19 [1 (480 498 |40 data fields
ACCOUNTE [ [1 [s0 a8 E [ |
INT.IMC.MOT INBC=2 (g [1 [180 [187 [17
EARLY WITHDRAWAL PHLTY [17 11 o 16 M7
INT.OMUS BONDS. TRE. [1g [1_|200 208 17
FED INCOME TAXWITHHLD [17 |1 [0 e [17
INVESTMENT EXPEMSES [17 [1 o 16 17
FOREIGN TAXPAD 17 v [0 16 [17_
FOREIGN TAXING COUNTRY [30 [T [0 =9 |40
\\- SECOMD TIMNOTICE? [ 1 [0 o N J —/J
Check Foimat b - b int Format
1 i Fi
\ /
Check farmat for overlapping data Move entire format by 1
fieldz. Cverlaps are ok, this = just position; left, right, up, down

a list of where they're located
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IRS REPORTER

QUESTIONS & ANSWERS

HOW DO I REINSTALL IRS REPORTER?

A TO REINSTALL IRS REPORTER — Before IRS REPORTER version yy can be reinstalled it
must first be removed.

TO SAFELY REINSTALL IRS REPORTER, YOU MUST FIRST REMOVE

(UNINSTALL) THE SYSTEM YOU WILL BE REPLACING

Go to Add/Remove programs and Remove the Program first (Workstation if Server/Workstation

system). Then go to your DSDSetup(07) folder and simply (double-click) DSDInstl.exe and

select which program to re-install. For StandAlone systems you will need to Convert the System

files again.

HOW DO I GET TOTALS ON RETURN AMOUNT FIELDS?

A CLICK — RETURN TYPE then CLICK — REPORTS and Select MASTER LIST
Mark “Summary Report Only” if only Amount field balances are needed. The information will display on
screen (use the Dollar Limit Record Selection to separate records)
To list Return data do not mark the “Summary Only”, the specified Return records will display on screen
On-Screen Reports may be printed simply by selecting to print (suggestion: print these reports Landscape)

HOW DO I FIND A RECORD, WHEN SEARCH CAN’T FIND IT?

A The indexing for the file may be out of sync. To repair the order use the Sort, Re-Index facility, for
Returns it’s under UTILITIES on the OPTION Menu Bar and Press Start (leave the defaults as shown)

WHY SHOULD I WANT TO CARRY FORWARD DATA TO NEW YEAR?

A  Data Carry Forward is the mechanism used to keep from manually re-entering the same data from one
year to the next. The data most often Carried Forward are 1099-DIV and 1099-MISC. The DIV is used for
reporting Stockholder/Shareholder returns and the MISC is used for Vendors and Board of Director

compensation.
DO NOT CARRY FORWARD DATA FOR FORMS WHERE NEW DATA IS IMPORTED
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IRS REPORTER

HOW DO I ADJUST THE PRINTING OF DATA ON PAPER RETURNS?

A  CLICK: REPORTING on the OPTION Menu
CLICK: Print Paper Returns
CLICK: FORMAT: Print or Export Tab to view the format used to print your Return data
IF THE PROBLEM IS:
ALL DATA IS TOO LOW OR TOO HIGH - USE THE UP or DOWN Arrow Buttons at the bottom of
the screen in the bright yellow boxes to t the direction needed. Every click moves the format by one line,
you can watch the ROW column and see the numbers change.
ALL DATA IS TOO FAR TO THE RIGHT OR LEFT - USE THE LEFT, RIGHT Arrow Buttons at
the bottom of the screen in the bright yellow boxes to adjust the direction needed. Every click moves the
format by one space, you can watch the START and END columns and see the numbers change.
IF THE PROBLEM IS:
A FIELD(s) (Element) NEEDS TO BE MOVED
FIND the ELEMENT in error and:
Change the ROW number to adjust the vertical (up/down) position i.e. ROW 1 is the form’s top
Change the START number to adjust the horizontal (left/right) position i.e. START 1 is the form’s left
side. When a START number is changed press Tab and the END number will adjust automatically.

For more in-depth information, use the HELP facilities available on the formatter

hPrinting Paper Returns for - 1098
Murnber of Records currently in File: |344[| Select Format Number: &1, &2 © o3
Format: Print or Export T Selection, Sequence, and Output Options
Element Hame Element Poszition/Size Overlap Enmors
Len Fow Stat End PS5 Dfln
RECIF./LENDER'S MAME1 [ao [3 |2 |#1 |3 [0 |
MAMEZ fap J4 2 f41 |3 |40
STREET fan f5 [2 |11 I3 40
CITY, STATE.ZIF 40 [ |2 41 |2 |40
FEN N s |3 |1z |3 [10]
TELEFHOME MUMEER [15 7 [3 L7 [z [15
FAYER/BORROWERS. TIN [17 [3 |25 |3 |z [11
NAMEADDRESS T [a0 [11 |2 121 |2 [a0
ADDRESS 2 fan 12 [2 |41 I3 40
STREETAADDRESS 3 Jap 13 |2 41 (3[40
ADDRESS 4 fan [14 [2 |41 I3 |40
CTY.5T.ZP/ADDRESS & [an [15 |2 11 (3 [=
COUNTRY/ADDRESSE [30 6 2 121 1= [0
ACCOUMT 8 [20 [12 |2 2 13 |20
MORTGAGE INT. RECEED 43 [9 44 |56 [3 [17
PTS. PAID BY PAYRAECR. [13 [12 [42 156 |1z [7
REFUND OF O%ERFD INT. [13 [13 [44 |86 = [17
OTHER [13 [15 [44 56 3 17
FETURMYEAR [z o o b Iz |2
MOTELIME [35 Jo [0 [m [3 |35 =1
Check. Save Test Print ( i ) Print | F'rintBIankl
Farmat Farrnat Farmat | Farmat | * | Grid Farm
View Print | Select Frirter #1. Lazer - Hp Lager Faor Printing Returs [foms) Heln Cancel
Log Frirter Options | [ienshp2100
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HOW DO I REVIEW THE ELECTRONIC FILES?
A CLICK: UTILITIES - Tax/Wage Reporting File Analysis, Browse, List, Extract then Select the Electronic
file type to view

MRS Reporter 2004 - Currently Using 2004 Tax Reporting Year - ORIGINAL
File Payers NQ Interm, Retum Data Reports  Reporting | Utlities  Window List Help

105 1003 | 1098 | 1099 1099 | 1099 | 1099 | 1099 | 1099 093 4099 Import 10299, 1098, 5492, 1042s, W-2
E T 4 B G | CAP | Div | Wt LTC M Carry Data Forward for Corrections and Mew Year

Sort, Agoregate, Re-index, Remove Waids, etc,
Data File Repair and Recovery

IRS Tax File (5492, 1098, 1099) TaxfWage Reporting File Analysis, Browse, List, Extract »

10425 Tax File

W2 Wage Report Flle

W2 Wage Report File

1015 P 1170/2004 | JEMNY TCCH1 2004 ORIGINAL Fain Type 2

Once the file type is selected, the screen with the appropriate Record types for the file will display. Select
the record types in the file to view and find the specific file under ... Tax File Name and Path. You have
two Options for viewing; View Tax File Listing shows the file formatted at 100 characters across with tic
marks to see each field exact location, or, to see exactly what the IRS will receive use the View IRS Tax

File.

Mirs Reporter 2004 - Currently Using 2004 TAX REPORTING YEAR - ORIGINAL
File Payers MNOQ Interm, Retumn Data Reports Reporting  Utilities  Window List  Helo

- 082 | 1008 | 1099 | 10090 | 080 | 1009 | 1009 | 1089 | 1099 | 4009 | 1099 | 1008 | 4009 | 1099 [ 1099 | 1080 sags | 5988 [ 508 | [ 1042
E T 2 5] G | GAP | Diw Int | LTS | Wiz ©D  Par | @ F. 5 Sh B30 | 58 3

=k List or Extract IRS Submission Data

Select IRS Record Type(s] Select Only:
W “T" Fecord [Transmitter Data) One Payer Find & Payer |
v "&" Record [Payver]
I2 th T ferAnftbild Agnt?

[~ “B" Record [Return Detail WIS 2!
[w "C" Record [Payer Subtatal]

OneF Type:
¥ "K' Record [State Subtatal] neForm Type: | =l

[ “F" Final (End of Filz) = -
[T Estract IRS return data fior use with other software?

[v Pnnt selected daia from RS Tax File. T Inclhede formatted amounts in extract
IRS Tax File Hame and Path Mame and Path for Extracted File
|H:\IFIXUHTEHP\IHETAX.I]I]1 |I'I VRXDMATEMPAVRSEXTH. bt
Select/Change file Selzct/Chanpe file
Wiew Tax Eigﬂ o | ViewlRS Beain View Resel e
File Listing|  prvter TanFie == Extract | Amounts
T12FPM 11./7/2004 JEMMY TCC #1 2004 ORIGINAL Faermn Type i

The example used is for IRS 1099, 1098, and 5498 Form types. The other Form types; 1042-S, W-2, and W-
2c. vary little from what is displayed here.
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HOW DO I CARRY FORWARD DATA INTO CORRECTIONS FOR ONE CUSTOMER?

A On the Carry Forward screen use the Customer’s SSN (EIN) entry box to enter the customers EIN whose
Return Data records are to be Carried Forward for Corrections. Previously we have not recommended
Carrying Forward because the entire Original Return File was Carried Forward. However, with the
addition of the Customer SSN field it becomes practical to Carry Forward one or a few customer records

HOW DO 1 LIST ACCOUNT NUMBERS AND AMOUNTS ON A PAPER RETURN?

A Under Reporting, choose Print Customer Statements (this is only available for 1098s, 1099-B, 1099-INTs
and DIVs). The Printing Customer Statements screen allows you to specify which returns to include by
Record Numbers or by single Customer’s SSN (EIN). Previously your options were to Aggregate Returns
into a single total or print separate Forms for each return; however, the addition of the Customer
Statement has added another option.

mﬂ_Printing Customer Statements for - 1099 INT

Murnber af Recaords currently in File: |

Frint Locations T Print Statements ]
Lafort Fpr? - -
Start Fiecord Caombine returns bazed on matching S5M, Mame, and
. ) 1 ddrezs. Print the rezulting summary az a "Custormer
Ending Record #: |'I 2158 coount Statement to be sent to the customer in place

aof the formal IRS Form. This doez not combing acrozs

Payer: | Find a Paper | different IRS Form types or Payers.

[ |z there a Transferwithhld Agnt? Mate: Print Sequence will be by State, Zip and Street.
ezzentially in Zip Code Order.

Start Dates |01,01,/1980 [ lgnore HAME when matching.
End Date: [12/05/2004

[ Include memo.

State: |-|_ Muriber of copies of each return.

[ Iv Logrecords that are 'Excluded?

Customer's S5M: |

Output Destination Options
f« Print to Prinker € Print to File [dizk]

Output File Hame/Path

|H:'\IH><D¢1"~TEMF"‘J D99 T-Stme.Pn d Browse
Select |H P Lazeret 2100 Printer [#1. Laser - Hp Laser For Printing
Frinter Ophions

Wiew Log Start Help | Cloze
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