2010 W2 Guide

In order to provide greater functionality and more value to our customers Sage Fund Accounting
has partnered with Aatrix® to handle all W2 processing and filing. You now have the option to
electronically file both federal and state W2 filings as well as print and file. This document
covers how to produce your W2’s through Sage Fund Accounting/Aatrix®.

IMPORTANT NOTES

You should be on Version 10.2.7 to properly process your tax forms.
You must install version 10.2 and then download the 10.2.7 Tax update (KB
311222) AND download the latest Aatrix® forms to process your tax forms. You
must load and install version 10.2.6 prior to upgrading to 10.2.7.

All printing and filing of W2s in SAGE FUND ACCOUNTING is done through
Aatrix®.
See the Quick Start Guide on the next page for simplified instructions.

There is no charge for filing the Federal copy of W2s.
All state filings will incur a charge.

Pre-printed forms are not required and will not work with Aatrix®.
You will need blank perforated forms. See Section 5 for the proper forms.

You should submit State eFilings to Aatrix® 2 business days before the filing
deadline.

Failure to do so may result in a $20 expedited filing fee (even if your filing is free) and Aatrix®
cannot guarantee timely filing.



2010 W2 Quick Start Guide
This document is a quick walkthrough of the 2010 W2 process. If you have any problems or
questions on any of the steps please refer to the complete guide.

Step 1—Select Forms
1—Go to Activities> Tax Reporting> Tax Forms and eFiling by Aatrix®.

2—Select 2010 W-2/W-3

3—Click on the Form Updates button if available to get the latest forms and updates.

4— Make sure to enter 2010 in your Year.

i~ Select Form
Form Description
Form Type: 'Federal 3 [Annual] Use this form to process W-2s/AW-3 Form Updates |
State: |FE ~|
Form: [2010w-2/w-3 |
i~ Select Date Range
Period Type: IOne Year ~|  Peiiod: I | Year [201 0

Step 2—Select if you want to Test or Actually File

Step 3—Confirm Your Company Information

=10l x|
ﬂ W-2 Setup Wizard (?)

We noticed that you have not processed any W-2s for the curent fling pear.
Before you begin fling your W-2s, would you ke to do any of the followng?

1 want to test diive the \W-2AW-3 Wizard with only the fiest 25 of my employees.
1 want to test drive the \W-2/AW-3 Wizard with all of my emplopees.

 Nothanks, start processing my W-2/W-3s.

NOTE: The W-2/w-3 Wizaed test diive allows you to see how the process works bt does NOT save any of your nformation.

Get Started Printing or eFiling Your W-2s

Please verify this company's Federal Employer Identification Number (FEIN). This number is used on
payroll forms and MUST be correct. If this number is NOT correct, you MUST retun to your
accounting/payroll software to make the correction,

E
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Company FEIN ¢
<
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ﬁ Company Information (7)) J
Company name: ISocudSewu:erm:y f‘
Trade name: | 2
o
Addessine 1 [313 East Anderson Lane (
Address fne 2. ISutelUl "
City: |Au:tn State: Ux 2IP code: |78753 f
e e A A A N

Step 4—Confirm your State and Local Numbers

@ W-2 Setup Wizard B 7 [l 3 |
ﬂ State & Local Tax ltems (7))
Propery formatted tax account numbers are required for W-2 reconciliation and year-end forms. Avoed rejected forms and eFdes!
MOST fiing emors are due to i Uy formatted withholding o account numbers.
State Tax Items
State Tax Name | Tax Account Number Add... |
FL State Unemployment S656546-S
NM State Unemployment 56-8484-5 Edt.. I
X State Unemployment 57-445634-8
Remove l
Local Tax Items
State Tax Name W-2 Name Tax T Tax Account Number Add... I
Edk.. I
Remove I

<Back New> |  Concel

Step 5—Confirm if you are filing for a single
database

‘8 W-2 Setup Wizard 3

| Multiple Payroll Data Files

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

" Yes, | use multiple pagroll data files for this EIN.

' No, | use a single payroll data file for this EIN.




Step 6—Data Verification

‘ﬂ Data Verification

E\» | 4

1. Have you hired any employees this year that qualify your company for tax credits under the HIRE

@ Yes C No /
2. Do you have any employees who are not subject to Medicare or Social Security? )
 Yes & No }
3. Do you have any employees who eam SS Tips that must be reported? B
C Yes & No > f
L P S AN e BN (A -
b metann amniant o A8 w - - e

is correct. The system will ask a number of questions to most effi-
ciently verify your data.

This step allows you to verify that all of your employee information

Step 7—W3 Information

i] W-3 Information

Control number (Box af

Kind of Payer (Box b - check all that apply)
v s ™ Miay

_‘
£

S Vo N N

I 943 (Agriculture]
™ CT-1(Raikoad) I~ Household Employer I~ Medicare Govemment Employer

Othes EIN used thes year (Box h): I

Establishment numbet (Box d)

™ Third-paity sick pay

Income tax withheld (Box 14} I j
K RSN P A TNy e O <, j

The values pulled up in the verification grid should match to the values and totals you have in your payroll Tax History reports, not

necessarily your earnings history reports.

Click Next Step to go through the verification wizard. If any prompts come up do not ignore them as they indicate a problem that

needs to be addressed.

Verify Employee Information then click Next Step Q :ﬂ
P | A
Prev Sten Nest Step
SSN Last Name |First Name |Middle Name |FedWages |[FedWithheld |SSWages |[SSWithheld |[Medicare W...|Medicare W...|SS Tips

1 455-89-0223 ; Anderson __Charles _B v _ i i v i ;
2 325-95-8157 7Evening VSam 7J 13187.20 i 698.36 i 13187.20 i 81757 i 13187.20 i 191.23 i
3 455-55-5555 Five Five 5 960.00 9710 1060.00 B85.77 1060.00 1537 ‘;
Totals 3 Employee(s) 14147.20 795 46 14247 .20 883.34 14247 .20 206 60 f
VA s mn B AL s L A Rea e b ot AR RS« _"\\.’J.‘M"”“}"’.\ on o A AT AL e AN L A s e e ~4\.n‘-’

Any errors will come up with a description of what the erroris. If you look in the grid the fields that have the error
will be highlighted in red. The errors should be corrected before continuing. Errors can be corrected either by get-
ting out of the W2 process, entering the correction into MIP and then starting over or they can be typed directly into
the Aatrix® grid.

Eivor / Wakring Desciphor: g

I Box 5 [medicare wages) is greater than the wage kmit (106800 for 2009), then Box 3 [social security
wages) + Box 7 (social security tips) must equal the wage limit or must be equal to zero [1 enrors found)

i, np ot

b . ARSI RN L A g

VEIIIUTIT

433-33-3333
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37992

A
156340 | {

TULTE

1624.56
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26203.32 2620332

454-99-8765 558000  109200.00
222-52-64p4 59150.00 366730 5915000 857173 ’)
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Step 7 -Select Your Printing/Filing Options

*The Complete Filing Option is provides complete e-
filing as well as W2 printing and mailing for only
$1.69/employee ($1.54 before 1/15/11).

*eFiling your Federal W23 copies is free of
charge

*Printing of the employee copies should be on blank
perforated 4 part forms. The federal copies can be
printed on plain paper.

x

W-2 Printing and Filing Options

Choose Complete W-2, eFile Fed or eFile State and pick yous fiing dates. Comrections before dates are FREE! Maie info?

" Complete W-2 eFiling Service  BEST VALUE! # Employees  Price/Emp Subtotal
The efile Center vall.
- Piint and Mail Employee Copies 3 $169  $000
- eW-2 Only Employee Copies What's This? 0 $0.93 $0.00
- File your Fed W-2s and'W-3 to the SSA included FREE
- File your State \W-2s and Reconciiation Forms included FREE

included FREE
Minimum  $ 0.00

- W25 Available for All Employees
Total Cost

(* Other Options Fed or State efilers teceive Free, Easy Cortections!
IV Print my Employee W-25

[V eFie Federal W-2s and W-3 3 $0.00 $0.00
[V eFile State W-2s and Reconciliation Forms 3 $0.69 $207
Discount for eFiling Federal & State 3 ($0.00) [$0.00)

[~ Print Federal W-2s and W-3
I™ Print State W-2s and Reconciiation Forms

Total Cost
V¥ Print Employer Copy

< Back Next > Cancel Help




Step 7—Continued

You can choose to include dividers between the forms as well as look

a summary of your filings and printings.

separate reports of forms?

L e A

& No, do not include divider sheets.

Divider sheets provide important information about how to fle your forms. Would you like to include a divider sheet to

" Yes, include divider sheets when printing.

AN

Confirm Processing Options

Based upon your selections the following actions will be taken:

Fedesal
efile Federal W-2
efile Federal W-3

Employee
Print Emplopee \W-2
Print W-2 Notice
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Step 8—Printing the W2’s

File Edit View Tools

Help

1
[ >

7 pages

Report 1 of 4: Employee W-2
—_—

\ ) Click Print Final, then click Next Step.

g

Print Draft Print Final

o
3
%

Prev Step Nest Step

[ Empoges SSN

325-95-8157

1 . , Othe r oom| 30!
. 060 . 20

.

2 Federal oome tacwit beld
316 .

16

3 Gmphges SSN
325-95-8157

1 g . Ofher com =)
nages. tps 9" 6p“.‘20‘

.

2 Federal hoome oWt bekd
316 .16

OME No. 15450008

3 Sool sectMywages

4 Socal sect "g% lzllli liﬂz

OME No. 150008

g Soclalucun;;ngu

4 Soctal ttc"lg%!zﬂﬂii%

9,066 .20 066 .20
mn VAmber |3 MedKare ¥ages aid tpe ¢ Medkare wwmien [0 EmpIer 11003001 VIMDET |5 Medkare vages a1d s Medicare @owm el
01-9999992 9,066 .20 131 .43 01-9999992 9,02‘6.20 131 .43

B

¢ Empiaers rame, address, d ZIP code
social Service agency
Radrast.anderson fonea

-..“'n,‘n. PV N m-.- o

This step brings up the form viewer. This is where you can
review and print your WW2s.
1—Lets you look through your forms at what will actually

print.

2— Print final will print the forms.
3—Next Step will take you to the next set of forms that
need to be printed.

Print all of your various forms
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7 pages

\i/ Click Print Final, then click Next Step.
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> \i/ Click Print Copy for your copy, then click Next Step.
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= i ) Click Print Copy for your copy, then click Next Step.
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Step 9—eFile (Optional)

If you have selected an eFiling option you will log in
an complete your efiling. First time users should cre-
ate a new eFile account. You can do this through
Payroll, select Activities>Tax Reporting>eFiling and
Electronic Payments by Aatrix® or go to
https://efile.aatrix.com/

Secure eFile Login

Username ||

Password |

Login ™ Remember Me

FINISHED!
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Introduction

What is Aatrix®?

Aatrix® is a leading provider of online filing and compliance for payroll and tax forms. SAGE
Fund Accounting has integrated the functionality of Aatrix® to provide support for additional
forms and services and simplify the filing process for our customers. The advantage of using
Aatrix® for filing W2s means that you can now:

T
)l
)l
1

T

Print W2s on plain perforated paper (or even blank paper) without having to purchase
pre-printed forms

Print and file W3s and other supporting forms

Electronically file Federal W2s for free

Electronically file State W2s for a modest price.

Have Aatrix® handle all of your printing, stuffing, mailing and filing with their complete
service option.

Print and file many State Tax Forms.

All W2 filing is done through Aatrix®.

NOTE: The screenshots and documentation in this document are based the version of Aatrix®
that will be delivered on Dec 20, 2010, however there may be differences in the actual screens
you see.



Section 1 — Producing W2s
To begin the W2 process go to Activities>Tax Reporting>Tax Forms and eFiling by Aatrix®.

If this menu option does not appear in the dropdown menu, you have not been granted rights to
produce W2s. Rights are granted in the Administration Module. For instructions on how to do
this see KB 136267.

Make sure that you have installed version 10.2.7 (KB 311222). This version contains changes to
code that will ensure the calculations are correct.

Select From Screen

This menu selection will bring up the Aatrix® selection box. This will allow you to make
selections for the form you want to process.

i
~ Select Form 1
Form D escription 6

Form Type: 1' IFederaI j [Annual] Use this form to process 'W-2sMw-3 Fom [pdates |
State: IFE j 3
Farm: BT A j [\§ i
i
{
1
 Select Date Range !
. . 1
Period Type: 3 |Dne ear x| Perind: x| ear |2DDB 4 j
¢
5 3
ﬁers N j
Available Filter Selected Filter | Compares To Criteria 1 Criteria 2 | 4
Employee ID é
Employee First Name E
Employee Last Mame f
Employee Class {
Employee Type z
Processing Group _/J L

>

o == {
<1 s
e IR it s e L gt A B s e e T bt 4

1. Form Type
Select Federal, State or History. To produce W2s you will want to choose Federal. The State
option is for filing state specific Tax forms. The history option is for re-printing forms.

2. Form

Select the form you wish to process The list will change depending on what form type you
selected (1). For W2s select 2010 W-2/W-3. If you do not see the form you wish to process click
the Form Updates Button (6) if it is available. This will load the latest forms from Aatrix®. If the
form you wish to produce does not appear in the drop down list after installing the most recent
update, the form is either not supported by Aatrix®, or it has not been released yet. All 2010
Federal forms should be available by December 14™, 2010

3. Date Range
Select the period you wish to create the form for. This will change depending on the type of
form.

7



4. Year

Specify the year you are creating the form for. It is possible to mix and match the form year and
the year it calculates the data for so be sure that if you are printing for a 2010 form that you
choose 2010 as the year.

5. Filter

The filter allows you to limit the data that is processed in Aatrix®. Some companies only need to
produce forms for a subset of their employees. You can accomplish this by using the filter.
Aatrix® will only calculate and produce forms for the information that you have selected.

NOTE: If you filter on a set of employees and then go back to run your W2’s again it will
automatically use the same set of employees. To use a different set (or all employees) you must
disregard history and start over.

6. Form Updates

The Form Updates button will automatically check to make sure you have the latest updates
from Aatrix®. The Form Updates button is only available if there is an update from Aatrix®. It is
recommended that you download updates whenever they are available.

If you do not see your form in the dropdown (for example you only see 2009 W2 forms) it is
because the form has not been released by Aatrix®. All available 2010 forms will be available for
download from Aatrix® on December 14", 2010.

Processing

After you have made your selections on the form click OK and launch the W-2 Wizard. The first
screen will give you options for running through the process in test mode. There are two options:

One is to quickly run through with a limited number of employees (as organizations with
hundreds of employees can take some time) to become familiar with the process.

Two is to run through with all employees. This can be helpful for detecting any problems or
corrections that need to be made to the data. NOTE: Any changes you make here WILL NOT be
saved or carry forward onto your W2’s.

If you choose to test drive Aatrix® it will go through the entire process. If you choose to efile it
will even prompt you to log in and submit the file and give you a filing number. Any printouts that
you make in test mode will have a do not file watermark on them.

It is a good way to go through the entire Aatrix® process and make sure that everything is
working properly.



R

=
‘ ﬂ W-2 Setup Wizard (?), /

YWe noticed that you have not processed any "W-2z for the current filing pear.

B efore pou begin filing your 'W-22, would pou like to do any of the following?

7 | want to test drive the w253 Wizard with all of my emplovess.

F
7 | want to test dive the 'w-2A%-3 Wizard with only the first 25 of my employees. /
o
*' MNathanks, start processing my 'W-25 -3z, j

MOTE: The W-25¢-3 Wizard test dive allows pou to zee how the process works but does MOT zave any of your information. f

— . . . o memetmmm A o e . ) ﬁ
S A gam T L P W A

The next screen of the wizard asks you to confirm your company FEIN. If this number is not
correct it cannot be changed in the wizard. You must exit the wizard and go into
Administration>Organization>Organization Information and update your Federal Tax ID number
there, then restart the Aatrix® process.

=[0I
‘ lﬂ W-2 Setup Wizard @_")

Get Started Printing or eFiling Your W-2s
Please verify this company's Federal Emplayer Identification Mumber (FEINY. This number is used an ALL

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

Company FEIN

[7][4] - [4][5]|s][s][4][8][4]

The next screen pulls in your company information.
This information should pull from what you have recorded in the Administration module. You can
edit or update any incorrect or missing information in this screen.



i

‘ \ﬂ Company Information (?)

Company name: ISocial Service Agency

Trade name: I

Address line 1: |31 3 East &nderzon Lane

Addrass line 2 Isuite 101

City: IAustin State: |T>< ZIP code: |?8?53
Phone: |[51 2] 454-5004 Ext: I Fax: |[51 213021576

Contact hame: IAnnabeIIe b4 artiry Title: I

Contact phone: I Ext; I Email I

Contact address: I

< Back Mext > Carcel

If this information is incorrect or changes after you have started the Aatrix® process it can be
updated on the Aatrix® Grid under Edit>Update Company information.

State and Local Tax Items

After confirming your company information you will have the option to add columns to you W2.
Columns can be added for State and Local Tax items. For instructions on how to do this see
Section 7: Adding State and Local Tax Items.

il
\ﬂ State & Local Tax ltems L?)

Properly farmatted tax account numbers are required for -2 reconciliation and year-end forms. Awvaid rejected forms and eFiles!
MOST filing erors are due to incomrectly formatted withholding or unemployment account numbers.

State Tax ltems

State | Tax Mame | Tax Account Mumber | Add
FL State Unemployment SE56546-5
T State Unemployment 56-8484-5 Edit...
Te State Unemployment 57-445684-8

Remave

Local Tax Items

s

Skate | Tax Mame | W-2 Mame | Tax Type | Tax Account Mumber | dd.
o Local Ciby 74-1234567
Edit..
Remave
< Back Mest > | Cancel |
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Multiple Payroll Data Files

The first time through the W2 wizard you will be asked if you want to use multiple payroll data
files for the same EIN. In most cases you should click no. If you are using multiple files see KB

279128,
=,

‘ d Multiple Payroll Data Files

<

Do wou use multiple payroll data files For the same federal EIN?
‘You may be using multiple payroll data files in your accounting software ko handle:
» multiple companies
+ mulkiple departments
» multiple divisions
» multiple sites

all under the same Federal EIN,

" “es, | use multipls paproll data files for this EIN

% No, | use a single payroll data file for this EIM
R NI PR e e T S S S PR
. [ o - .

Data Verification

This screen asks questions to that allow the system to effectively verify your data based on your
filing needs. In most cases you should say NO to the questions unless you have employees who

meet one of the listed conditions.

S -2 sctup Wi SIEx
il Data Verification L2

1. Have you hired any employees this year that qualify your company for tax credits under the HIRE Act?
ez % No

2 Do you have any employees who are not subject to Medicare or Social Security?
 Yes % No

3. Do you have any employees who earn 55 Tips that must be reported?
ez % No

4. Do you have any emplopees whao have foreign addresses?
ez & Mo

. Do you have any employees who elected to only receive 'W-2 forms electronically’?

ez  HNo

E. Do pou want ko uze control numbers on your 'W-257

ez % No

< Back Mext » Cancel

One exception common to government and non-profit organizations is the second question:

‘Do you have an employee with ANY wages that are not subject to Medicare or Social
Security?”

If you say yes to this question please see KB #300794 for detailed instructions.

11



W-3 Information Screen

Next you will be prompted to enter the information that goes on your W3. Some of this

information may already be
Admin>Organization>0Organization
availible to be edited once you are

A w2 Setup Wizard

\ﬂ W-3 Information
Control number [Box a):

Kind of Payer [Box b - check all that apply)
a4 ] Military

[C1CT-1 (Rairoad)  []Household Emplayer

[[] 943 [Agriculture)

[ Medicare Govemment Emplayer

E stablishment number (Box d]:

Other EIM used this year [Box h):

[ Third-party sick pay

Income tax withheld [Baox 14]

[[] Business terminated this year

in the System from the
Information>Electronic Filing. This
in the actual grid.

)

944

< Back ”

Next > ][ Cancel

values
information

entered

in
is also

A reminder message will come up to verify the amounts in the W2 boxes with a W2 Information
report from Sage Fund Accounting. For information on how to run this report please see KB

#277424
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The W2 Preparer Grid

The next section of the W2 process is the W2 Preparer grid. You will use this grid to edit and
verify your W2 information.

File Edit View Help

Verify Employee Information 1 9 $
Frev Step|Mext Step
I T
| |

Employee 1D |SSM Last Mame First Mame  |Middle MName

1 Anderson 455-89-0223 Anderson Charles B 1800.00 204 27 212500 13175 212500 3081

2 Evening 325-95-8157 Evening Sam J 16332 40 792.32 1833240 1136 64 18332.40 26576

3 Jefiries 433-33-3333 Jeffries Dana R 5000328 4611.92 5289397 327934 52893.97 TEE91

4 hiartin 454-93-8765 Martin Anna Bells 2 190820.00 49409.25 10200000 632400 201600.00 292320

5 Michagls 222-52-6464 Michaels Scott N 103500.00 22086.96 1 10200000 632440 108200.00 158352 3 T aT432
6 Otoole 211-19-8787 OToole Ken Fi 4597572 488436 4635072 287386 4835072 E72.04

7 Parks 458-21-7856 Parks Milliz B 17027 80 67695 17227 80 106803 7227 .60 24582

8 Smith 525-67-8901 ' Smith Frecerick E 198875 20217 210500 13051 2105.00 3052 5 61.64)
9 [l gm0 s hiliche) 2 0 30 157600 11651 157600 0

Pkl 3 Employes(s]) 431337 15 8331956 54497085 21564 84 45171085 5545 68 .00 G200 m‘?ﬁ‘\_

1. W2 Validation Step

This details what validation step you are on as well as giving you an overall progress bar
throughout the validation process. The number and type of validations depend on the answers
you provided earlier in the wizard.

2. Employee Information Window

This window displays all of the basic non financial information about your employees such as
name, SS#, address etc. It is split from the other window to allow you to make this section
bigger or smaller when you are using it.

3. W2 Box number Window
This window displays all of the W2 box numbers and their values for all employees.

4. Added Columns

Columns that you have added through the wizard or the grid. They may have data or data may
need to be added to them. For instructions on adding and dealing with added columns see
Section 9: Advanced Grid Operations

5. Next Step Button
When you have completed a validation you will click Next to move onto the next one. If you
need to go back you can click Previous Step.

6. Totals
The Total of each box number is displayed after the last row of employee information in the grid.
Use this amount to check your numbers against your Sage Fund Accounting reports.

After verifying that all information is correct in the grid click next to move on. If you try and click

next when some information is missing or incorrect you will receive a validation error message.
In addition to the message the cell that has the problem will be highlighted in red.
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Evening “Eyening 3

settries (NN c)res

hdartin 54-00-3765—Martin o

Michaels 222-52-6464 Michasls r

Ctoole 211-19-8757 :OToole
_\__u-n...._:x_ R O VR I

This problem must be corrected prior to moving to the next step.

Making corrections

Once an error is identified, there are two ways to correct it:
Through SAGE FUND ACCOUNTING Fund Accounting or within the Aatrix® preparer grid.

Correcting the Error through SAGE FUND ACCOUNTING Fund Accounting:
To correct the error through SAGE FUND ACCOUNTING Fund Accounting you will need to exit
out of the W2 process making sure not to save any changes.

Once out of the W2 process you will need to go into SAGE FUND ACCOUNTING to make the
appropriate corrections.

For corrections to basic employee information such as name and address go to
Maintain>Employee Information. Pull up the employee ID and make the necessary changes.

For corrections to W2 box information you must make adjustments in payroll. For detailed
instructions see Section 10: Auditing and Correcting W2s.

After you have made the necessary changes in SAGE FUND ACCOUNTING, start the W2
process over again. This ensures that Aatrix® will process the changes you have made. After
you get back to the preparer grid you will want to make sure the changes are there.

Correcting the error through Aatrix®

Rather than exiting the Aatrix® process and making changes in SAGE FUND ACCOUNTING
Fund Accounting it is possible to simply correct the values directly on the Aatrix® grid. Simply
edit the cells within the grid.

Employee D [SSh Last Mame o
Eve[_“"w_ing 225-95-3157 (Evening j
Jeffries A
hartin 434-99-5765 :Martin )
Michaelz 222-52-6464 :Michaelz {
tgele . A1LA8-8IR7, OTacles. £
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After you have made the correction you can click next and move onto the next validation. The
disadvantage of this method is that changes made directly on the grid will not update SAGE
FUND ACCOUNTING Payroll. If you create a new W2 file the changes you made will not be
present in the new file.

You can copy/paste, add new columns, and manipulate data within the grid. (see Section 9 -
Advanced Grid Operations).
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Section 3 - Filing and Printing
After verifying your W2 information you will be able to select what options you want for eFiling
and printing.

R X
W-Z Printing and Filing Options Mare info?
HMEW! Chooze Complete W2, eFile Fed or eFile State and pick your filing dates. Comections before datez are FREE!
" Complete W-2 eFiling Service BEST VALUEI B Employees  Price/Emp Subtotal
The eFile Center will:
- Print and tail Employes Copies a $1.44 $ 0.00
- &2 Only Emploves Copies “what's This? 1] $0.99 $ 0.00
- File your Fed 'w-2z and */-3 to the 554 included FREE
- File your State 'w-2z and w-3 included FREE
- &2z Avaliable for Al Emplovees included FREE
Total Cost Minimum $ 0.00
{* Other Options Fed or State eFilers receive Free, Eazy Comectiohz!
¥ PFrirt mmy Employes w-2s
[" eFile Federal w-2s and -3 a $0.00 $0.00
[ eFile State w2 and -3 a $0.49 $0.00
™ Print Federal w2z and ‘-3
[ Print State wW-2z and w3 *
v Frint Employer Copy Total Cost Minimum $ 0.00
“f-3 ar Equivalent Beconciliation faorm
< Back I Mext » I Cancel Help

Complete W2 eFiling.

The cost is $1.69 per employee with a $24.95 minimum charge. If you select this option Aatrix®
will electronically file your State and Federal W2s as well as print and mail your W2s to your
recipients. With this option is it also possible to post W2s to a secure website in addition to
having them printed and mailed. Employees can access this website for additional copies if
needed. You will also have the option to print a paper copy if you desire. You should complete
your filing and have it submitted to Aatrix® by Jan 29" to ensure timely delivery of your W2
Filing.

NOTE: There is a promotional discount on the Complete eFiling Solution. If you use this option
and file between Dec 20, 2010 and Jan 15, 2011 the cost will be $1.54 per employee with the
$24.95 minimum.

EW-2 Only Employee Copies

This is an additional option to the Complete W2 eFiling. Instead of having Aatrix® print and malil
the W2s they will post them to a secure website that employees can access with a unique
password. The cost for this is $.99/employee. It is an additional option of the Complete W2
eFiling Package. Not all employees have to participate in this. If you select this option only the
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employees who have opted to receive the eW2 will be included. The rest will receive their W2s
in the mail from Aatrix® as part of the Complete Filing package.

For detailed instructions on the Express eW2 Filing option see Section 8.

eFile Federal & State W2 & W3

The cost is $.69 per employee with a $24.95 minimum charge. Aatrix® will electronically file
your State and Federal W2s. You will be able to print and distribute the Employee, Federal,
State and employer copies of your W2s on your own. Be sure to purchase the appropriate forms
for printing your own copies. (see section 5).

eFile Federal W2 & W3

Aatrix® will file your Federal W2's at no charge. You still may have to complete payment
information in the process but your credit card will not be charged. You will also have the option
to print the Employee, Federal, State and employer copies of your W2’s. Be sure to purchase
the appropriate forms for printing your own copies. (see Section 5).

eFile State W2 & W3

The cost is $.69 per employee with a $24.95 minimum charge. Aatrix® will file your State W2s
for you. You will have the option of printing the Employee, Federal, State and employer copies
of your W2’s. Be sure to purchase the appropriate forms for printing your own copies. (see
section 5).

Other Options
Select this option if you just wish to print the forms without eFiling or you only want to eFile local
forms.

eFile Local W2 & W3

This is an extra filing that is available for a limited number of localities. The price is
$.69/Employee. This is on top of any other filing fees and is not included in any of the other
packages. It can be included with any filing or done as its own filing. You will only receive this
option if your locality is supported by Aatrix®

Printing Options
You will have the option of printing the Employee, Federal, State and employer copies of your
W2’s. Be sure to purchase the appropriate forms for printing your own copies. (see Section 5).

For the purposes of this documentation we will use an eFile example for Federal forms and print
the Employee and State copies.
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I ofal Lost M Iinimum 3 oo

f* Other Optionz Fed or State eFilers receive Free, Easy Comechionzl
IV Print my Employes w25
[~ eFile Federal w-2s and -3 g $0.00 $ 0.00
[ eFile State W-22 and w3 * g $0.49 $ 0.00

¥ Print Federal w-2s and -3 [Official Copy)
W Prirt State W2z and w3 ©  [Official Copy)

v Frint Emnployer Copy Total Cost Minimum % 0.00

“wi-3 ar Equivalent Feconciliation faorm

< Back I Mext » I Cancel Help

After you have selected your printing and filing options you will be prompted asked if you want
divider sheets to print between the copies. They are optional and not required.

Would pou like to include a divider sheet to be printed before each of your \W-2 steps .
to keep copies together?

™ ‘Yes, include divider sheets when printing.

* Mo, do not include divider shests.

A e

sl e T e s o

You will then get a summary of what is going to be printed out. You can print this list if you like.

Confirm Processing Options

B ased upon pour zelections the following actions will be taken:

fi

Federal
Print Federal -2 J
Frint Federal -3

Employes )
Frint Emnployes -2
Frint \w-2 Motice

E mployer L,
Frint Employer '-2 /

- . =t .
e S o =k = e f
- -

After clicking continue the W2 Form Viewer screen will come up.
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Section 4 - W2 Form Viewer

The W2 Form viewer is the final step before printing and filing. It gives you the opportunity to
see what the form will look like when printed/filed. In this case it is the Employer Copy of the
W2s that will be eFiled.

File Edit Wiew Tools Help

1
Report 1 of 5: Employee W-2 1= Q 3
2 ——— .
W .
Al T » (2 o : 3. {
\14) Click Print Final, then click Next Step. et
9 pages Frint Draft Print Final Frev Step Mest Step
5 ;
3 Empiage’s SN [1 UEges. e, othe Foompe iEaton [2 Fede ral hoome Wit b 3 Emphsge’s =5N 1 UiEges. e, other compe sETtion|2 Federal lhcome B wit ke K
455-89-0223 1,805&.00 204 .27 455-89-0223 1,805.00 204 .27 {
OMB No_ 154005 3 S0l Sec Ty Wages 4500kl secaryEWikiel | [OME No. 1545005 5 Sockl £ech MTywmges Akl seca iy = Wi e
2,125.00 131 .75 2.125.00 "{31.?5 j
b mpmm. wamber |5 Medicar: wages and the & Medican: w@wite o Empioer ke vifcation sme=T |5 Medicar: wages and & Medicare & withie o
01-93994992 2,125 .00 30.81 01-9999992 2,1‘5‘5.00 30.821
¢ Empimers aane, aodress, nd ZIP cod 4 Enpwe r# ame, BJJI'GS_S. AAZIP codk
Social sService agency Social Service Agency
s d313 Bas.zaderson Lane .. | |313 Bagt AGEISOn KASw..wde. . . eoesslm ]

1. Form Record
This section lets you know what form you are looking at. As you move between forms (ie W2
Employer Copy vs W2 Employee Copy) you will see the progress bar advance.

2- Page Record on the Form
This shows you which page of the current form you are on. It lets you select which page you
want to view.

3. Print Buttons

Print Draft will print a watermarked copy that cannot be used for filing while Print Final will print
the actual form for filing. NOTE: “Print Final” can be selected multiple times. For example, if
you want three copies of a document, simply click “Print Final” three times before proceeding to
the Next Step.

4- Next Step

Once you have completed reviewing and printing these forms click this to move on to the next
form in your list. For W2 filing the Previous Step button is disabled. If you have to go back to an
earlier form you will need to start the process over again.

If you are e-Filing you must submit your filing 2 business days before the deadline in
order to assure timely filing. Failure to do so may result in a $20 priority filing fee (even if
your filing is free) and no guarantees of timely filing.

After you have clicked Next Step on the first form it will take you to the next form on your list as
well as asking if you would like to print the final copy of the form. Once you have advanced to
the next form you cannot go back to a previous form without restarting the process. Look
in the Form record section (pictured in yellow) to see what type it is. In this case, it is the
Employer W2.
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File Edit VYiew Tools Help

Report 2 of 5: Employer -2
———

L)
1 . - &
< > 1) Click Print Final, then click Next Step. = '-h

3 pages Frink Draft Print Final Frew Step Nest Step

Moy meiong o Wi, o anon s

3 Emploge’s SEN 1 lBges . tpe, ofier compe szaton [2 Fedeml Income 0w e 3 Empioyee’s SEN 1lages. tpe, otier compe izaton |2 Fedeml Inoome 0w be
455-539-0223 1.2800.00 204 .27 433-33-3333 50.009 28 4,611 .92
OME Ho 1SS0 T GocEIZech TTNEges [S0chl zech Wi el | [GE N, 1SG003 S SocBIzect Mywages AT0cH fect My Wi ied
2.125 .00 131.75 52.893.97 3.279 .34
T Emplog "ol 1 Tcaton 1imer |5 Wedicar: Wages and o € Medkar: Wi e T Empioer 1 iOncator 1amber |5 Medkar: wages and e T Medkan: Wi e
01-9993992 L. 2,125 .00 30.81 01-9993532 52,893 .97 76691,
L ol — R N P N s e S e TY A e e e e

Clicking the Next Step button will bring the next form and so on.

File Edit View Tools Help
Report 3 of &: Federal ¥W-2

L]

. 9 |

: +

« » (@ Click Print Final, then click Next Step. e N ‘) ;

5 pages Frint Draft Print Final Frev Step Mest Step

-
22222 | wu O "433 555555 | sanetiny > s
b Employer idertification number (EIH) 1 Wfages, tips, other compensation | 2 Federal income tax withheld
01-9993982 50009.28 4511.92
¢ Employer's name, address, and ZIP code 3 Social security wages 4 Social securty tax withheld
B S e T O e I e W L bl

File Edit Wwiew Tools Help

o
4
Repart 4 of 5 Federal W-3 1
i 0
- 1 - 3 . - - . — b
< > | ) Click Print Final, then click Next Step. ¥ "h ‘ :
1 page Frint Draft Print Final Frew Step Mest Step
'
4
® Gorkrol nurber For Official Use Orly W 1
33333 | Sy }
b 941 Military 343 44 1 'Wiages, tips, other compensation 2 Federal income tax withheld
Kind } | O O O 431337.15 83319.56
of Hshid. g‘o‘eficare Third-party 3 Social security wages 4 Social securty tax withheld
payer cTo1 igre. slﬁay
B = L DQ = R e T s _-w_,.'v-\_ﬁ-‘l‘.i*ﬁw E\g\‘_ L \‘2’1.31&; .8 4.1

The final Page is the Employee Instructions. If you do not have forms with these instructions
printed on the back you can print them out now and distribute them to your employees.

4
< P 1) Click Print Final, then click Next Step. —r "h ‘ )

1 page Frint Diraft Print Final Frew Step Mest Step 4

File Edit Wiew Tools Help

Report 5 of 5: W-2 Notice

Notice to Employee

Refund. Even if you do not have to file a tax return, you Bat 12 The Dllmig Ikt eplahs tie codes 2hown 1 bo 12, ¥on may seed

i i il Wbmaton © comple® yorr B0 e, Ekcte ekl Goks OL,E F,
should file to geta refund if ox 2 shows federal |ncrcéz1ne 210 9 SHIRIgrLd Rott corTENGoNE foooke A 2vd By \ackr ol p ot

e 20 WithEIG OF Iy can fake the parned InCome redit | sewsl kg b2t ST, @I N oY 9 SURLEDE BT e e
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eFiling
After you have done all of your printing, if you selected to do any eFiling you will be prompted to
Log into the Aatrix® Website.

Aatrix eFile - Login x|

Fleaze enter your uzermame and pazsword and click Login. |F pou have nat pet enrolled far efiling,
wou have enrolled for efiling but the taxpayer you are filing for iz not enrolled, or you have fargotten
wour pagewaord, click the Enrollment buttan,

Uszermname ||

FPaszward |

E nrallment | Login I

Use your Aatrix® username and password, not your SAGE FUND ACCOUNTING Fund
Accounting username and password. If your organization’s FIEN # has already been registered
with Aatrix® and you do not know your user name or password contact the person who
registered. If they are not available contact Aatrix® directly for your options. They can be
reached at helpme@aatrix.com or 1-701-746-6814,

If this is your first time using Aatrix® or your organization does not have an account click the
Enrollment button. To complete your enrollment you will need to have your organization’s
information, a credit card number and you will need to print then fax or mail an authorization
form before anything can be filed through Aatrix®. (This includes free Federal filings)

For detailed instructions on how to Enroll and check the status of your eFile please see KB
297263.

After you have eFiled you can exit out of the process or do more processing. For instructions on
additional processing or to do corrections see Section 6.
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Section 5 - Required Forms

NOTE: Both 1099’s and W2'’s will be done through Aatrix®. You may wish to order your 1099
forms at when you order your W2’s. For more information on how to do 1099’s through Aatrix®
see KB 316358.

Sage SAGE FUND ACCOUNTING Fund Accounting includes the “Tax Forms and eFiling by
Aatrix®” functionality for Payroll tax forms. This new feature eliminates the need for some or all
pre-printed forms-allowing you to eFile or print your tax forms on plain paper instead. If you
chose to print forms note the requirements.

Form Requirements for W2

-The Employee copy of the W2 should be printed on the blank 4 part perforated paper.

-The State copy (if any) should be printed on the blank 4 part perforated paper.

-The Employee Notice is printed on the back of the 4 part perforated forms or it can be printed
separately on plain copier paper

-The Federal copy of the W2 can be printed on plain copier paper, no forms needed.
-The Federal copy of the W3 can be printed on plain copier paper, no forms needed.
-The Employer copy of the W2 can be printed on plain copier paper, no forms needed

Below is a pricing list including the form numbers for Sage Checks and Forms. To Order call
800-994-1351 or log on to
https://sage.checks-and-forms.com/homePage.do?client=SAGE FUND ACCOUNTING

Only the below part numbers are compatible with Sage SAGE FUND ACCOUNTING Fund
Accounting

W-2 Forms 25 50 100 200
W-2 Laser — Form Only — One employee per page
LW2BLANK4  One Part $11.95 $15.95 $18.95 $27.95

Bundle W-2 Laser Package Set — Forms and matching envelopes.
LW2BK4DWS One Part $31.95 $41.95 $47.95 $70.95
Prices are subject to change without notice.

W-2 Forms have the following features:

* IRS-Required Plain Perforated Paper

» Laser W-2 for use with Laser or Inkjet printers.

« Each 8 1/2” x 11” sheet is perforated according to IRS regulations

* Fully compliant with IRS Publication 1141

» Employee filing instructions already printed on the back to save you time and money
* Form only option also available upon request.

* Free W-3 Transmittal form with every W-2 order.

Question-If | have forms left over from last year can | use them?

Answer-The blank perforated stock does not change from year to year. Any unused stock from
last year can be used this year. Pre-printed forms are year specific and cannot be reused.
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Section6-Correcti ons, W2C's and Additional

To do a correction, W2C, reprinting or additional filing you should select the Federal, 2010 W-
2/W-3 option from the initial window. Selecting History will achieve similar results but you will not
have the option to start over.

Select Fom ,
Farm Description 1

Form Type: Federal ﬂ [&nnual] Use this form to process W-2s/w-3 7

State: FE j

Farm: 4
o ﬂ (

Select Date Range (}

Period Type: | Ore Year || Period: || vear 2009

T VN ¥ SR S SRRV T N S PR

After you have entered any information into Aatrix® or saved any information the next time you
go back in you will be asked a question if you want to continue using the Work in Progress. It is
best to say NO to this question (saying yes will take you directly to the Aatrix® grid).

Work-In-Progress

Saying NO will bring up the W2 History File Options screen. This is the best place to do
reprints, additional filings or corrections.
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A w-2/W-3 Wizard x|

W-2 History File Options

fou have already completed part of your LLS. -2 fiings. Pleaze review what you have completed and select which
action you would like to take next.

Each time you complete an action wou will be returned to this screen.

— Last Completed Action: —&vailable Action:
Form | Last Completed Action | 2 {* Reprint Completed W-2s
Employes W-2 Printed on 12/01/10 Fieprint a copy of any ‘-2 filing that you
have already completed.
Federal W-2fw-3 Incomplete
State W-2/W-3 Incomplete 1 3 (" eFile or Print Incomplete W-2s
v eFile or print any required 'W-2 copies you
Local W-2'W-3 Incorplete b ——y

4(‘ Cormrect Completed W-2s

- F f . Make comections to -2 copies that you
?_ Wiew Detailed List of Completed Actions | o e seeer] ke et

employees in thiz process.

5 " Start Dver

Clear your past actions and start the 'w-2
process over again with new payroll data.

5 " eW: 2 Password Lookup

Look up your emploves's password
infarmatior.

< Back I Mext > I Claze Help

1 — This is a list of the current status of your filing.

2 — Reprint Completed W2s

You would use this action to reprint any copy of the W2 that has been taken to completion
(either through printing, filing or e-filing). This is the option you would use to replace a lost W2 or
give an employee an additional copy.

3- Process Non-Filed W2 Copies

You would use this action if you have not fully completed your W2 filing. For example you may
have printed the employee copies but not e-filed. Or you may have filed the federal copies but
not the state copies.

4- Correct Completed W2s

You would use this option if you need to make a correction to a W2 that has already been
distributed or filed. For example you print and e-file your W2’s and then an employee points out
a mistake. You would not use this option to produce a W2 that was missed or skipped.

5 — Start Over

This option will delete your previous W2'’s and start over again. You will lose any changes or
modifications you have made to the W2'’s in the Aatrix® grid and the data will be pulled from
SAGE FUND ACCOUNTING.

6 — eW2 Password Lookup
After you have filed W2’s using the express filing or complete filing methods this option will be
available to look up the employee’s password for their eW2’s.

7 — View all Completed Actions
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This gives you a history of your past W2 actions. It is a good record of what was done when.

The status column gives you the status of the various actions. The different status values are.

Print&Mail i The record of a W2 that made it to the printing process.

eFile- The record of a set of 1099’s that were eFiled. This doesn’t mean that an eFiling was actually sent to the
government. Only that it was selected as an option.

Record — This is the record of the information in the W2 Preparer Grid.

:I Past Actions

# | Date-Time | Action Tepe | Filing T ype | Statusz | Employees | Farm -~
1 10/21/2009 18:54 Filirig Employes Pririké:bd ail a Employes /-2 /
Wi-2 Motice

- -y i ST E— g A
B .E-..Aln- oha -’ ‘L"\ r h USE[ Edlt’h-\-\ r ﬂ-‘-‘\m..-*\ s -"\-._.' )\ “‘"—~_ "‘-\____.,; -.a’\' — —f h

LR C e

How to Process Additional New Filings

If you did not do all of your filings the first time (for example you skipped your Federal filing) you
have the option to go back and do them. To do this you would choose Option 4 — Process
Non-Filed W2 copies.

— Last Completed Actions —&vailable Actions
Farrm | Last Cornpleted Action " Reprint Completed W-2s
Emploves W-2 Printed on 12/01/10 Feprint a copy of any %-2 filing that you
Federal W-2W-3 Incomplete
Shate W2 W-3 Incomplete ' eFile or Print Incomplete ‘W-23s

eFile ar print any required -2 copies pou
Local W-2 -3 Incomplete did ot process pet.

I || o Complena v

Jo A D glpd Lt e s e Ak ™ Il e J‘i'lﬂ\kimj”Ej}“DH_g}LQ«EE'E'!?&tywr‘

In this example notice that the check box for “Print Employee W2s” is grayed out because of
past actions.

{+ Other Optionz Fed aor State eFilers receive Free, Easy Corections!

I | Erint my Employes wids ‘

I~ eFile Federal W-2s and w3 3 {

[ eFile State W-22 and Feconciliation Forms 9 %
-+

W Print Federal w-2g and w3 [Official Copy)
[ Print State -2z and Reconciliation Forms

Total Co

. ‘J_\ a
I, J;E[I_rjt EW-, A, '_\_\J PR T LA EEpLY
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After selecting that, you will be asked a few questions in the Wizard and then you will get the

screen showing what actions will be taken.

Confirm Proceszing Options

Bazed upon your zelections the following actions will be taken:

Federal
Prit Federal w2
Prirt Federal \w'-3

{

<

‘ S e
R N

You will get the form viewer screen with the forms selected to print. After successfully printing all
the forms you will see that your actions have been updated.

— Last Completed Actionz
Form | Last Completed Action |
Emploves W-2 Printed on 12/01/10
Federal W-2W-3 Printed on 12/01)10
Skake W-2'W-3 Incomplete
Local we-2 -3 Incomplete

Wieww Detailed List of Completed Actionz |
BT B

-l gl *..'.‘-L'\-\.\,r\p.-\..-\.-\. . =

How to Reprint Completed W2s

¢

After printing once, if you need to reprint a W2, you can do that from the W-2 History File
Options. You select the Reprint Completed W-2s action.

— Last Completed Actions

| Lask Completed Action
Printed on 12/01/10
Prinked an 12/01/10

Incomplete

Farrm

Emploves W-2
Federal W-2W-3
Skake W-2W-3
Local W-2 -3

Incomplete

(Rt

-1

1

— Available Actions 3

{* Reprint Completed W-2s
Feprint a copy of any %2 filing that pou
have already completed.
" eFile or Print Incomplete ‘W-23 1)

eFile ar print any required -2 copies pou
did not process yet.

.al{lf.g!w:Lﬁqmq!gtpﬂh_Zf‘ﬂm.. . .._Jf-.\j

If you select this you will get the Reprint Options screen. This will let you select from your
already printed forms which ones you wish to reprint.
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Reprint Options

Select which copiez of previouzly completed YW -2z that pou want to reprint and, if you are reprinting Federal and/or
State copiez, select which type of copy pou require.

—'hich copies of completed -2z to reprint
¥ Emplovee Copies

¥ Federal Copies f* Original  © 'with a Reconds Copy Watermark
[T | State Copies % Original 1 with a Flecords Copy Watermark
[~ Emplover Copies

Mote: To avoid duplicate processing, eFiled copies will print with a record copy watermark.

¢
::
o

If you select Federal or State Copies the box at the bottom asking if you want to reprint Original
or Record copies becomes active. Original Copies can be used to file taxes with the
government. Record Copies will have a “Record Copy: Do Note File” watermarked on them.

After selecting the copies you wish to print the Reprint Employee Options Screen Comes up.

W-2/W-3 Wizard X]

Reprint Employee Options

Select which employee copies you want to reprint

= Al Employees
+ Selectzd Employees

" Employes instuctions anly

Selected Employees Tool

W Check here to display all employees

55H: Seach |

Last Mame: ‘Ax
Clear
First Name:

Search Results Sortby: |First Name =
Reprit | =0 LastName |  Firstiiame |~
¥ 454995765 hartin Anna Belle
™ 433333333 Jeffries Dana
525675301 Smith Frederick
[ 2111gave7 OToole Ken
[~ 4s&217as56 Parks hlillie
- a2s5Es5e157 Evenina Sam L

< Back. Mest > | Cloze Help

This screen gives you the option to reprint all or a select group of employees. If you choose
selected employees you can filter and sort on employee information and select the employees
you need to do the reprints for.

After Clicking “Next” it will take you straight into the form viewer window. You can make your
reprints directly from this window.

Reprints will not update your last action but will show up in your View All Completed Actions.
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Correcting W2s

If you have already printed and filed your W2'’s and need to do a correction you will choose the
“Correct Completed W2’s” option.

Selecting this option will take you back into the Aatrix® Grid which will show your W2 History.
You should make the necessary changes to your W2 Information.

Verify Employee Information :.n ’
— Freyv Step|Mest Step '
Etnplovee D |S5N Last Mame  [First Mame  |Middle Mame (Mame Suffix |Address Li.. (Addre F!& Fed Witk
325-95-83157 Evening Sam J 1256 Blue Ho L EIEIEIEI.EIQ.J 3k,
433-33-3333 Jeffries Dana R : isian 2477316
454-99-3765 Mattin Anng Belle 103415.00 2676
222-52-6464 Michaels Sooft hd " Lirplane: - 11 (
211-19-8757 OToole Ken z 2346 Hamilton } 236,
458-21-TESE Parks Millie: B F706 Pond La 43
7 — 525-67-8901 Smith Frederick  E 5594 Charlest fg

H‘;'ﬁ I P ’-\\ i, ,_ﬁA.-‘-\..‘—a\-"‘-..*-..-'h"“-\_ JMQ\EQ*\’]' i r.\' r‘\“‘ “"“H‘_ 8 ] o ﬁ‘“"’ﬁ """-.._ y

Anytime you make a correction the field corrected will change color and the row number that
field is located on will become highlighted as well.

After all the changes have been made and the data has all been verified you will be asked if you
have distributed any of the following copies.

wacC

If you select YES on thisformi t wi | | |l oad and print the W2C’ s
made corrections to.

IF YOU WANT W2C’S TO PRINT YOU MUST CLICK YES.

Correction Options

Have you distributed any af the following copies .

Tes Mo f
Ermployee Copies iv {~ f
Federal Copies i {

State Copies f" -

3
_I:Fqgal Copies i { /

5 -
™ "'.'h'-,_ J""\ .ﬁ-.__\_‘_“_,‘,p—\u.’

ey
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File Edit Yiew Tools Help

*

Report 1 of 4: Federal W-2C ) 9)
<[ . - o
: » i) Click Print Final, then click Next Step. e T ‘ %

3 pages Frint Diaft Print Final Frew Step Mest Step

Far Official Use Only &
OME No. 15450008

44444

a Employersname, address, and ZIF code © Tax year/Form corrected d Employee's correct 53N

325-85-8157

al
SOCIAL SERVICE AGENCY 2009 ; we
313 EAST ANDERSOM LANE 2 Comected $3H andior name (Cheek this box and complete boxes 1
andior g if incomect on form previoushy filed |:| 1
Complete boxes f and/or g only if insomect on form previous! yfiled. P
AUSTIN T 78753 f Employee's previously reported SSN (
b EmployersFederal EIN g Employee's previously reported name i
0l1-9899982
h Employeesfistname &initial | LastName Sutf (
J |EVENING -
1256 BLUE HORIZON WAY i.
Mote: Ontycomplete money fieldsthat are being conected £
(ception: for come ctions invalving MOGE, see the Instructions AUSTIN T 78705 ;
forForms W-2e and W-3e, boxes 5 and ). i Emploves's addiess and ZIF sade (
Previously reported Correct information Previously reported Correct information 1
1 Wiages, tips, other compensation 1 ‘Wiages, tips, other compensation 2 Federal income tax withheld 2 Federal income tax withheld 1
10000.00 10000.00 Fd
2 Social securty wages 3ISocia| security wages 4 Social security tax withheld 4 Social security tax withheld f
= - sl e SN e .,
A ‘ﬁ, g — ™ il B Ty 2w A \‘W_“_,“" Rt

Only the items that have changed will be updated in the W2C.
The system will only print W2C'’s for employees who had corrections.

If you say NO then it will reprint the forms as if they had not been printed. It will reprint the

Original W2 forms, it will NOT print the W2C

Correction Options

Have you distributed any of the following copie

Employee Copies

Federal Copies

Local Copies

N e

-

K
- ¢
o
- b
\
State Copies " ™~ j
r~ /«

Regardless of if you say “yes” or “no” - only the employees who you selected to have

corrections will print at this point.
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Al

Report 1 of 4: Employee W-2
e

> d

7 pages

Click Print Final, then click Next Step.

—
Fiint Diraft Print Final

R

Frev Step Next Stey

= EmpheeE 3. e, ofier compe isaton [2 Feck ral lhoome tewiihe K1 5 Empioge’s &S0 [ wages . s, other compe: isation [2 Fedkral ncome = witi kel
325- 95 8157 B “10,00?.00 316 .16 325-85-8157 e ‘“10,005!.00 316 .16
OME No. 1546008 3 ookl secarywagee 4500kl seoartytouiiield | [OWE Mo 1SS |5 Socilsect iywages 4500 gect Myt Wt ke
9.066.20 62.12 9,066 .20 62.12

ma Tedicar: wages and the & Medicare Eowiiied [b Emploer e iiaton smbe T [5 Medicare wager a.dg;., & Medicare Wit el
01-99993992 9.066.20 131 .43 01-99999592 9.066.20 131 .43

= Enphvers iame, aiss, 0210 codk
Social Service Agency
313 EHast Andercon Lane

|2 Enplyers vame, axinss, AZIP ook
Secial Service Agency
313 East anderson Lang

Rustin TE 78753 Austin TE 78753
3 Corbolnimber 7 S00t sect My e 2 Alloczed e
0 Bnpbpae‘l Tretiame v I HEl T A E
J Evening
-1_275-6_ BlUe Horizen ifa‘)} """""""""""""" 4 EMpIOAE's TRETAETE 30 1) ER
Sam ... BVenand ...
2ustin T 78705 1256 Plue Horizon Way
| Emplyee’s akress 31 Zp ook Auctin ¥ 72705
3 Contiol yimber 7 Socll sect iy the i Fllczed e T Emploe's asess mazp oot
1t s Retement il
S AdeEnce EIG payment U Depe 10et came bepe e 11 hong valmedpians empm’! D b5 D zumgm D
Aober B Admice EIC pamert |m Diepe 1041 Cale Beae T |nmqua|meup:au
14 0ter
B erement T
empw O faiere ] w1
5 SEE  EMpIErE FEE 10 e e Wager, BF, 5. | ¥ SHE o o I T Woger, e AL, | 7 S0k oo

2 Local wager, te e, |19 Local Ihcome & 0 Locallly vame

womeen 2L
At et B TV

Tkl P S

R

Daga i b B rar s S

R St oG

A Aoy A

Starting Over

If you have significant problems with your W2 you may wish to simply start over. To Start over
choose the Start Over Action on the W-2 History File Options.

Lazt Completed Actions Available Actions

" Reprint Completed W-2s
Reprint a copy of any -2 filing that pou
have alieady completed.

" Process Non-filed W-2 Copies

File any additional W2 copies that pou
have not vet processed.

Fatri | Last Action | Last Action Date
Emploves -2 Printed 10/23/09
Federal W-2'%W-3 Printad 10§23/09

Skake W-2[W-3

Local W-2w-3

" Correct Completed W-2s

take conectlons b2 copnas that pou
L
hiavee-previonslpr -

Wiew all Completed Actiohs

{+ Start Over

Clear pour past actions and start the W
process over again with new payroll data

IV S s SN

2 & i T . iy ~e-ns-an N e

You will first be asked if you have distributed any copies to the SSA or State.

a Have pou distibuted any copies to the 554 or State?

Cancel

Help ez | Mo
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The answer to this question will determine what filing and printing options will be available.

If you say YES then it automatically uses your previous selections. If you say No then you will
get the option to select what kind of filing/printing you want to do. You will also go back through
the part of the wizard that collects your organization information.

Regardless of your choice you will end up back at the Aatrix® preparer grid. The grid will be
refreshed and new information will be pulled in. Any previous edits, deletions or changes that
you made in the Aatrix® grid will be lost.

After verifying your data you will proceed through the W2 printing/filing process like before. In
the end you will print new copies of your W2’'s and have the opportunity to eFile the correct
information.
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Section 7 - Adding State and Localities to your W2

Aatrix® directly supports printing forms for many states as well as a few select localities. If you
have information for an Employee’s state withholding already recorded in payroll, it will
automatically be pulled into Aatrix® and you will see it identified in the preparer grid. If you don’t
have that information, or you need to record some type of information that is not recorded in
SAGE FUND ACCOUNTING, you have the option of manually creating that column in the W2

and then manually adding the values.

NOTE: As of 10.2.6 the options for recording local tax items have been expanded. See KB

316362 for details.

In the W2 Setup Wizard there is a screen for adding State and Local Tax Items.

& W2 Setup Wizard

\ﬂ State & Local Tax ltems

State T ax |temz

)

Skate Tax Name Tax Account Mumber

Local Tax ltems

&dd

Edit...

FRemove

1l

Skate Tax Name Tax Tvpe Tax Account Mumber Add..
[ < Back ][ MHewt » ] [ Cancel

If you click on add it will let you create the tax. There are a number of pre-defined taxes for

states and some localities.
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Local Tax Item x|

Click ? or press F1 For help, tj‘}
State: [ (P vork) =]
Tax name: IMetr-:npl:ulitan Carmuter Transpartation I"-’Il:nj

I Metropalitan Cormmuker Transparkakion Mabil

YW-2 name: | MCTHT

Tax type: IF - Cther Income Tax j

Tax account number: I 485-583227

Ik | Cancel |

If you do not see the tax you are looking for it will need to be created.

To create a new tax you must first select the state that the Tax resides in, even if it is a local tax
(what state is the locality in)

Local Tax Item x|

Click ? or press F1 for belp, 0

oy

)
Skate: IC.C'. (California) j
=

Tax name: |<: Cusktorn tax name =

I Bay Area Breathing Tax

W-2 name: | BAET

Tax bype: IC - City Income Tax j

Tax accounk number: I §5-55665364|

Ik I Zancel |

There are different Tax Types that can be designated. They are City, Counting, School District
and Other Income Tax.

Tax bype: IC - City Income Tax j

=]

Tax accaunt nurmber:

C - City Income Tax

[ - Counky Income Tax
E - School Districk Incaome Tax
F - Other Income Tax
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After you have added the Tax(es) you should see them in the screen to use.

Local Tax [tems J
Shate | Tax Mame | Wi-2 Mame | Tax Tvpe | Tax Account Mumber Add... |
A Bay frea Breathing Tax EBAET Ciky So-CoeE0d 64
MY Metropalitan Commuter Trans,., MCTMT Other 4£5-553222 Edit... |
Remaove | }
RSy -.n.“\-u—\_._h___\___\. — .{

P S e e Mt h e B T S NPT
S ~ EE " . — . o, e = - .

After the columns have been added continue with the W2 process as normal until you get to the
preparer grid. On the preparer grid you see the columns that you have added.

|[BABT Wages [BABT Tax  [MCTMT Wa... [MCTMT Té
1000000 100.00 |

4
—

—

e . ——a -
T R Y

If you do not see the column that you added, it is because the value that you gave it in the Tax
Name portion of your setup, is not a field that can show on the W2.

You will notice that there are no values for these taxes in the preparer grid. You will need to
manually type the values in. To do so click on the cell that you wish to type a value in. You may
be able to type the value directly into the cell or it may bring up an edit box.

Edit State Detail records
The total that is dizplayed in the and iz calculated 5

from the detail records. To change the amount in
the agrid. vau must change the detail recards.

Rec# Date | CAWages
Pewy 20031001 10000
ey 20091015 12000
ey 2009110 13000
ey 20091023 |
ey 20091023

o P ot
L S it i

s 2k 2

Some values that you put in (usually State Wages and Taxes) must have a date associated with
them. The edit box allows you to enter the wages in with as much detail as you wish. The Date
column is the date that those wages were paid. You can break the wages out into the actual
dates they were paid or lump them together at the end of the year depending on your reporting
needs. The date format in the date column is YYYYMMDD.

Other values (usually Local wages and taxes) may not require a date. The values can be
directly typed into the cell. When you are done the values should appear in the grid.
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&
1016 :35000.00 35.00 35000.00 35000 il
450.00 }

237 .20

——— B T T e
v mmim, m A = 5 PrE)

These values will carry forward to your W2 printouts and filings.

NOTE: Any information entered through this method WILL NOT update the values in
SAGE FUND ACCOUNTING. It will only show up in Aatrix®.
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Section 8 — Electronic Distribution of W2

The ability to distribute your W2'’s electronically is an option as part of the Complete Filing
Solution. If you wish to use electronic distribution you have two options.

One is to distribute electronic W2’s in addition to the regular complete filing solution. You pay for
the complete filing solution and in addition to Aatrix® printing and mailing the Employee copy
the information will be available for download off of a website.

The other option is to distribute electronic W2's ONLY. This decision is made on an employee
by employee basis. Selected employees will not receive a paper W2 in the mail. Their
information will be available for download on a website. Using this option reduces the cost of
filing from $1.69 to $.99 for each employee selected. This selection process is made in the

Aatrix® grid.

For the most efficient processing there are several steps you should take prior to running your
W2’s.

First go into Administration>Organization>Organization Information and select the electronic
filing tab. You should fill in the information requested.

CQrganization ] Address ] Segments ] Modules ] Field Lengths  Electronic Filing l
Conkact Information !
Preferred Method of El v 5
Motification: J f
Mame: Annabelle Martin l’
E-mail: amartin@abc. net FAx: ;
3

Personal Identification 12545 {
Mumber: f

B B e T B ‘__j—\ e ‘-i’\ - A‘-, L “--’f

Prior to doing electronic W2’s you are supposed to receive a signed consent form for each
employee. You can print a copy of this form by going into Payroll>Activities>Tax Forms and E-
Filing by Aatrix® and selecting the Electronic W2 Consent form to print.

Select Form "
Form Description '

r

Farm Type: Federal ﬂ LU this to print an electronic W-2 i
employees. ‘..

State: FE j f
@ D {
";

e 7

D s Lt Ty e, - g R T e

After you have received the forms you should go to Maintain>Employee Information and pull up

each of the employees that have elected to receive an eW2. On the W2 tab there is a place to
put in the Electronic Employee W-2 Information. You should fill this information in.
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Employes | Address | Job and Pay | Direct Deposit | Federal Tax | State Tax | Other Taxes W-2 |Notes | User DeF'j
b
i
[~ Medicare Qualified Government Ermploves L
—Box 13 Items "
’
[~ stakutary Employes [ Retirement Plan [~ Third-Party Sick Pay :
B

rElectronic Emploves W-2
v Issue emploves W-2 electronically using Aatrix® i
Ernail: caveatree@bob.com F
PO e = !

W i [T W T pE— S e R A

After you have updated the employee information it will automatically pull into Aatrix®.
If you don’t put this information in you will have another chance to add it to the Aatrix® grid.

Once in the Grid you will be able to see and modify the electronic W2 information.

Code|E-mail Address Electronic w-2
ChooChoaTE@rsil.org r 1
savestresgBbob.com Vv ;

C

e A i

If you have selected the complete filing option then every employee who has an email address
will have the option of retrieving their W2 electronically as well as receiving the mailed copy and
you will be charged $1.69 for that employee.

Employees who have the Electronic W-2 only box checked will only be given an electronic copy,
no paper copy will be mailed, and you will only be charged $.99 for that employee vs $1.69.

If you do not have the employee email address at the time, you can still print out an access
letter for the employee to use to retrieve their W2 information and add their email address in the
W2 Password Lookup Tool (see above, Section 6, Field 6 of this guide) and email them the
notification at that time.

After you have confirmed the electronic W2 information in the grid, then go to select the
complete filing option, you will see the price difference if any employees were selected for
electronic W2'’s only.

W-2 Printing and Filing Options ".
Chooze Complete W-2, eFile Fed or eFile State and pick pour filing dates. Corrections before dates are FREE! More ir_’:
 Complete W-2 eFiling Service  BEST VALUE! oloess damstan o ile f
The efile Ceanter will /
- Print and b ail Emplopee Copies 2 $1.69 $a3; 5
- ew-2 Only Emplovee Copies *What's This? 1 $0.95 $0.89
- File pour Fed WW-2z and 'W-3 to the 554 included FREE 4
- File pour State -2z and Reconciliation Forms included FREE
- eW-2s Available for Al Employees included FREE

A AT g @ v o TotgtBagt  Minipum | $24.95,
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Section 9 - Advanced Grid Operations

The W2 Preparer grid has a number of data manipulation options built into it. These can be
accessed through the various menus or by right clicking on the column headers.

The Edit Menu provides the most functionality. Similar to an excel spreadsheet you can sort,
cut, copy and paste information to and from the grid.

:‘ Social Service Agency - W2,1099 Preparer

Fil= | Edit “iew Help

m nida L o
E Cut Chrl+3
e COPY Chrl+C
e PESEE ZEr|
—
Z Find and/Replace. .
3 Sork rows

Totak  Sork Columns

Links 3
Columns 3
Rows 4

Update Company Information, .
Select | Unselect Al

Limk Suppaorted Locality. .

Reset Calumn Yalues to Zero

\...\_‘\m'...n b —tmnl -'F!“"\_\_\_w_.‘-\,.“':

Copy/Paste

The Aatrix® grid has copy and paste functionality build into it. You can select an entire row or an
entire column to copy or paste. Select the Row or Column header like you would in a
spreadsheet and go to Edit>Copy or CTRL+C. You can then paste this into your spreadsheet.
The inverse can be done as well. Copy a range of cells from your spreadsheet and paste them
into Aatrix® a column or row at a time. Due to limitations of the Aatrix® program it is not
possible to copy or paste multiple rows or columns at the same time.

Update Company Information

If you need to make changes to your company information (Address, State and Local Tax Items,
941 information, third party sick pay etc) you can do so in the Aatrix® grid by going to
Edit>Update Company Information. This will bring up the initial company information Wizard and
let you make changes.

:‘W—Z Setup Wizard :

\ﬂ Company Information

Company name: ISociaI Semvice Agency

Trade name: I

\\...,,-.- e ‘\__.-""""1}__'_.

Address line 1 313East Anderson Lane ” N
I S e R e
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Sorting

Aatrix® provides the ability to sort on any column in the grid. To sort on a column RIGHT CLICK
on the column in question you will see a sorting option on the dropdown menu.

ee D SSNLSSI Mame First Name M
2] Cut g
F Copey J
e '
3'3 Find... IYI
Find and Replace. .. ZJ
B*
| -
UnHide. .. 2=
Morve Left *
ove Riah E
Sort rows by 350
2L | LNsel2Cl Al
Link. Supporked Localit k \
et L T T T R

Other Column Functions
In addition to sorting there are a number of other options you can do with each column.

SSNLast Mame  |First Mam
Zut
Copy

=i

Find...
Find and Replace. ..

- UnHide. ..

Mowe Left
Mowe Right
Sork rows by 55N

TN .

Tl e -..‘"'-'A"“*- T e

You can move the columns to the left or right. You can Cut or Copy information. You can also

Find or Find and Replace.

Find what: | oK. |
Feplace with: | Cancel
Optionz

* Mo special options
" Just remave FIND text fram curent bext
" Just add REPLACE test to cument text
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Inserting a Row

Another useful command in the edit menu is the Rows>Insert. If you need to add a new record
to your W2’s you can insert a line into the grid and then manually add the record by typing in all
the information. You can also insert a row by selecting the Row in right clicking and choose
Insert.

Deleting a Range of Rows

While you cannot copy a range of rows it is possible to delete a range of rows. This can be
useful after you have sorted rows for records you do not want. You can use the SHIFT + Click to
select a range of contiguous rows or the CTRL + Click to select multiple non-contiguous rows.

Run W2 Notification Wizard

This option on the file menu activates the Aatrix® Password deliver wizard in order to distribute
eW?2 password notifications. It is the same process as if you were going through the Aatrix®
Password wizard the first time. For detailed instructions see Section 8.

EF Aatrix Password Delivery Wizard x|

You have selected online W2
delivery for at least one employee.

'We have generated secure passwords foryour employses so they can
access their onling Weas. The instructions and web address are included in
the email ar letier thatyaur employes will receive.

This Password Delivery tool emails login instuctions ta your employees.
from your email secount, se that they will know thatthe email is authentic

If wou would rather printindividual letters for esch employee with their login
instructions, you may click the "Skip & Print’ buttan below.

Skip & Print
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Section 10: Auditing and CorrectingYour W2 ' s

If you are uncertain about the origin of the values that have been pulled into the Aatrix® grid you
can check those values by running a W2 information report. To do that:

NOTE: You must be in 10.2.7 for the information on this report to pull correctly

Go to Payroll>Reports>Payroll Tax Worksheets>Calculate W-2 Information.

Select all employees for this tax year.

Click on Start to calculate.

Go to Payroll>Reports>Payroll Tax Worksheets>W-2 Information.

Select the <W-2 Box Information> Report.

Go to the Filter tab and select the W-2 Year = 2010.

Go to the Content tab and add “Employee ID” to the Report Body.

Choose to “Show Total” for the Employee ID (this will help organize the data).

Stay on the Content tab and add all appropriate W2 Box numbers that pertain to YOUR
organization.

10.Go back to the Setup tab and hand key a new and unique Report Name.

11.Run the report (to printer or screen).

12.Use the Sage SAGE FUND ACCOUNTING Fund Accounting W-2 Information report to
compare values with the Aatrix® W2 preparer grid.

©CoNoh,rwhE

If you find values in the Aatrix® W2 preparer grid that do not match the values on the Sage
SAGE FUND ACCOUNTING Fund Accounting W-2 Information report then you can manually
change the numerical value on the Aatrix® grid to match the report.

NOTE: Any changes made within the Aatrix® W2 preparer grid will not affect the Sage SAGE
FUND ACCOUNTING Fund Accounting database.

If the numbers do match, but you believe the value in the SAGE FUND ACCOUNTING W2
information report to be incorrect, you can get a detailed analysis of the contents by running one
of the Payroll history reports.

Auditing Boxes 1-6

To get a detailed listing of the values that were pulled into Boxes 1-6, go to
Reports>History>Taxes. There is a default report <W2 Detailed Audit Report> to use as a basis
for your research. This will produce a detailed listing of all transactions that have affected your
tax amounts. You may wish to go to the filter tab in order to restrict the information to a specific
type of tax. The most common cause of incorrect values in these boxes are:

1 — Some type of Earnings, Benefit or Deduction code was improperly set up on the Taxes tab
of that code. As a result it improperly affected taxes (making them too much or too little).

2- An adjustment was done to the employee information but the Taxes tab of the adjustment
was not correct. Usually earnings, benefits and deductions were entered on the adjustment but
nothing was done in the taxes. As a result the taxes are off by the amount of that payroll.
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Correcting Amounts in Boxes 1-6

To correct the values in Boxes 1-6, go to Activities>Setup Adjust Employee Balances. Select the
employee ID, create and adjustment number and give it an adjustment date (usually 12/31 if you
are making one adjustment for the whole year). On the Taxes tab you would select and make
adjustments to the various taxes that are incorrect.

When making the adjustment, be sure to adjust both Subject and Gross Taxable earnings
together. The amount of the adjustment is the difference between the current value and what
you want it to be. Therefore if your current value for a particular tax was $900 and it needed to
be $1000 you would do a +$100 adjustment. Alternately you can just adjust the amounts in the
Aatrix® grid. This is discussed in Section 2.

Selectl Earningsl Benefits | Deductionsl Workers' Compensation Taxes | Lea'.'el
L SUTA Subject Gross Taxable Employee Employer
Tax Type Jurisdiction Weeks Eamjings Eamings ArlF:o jrnt Anr:o uyrlt
FIT 1] 1,000.00 1,000.00 100.00 0.00
SWT MM [}] 1,000.00 1,000.00 10.00 0.00
SUTA MM ] 1,000.00 1,000.00 0.00 7.00
* ookl

Auditing Boxes 15-20

The same <W2 Detailed Audit Report> also is useful for auditing your boxes 15-20. However
because of the limitations of the SAGE FUND ACCOUNTING system and the varied
requirements for the contents of Boxes 15-20 is common to have amounts that are not correct. If
this is the case it is best to correct those amounts in the Aatrix® W2 preparer grid mentioned in
Section 2. Otherwise correct them in the same fashion as Boxes 1-6.

Auditing Boxes 7-14

These boxes are a little more difficult to audit. The reason being is that they often pull from
multiple sources and there is no one easy report that is guaranteed to pull them all. Amounts in
Box 12 in particular can come from both Benefit codes and Deduction codes. Most of the time
discrepancies are because Benefit codes or deduction codes are not set up as being subject to
Box 12. In most cases, only Benefit Codes should be flagged as being subject to Box 12.

To investigate those codes you should go to Reports>History>. There is a detailed default report
that can be used to start with.

Correcting Amounts in Boxes 7-14

Unlike Boxes 1-6 or 15-20, by adding or removing a W2 box number to a benefit or deduction
code, the Aatrix grid will add or remove all information associated with that code from the W2
box number. So if you discovered your Box 12 information was off by the amount associated
with a certain benefit code, go into Maintain>Benefit codes and remove Box 12 (select W2 Box
Blank) from the W2 information. Recalculate your W2’s. The amounts from this code will not
longer contribute to Box 12.
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'W-2 Information 4
Box Number: |E vI Box Code: I__~, &
Code | Description |4f

W-2 Box Blank
7 W-2 Box Mumber 7
g W-2 Box Number §
10 W-2 Box Number 10
11 W-2 Box Number 11

14 k W-2 Box Number 14

R I L T

To get a list of which codes affect what W2 box you can go to Reports>Lists and see listing of
the different types of codes. In the content tab of the report, there are fields called W2 Box
Number and W2 Box Code. Add those to your report body to see what is currently affecting your
W2’s.

Remember if you make any changes you should recalculate both your W2 Information report
and t he AMWE® ar the changes will not take effect.

Alternately you can just adjust the amounts in the Aatrix® grid. This is discussed in Section 2.

HIRE Act and Box 12CC

In 2010 Congress enacted the HIRE act which gave employees a tax credit on their Social
Security payroll Taxes. It also required the report of SUBJECT earnings (not the amount of the
tax credit) in BOX 12 CC on the Employee’s W2. In most cases the amount in Box 12CC should
equal the amount of Social Security Subject Wages for the employee. Due to the mid-year
implementation of this requirement, it is possible that they do not. The amounts can simply be
adjusted on the Aatrix® grid if required or they can be corrected in SAGE FUND ACCOUNTING.
For information on how to Set-up the HIRE Act, see KB 312918.

For information on how to Audit and correct your HIRE Act amounts, see KB 316350.
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