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ABOUT ENTERING RECONCILIATION
INFORMATION FOR ANNUAL STATE FILINGS
Many states now require annual filings of information returns to be submitted via electronic upload. States vary
as to the method used to enter payer or employer information. For example, some states allow the user to enter
payer or employer information via the Internet while other states allow the payer or employer to mail a
reconciliation statement. Other states are unique in that they require the information return file to contain the
payer or employer reconciliation information through a reconciliation record at the end of the files or as a
separate file.

ONESOURCETax Information Reporting allows users who are granted the State Filing Print/Filing right in
their user profile to enter the payer or employer year-end reconciliation information using the state Annual
Filings page in the Print/Filingmodule for these states.

ENTERING RECONCILIATION INFORMATION
Before you can enter reconciliation details, you must be granted the State Filing Print/Filing right in your user
profile.

The reconciliation information must be entered before the state filing is created. Otherwise, the state will not
accept the filing. If you create a state filings file before the reconciliation information is entered or if you notice
that the reconciliation information you entered is incomplete or incorrect after the state filing created, then you
will need to contact your Account Manager and request that the state filings file be rolled back.

Except for Puerto Rico, entering reconciliation information is not required for Correction filings.
Correction filing is done on paper for other states.

To enter payer or employer year-end reconciliation information:

1. Click the Print/Filingmodule. The Main Print/Filing page displays.

2. Select State/Territory Annual Filings from the Side Menu. The Annual Filings page displays.

3. Click under the Payer State Reconciliation section.
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2 About Entering Reconciliation Information for Annual State Filings

Entering Reconciliation Information

The Payer State Reconciliation page displays. The information that you must complete and the order in
which it should be completed is shown in the following graphic:
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About Entering Reconciliation Information for Annual State Filings 3

Entering Reconciliation Information

4. Search for or select the payer EIN the reconciliation information will be applied to.

l To search for the payer EIN, enter the EIN in the Enter EIN to search field then click Search. Select
the check box associated with payer EIN in the Payer EIN list below the Enter EIN to search field.

l To select the payer EIN, click the check box associated with the payer EIN in the Payer EIN list.
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4 About Entering Reconciliation Information for Annual State Filings

Entering Reconciliation Information

The reconciliation information can be entered only by payer EIN. If your ONESOURCE
Tax Information Reporting database has multiple payer codes with the same EIN, then
the information entered in on the Payer State Reconciliation page must account for all of
the payers that share the same EIN. Otherwise, incorrect information will be submitted
to the state in the filing, resulting in incorrect filing results or rejected filings.

5. Select the form the reconciliation information will be applied to. Select 1220 Filings for a 1099 information
return file,W-2 Filings for a W-2 information return file, or PR 480 Filings for the 480.30 and 480.6B1
filings.

6. Select the state the reconciliation information will be applied to.

The states that are available for selection is determined by the type of filing selected. For
example, Idaho is the only state available for selection if you select 1220 Filings. This
ensures that incorrect reconciliation records are not created (Reconciliation information is
not required in the Maryland 1220 filings, and 1220 filings are not reportable to Puerto Rico)

7. Click Submit. A reconciliation record is added to the grid at the bottom of the Payer State Reconciliation
page.

8. Click the Edit link in the Edit column of the reconciliation record grid. The Payer State Reconciliation Entry
page displays.
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About Entering Reconciliation Information for Annual State Filings 5

Entering Reconciliation Information

9. Enter the reconciliation details in the fields below the reconciliation record grid. Fields that are left blank
are filled with blanks or zeros, as the state requires. See Reconciliation Information Fields Available in
ONESOURCE Tax Information Reporting (page 7) for a complete list of the reconciliation information
fields that are available in ONESOURCETax Information Reporting.

Some of the fields printed on the paper reconciliations do not display in ONESOURCETax Information
Reporting because the information (such as the payer EIN and address) can be derived from your
ONESOURCETax Information Reporting database. Explanations for these fields can be found in the
following publications:

l Idaho 1099 RV details: http://tax.idaho.gov/pubs/EPB00667_11-26-2013.pdf. See pages 4 and 5.

l Idaho W-2 RV details: http://tax.idaho.gov/pubs/EPB00668_11-26-2013.pdf. See page 5.

l Maryland W-2 RV details: http://forms.marylandtaxes.com/14_forms/Mag_Media_Guide_W2.pdf.
See pages 14 and 15.

l Puerto Rico 480.30 details:
http://www.hacienda.gobierno.pr/downloads/pdf/publicaciones/PUBLICATION_13-07.pdf. See
pages 102-108 and 132-134.

l Puerto Rico 480.6B1 details:
http://www.hacienda.gobierno.pr/downloads/pdf/publicaciones/PUBLICATION_13-07.pdf. See
pages 95-101 and 129-131.

10. Click Savewhen you finish entering the reconciliation information.

If you navigate back to the Payer State Reconciliation page, the reconciliation record displays in the
reconciliation record grid. These records can be updated until the state filings file is created. As shown in
the graphic below, after the state filings file is created for the specific payer EIN, the filing batch ID displays
in the Filing Batch column. At this point, the reconciliation record fields are locked. Clicking the Edit link
when the fields are locked displays the reconciliation details but the details cannot be changed.

Creating a test state filings file does not lock the detail reconciliation fields.
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6 About Entering Reconciliation Information for Annual State Filings

Entering Reconciliation Information
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RECONCILIATION INFORMATION FIELDS
AVAILABLE IN ONESOURCE TAX
INFORMATION REPORTING
The sections in this appendix list and describe the reconciliation information fields for Idaho and Maryland that
are available in ONESOURCETax Information Reporting.

For details regarding the Puerto Rico reconciliation fields, refer to pages 129-134 of
http://www.hacienda.gobierno.pr/downloads/pdf/publicaciones/PUBLICATION_13-07.pdf.

IDAHO 1220 RECONCILIATION FIELDS
You are required to create the reconciliation record for the Idaho 1220 filing only when:

l You are filing for a payer that does not participate in the IRS' Combined Federal/State Filing (CF/SF)
Program and you have forms that show state withholding; or

l You are filing for a payer that participates in the IRS' CF/SF Program, but you have forms that show state
withholding that do not participate in the CF/SF Program.

If you have only Combined Federal/State eligible forms that show state withholding and the payers participate
in the CF/SF Program, then no reconciliation record is required. Submitting a paper copy of Form 967 (Idaho
Reconciliation) with the box checked (indicating that you filed through the CF/SF Program) satisfies your Idaho
filing requirements.

FIELD NAME DESCRIPTION

Filing Cycle (M, Q, B, Y) Payment Frequency: M-Monthly, Q-Quarterly, B-Split Monthly, Y-Yearly

TotalWH Payments
made during the Year

Amount of withholding submitted to the state for the taxable year.

Split Monthly Filer (filing
cycle B)

Leave blank unless Filing Cycle B is entered above. 1/1-1/15 payments to the
State

Split Monthly Calendar
Year Payments

Leave blank unless Filing Cycle B is entered above. 1/1-12/31 payments to the
State
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8 Reconciliation Information Fields Available in ONESOURCE Tax Information Reporting

Idaho W-2 Reconciliation Fields

FIELD NAME DESCRIPTION

Remaining tax due or
Refund

Total StateWithholding entered on 1099s in ONESOURCE Tax Information
Reportingminus totalWH Paymentsmade to the State

TaxDue Sign Enter negative if a refund is due. Otherwise, leave blank. Refers to Rmaining tax
due or Refund.

Penalty on Balance Due Leave blank if no penalty

Interest on balance due Leave blank if no interest on balance due

Total amounts due or
refund

Sum of Remaining tax due or Refund + Penalty on Balance Due + Interest on
balance due

TaxDue Sign Enter negative if a refund is due. Otherwise, leave blank. Refers to Total amounts
due or refund.

Penalty for late filing Leave blank if not filing late

Total Due or Refund Sumof Total amounts due or refund + Penalty for late filing

TaxDue Sign Enter negative if a refund is due. Otherwise, leave blank. Refers to Total Due or
Refund

IDAHO W-2 RECONCILIATION FIELDS

FIELD NAME DESCRIPTION

Filing Cycle (M, Q, B, Y) Payment Frequency: M-Monthly, Q-Quarterly, B-Split Monthly, Y-Yearly

TotalWH Payments
made during the Year

Amount of withholding submitted to the State for the taxable year.

Split Monthly Filer (filing
cycle B)

Leave blank unless Filing Cycle B is entered above. 1/1-1/15 payments to the
State

Split Monthly Calendar
Year Payments

Leave blank unless Filing Cycle B is entered above. 1/1-12/31 payments to the
State

Remaining tax due or
Refund

Total StateWithholding entered on 1099s in ONESOURCE Tax Information
Reportingminus totalWH Paymentsmade to the State
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Reconciliation Information Fields Available in ONESOURCE Tax Information Reporting 9

Maryland W-2 Reconciliation Fields

FIELD NAME DESCRIPTION

TaxDue Sign Enter negative if a refund is due. Otherwise, leave blank. Refers to Rmaining tax
due or Refund.

Penalty on Balance Due Leave blank if no penalty

Interest on balance due Leave blank if no interest on balance due

Total amounts due or
refund

Sum of Remaining tax due or Refund + Penalty on Balance Due + Interest on
balance due

TaxDue Sign Enter negative if a refund is due. Otherwise, leave blank. Refers to Total amounts
due or refund.

Penalty for late filing Leave blank if not filing late

Total Due or Refund Sumof Total amounts due or refund + Penalty for late filing

TaxDue Sign Enter negative if a refund is due. Otherwise, leave blank. Refers to Total Due or
Refund

MARYLAND W-2 RECONCILIATION FIELDS

FIELD NAME DESCRIPTION

Total Amount of Taxes
Reported

Total tax reported on all MW506s.

TotalWithholding Tax Paid Amount of withholding submitted to the State for the taxable year.

Total Tax Exempt Credits Total eligible business tax credits if you are a tax-exempt organization as
indicated onMD form 500CR

Amount TaxDue Total StateWithholding reported onW2s in ONESOURCE Tax Information
Reportingminus TotalWithholding Tax Paidminus Total Tax Exempt Credits

OverPayment If Amount TaxDue is less then zero, enter that amount here as a positive
number. Otherwise leave blank.
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10 Reconciliation Information Fields Available in ONESOURCE Tax Information Reporting

Maryland W-2 Reconciliation Fields

FIELD NAME DESCRIPTION

Amount of Overpayment to be
applied as credit to your
account

Enter the amount you wish to be applied as credit. Otherwise leave blank.

Amount of Overpayment to be
refunded

Enter the amount you wish to have refunded. Otherwise leave blank.

Representative Name Name of person authorized to certify the validity of the filing

Representative Title Title of person authorized to certify the validity of the filing

Representative Phone
Number

Phone number of the person authorized to certify the validity of the filing

Total File Indicator (Y or N) Is this a complete filing? Enter Y or N
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