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THE WITHHOLDING MANAGEMENT MODULE

The objective of this learning module is to enable you to record the federal and state taxes you withheld from
the payments you made to your recipients (called liability records), record that those taxes were remitted to the
appropriate federal and state jurisdictions throughout the year (called deposit records), reconcile the
information, and report the withholding information to the appropriate federal or state agency. The frequency
with which you make deposits generally depends on the total amounts withheld as well as the deposit
requirements for each jurisdiction.

ONESOURCE Tax Information Reporting supports the following types of tax withholding:
o Form 941 (wage withholding)
o Form 945 (non-wage withholding, including elective and backup withholding)
o Form 1042 (withholding on payments to foreign persons)

When using the Withholding Management module, you should complete the following tasks in the following
order:

1. Set up payer deposit frequencies
2. Create liability and deposit records
3. Reconcile liabilities and deposits

4. Generate withholding forms to file with the appropriate federal and state agencies

OUTLINE

Lesson 1: Set Up Payer Deposit Frequencies (page 3) focuses on setting up and updating payer deposit
frequencies. A payer deposit frequency should be set up for each payer, jurisdiction and tax withholding type
combination. For example, if a payer has a federal 941 withholding responsibility and a state 941 withholding
responsibility for California then two payer deposit frequencies need to be set up for the payer. The first is for
the federal 941 withholding responsibility and the second is for the California 941 withholding responsibility.

Lesson 2: Create Liability and Deposit Records (page 9) focuses on creating liability and deposit records and
reviewing those records to ensure they are correct. This lesson guides you through two methods of creating
liability and deposit records: importing source data into your ONESOURCE Tax Information Reporting
database, and manually entering liability and deposit information in ONESOURCE Tax Information Reporting .
When creating your own liability and deposit records, however, you need to use only one method.

ONESOURCE TAX INFORMATION REPORTING
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2 The Withholding Management Module

Special Terms or Phrases

Lesson 3: Review Outstanding Deposits and Reconcile Liabilities and Deposits (page 27) focuses on reviewing
outstanding deposits and reconciling your liabilities for a specific date or range of dates with the deposits for
that date or range of dates. When reconciling liabilities and deposits, you can select multiple states for a payer
and reporting period.

Lesson 4: Federal and State Withholding Information (page 31) focuses on generating federal Form 941
periodic filings, federal Forms 941 and 1042 year-end (annual) filings and state periodic and annual filing
reports.

SPECIAL TERMS OR PHRASES

TERM OR DESCRIPTION

PHRASE
Liability Monies you withheld from the payments made to your recipients.
Deposit Monies you paid for federal or state tax withheld amounts. Typically, deposits are made at

specific intervals throughout the year (called deposit frequencies). The frequency with which
you make deposits generally depends on the total amounts withheld and the deposit
requirements for each jurisdiction.

Reconciliation | The process of matching your liability records for a specific date or range of dates with the
deposits for that range.

ONESOURCE TAX INFORMATION REPORTING
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LESSON 1: SET UP PAYER DEPOSIT
FREQUENCIES

In this lesson, you will learn how to set up and update payer deposit frequencies. A payer deposit frequency
should be set up for each payer. If the payer has withholding responsibilities in multiple jurisdictions or for
multiple tax withholding types, then a payer deposit frequency should be set up for each combination. For
example, if a payer has 941 (wage withholding) and 945 (non-wage withholding) responsibilities, then two
payer deposit frequencies need to be set up for the payer. The firstis for 941 withholding and the second is for
945 withholding.

After setting up your payer deposit frequencies, ONESOURCE Tax Information Reporting calculates the due
dates for each withholding type based on the frequencies you provided. For state withholding reporting, if an
amount withheld exceeds the limit for the filing frequency you set up, ONESOURCE Tax Information Reporting
calculates the due dates based on the frequency established by the state for the amount withheld.

You can track the deposit due dates for each payer so you can meet the deposit and filing responsibilities for
each applicable jurisdiction, review outstanding deposits and avoid overdue remittances.

The tasks in this lesson can help you manage tax withholding deposit and filing responsibilities for multiple
jurisdictions, alert you to any outstanding deposits and help you avoid overdue remittances.

OBJECTIVES

After completing this lesson, you will be able to:

« SetUp a Payer Deposit Frequency (page 4)

« Update a Payer Deposit Frequency (page 6)

PREREQUISITES

The ability to set up and update payer deposit frequencies is controlled by the user profile assigned to you as a
ONESOURCE Tax Information Reporting user. See your administrator if you cannot complete a task in Lesson
1.

ONESOURCE TAX INFORMATION REPORTING
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4 Lesson 1: Set Up Payer Deposit Frequencies

Set Up a Payer Deposit Frequency

Additionally, before you set up a payer deposit frequency, you should:

o Setup your payer state codes for each payer and each jurisdiction. To learn how to set up payer state
codes, see Lesson 3: Payersin Learning about the Review & Maintenance Module.

« Foreach type of tax withholding, review the state deposit frequency statute for each jurisdiction to
determine the deposit frequencies for your payers. Different states have different remittance frequencies
for different amounts. The deposit frequency (for example, semi-weekly, monthly or quarterly) generally
depends on the amount withheld in prior periods.

SET UP A PAYER DEPOSIT FREQUENCY

To set up a payer deposit frequency:
1. Click the Wh Mgmt module.

2. Click Deposit Frequency/Options from the Side Menu. The Options page displays.
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3. Under the Payer Deposit Frequency section, click H to select the payer to set up the deposit
frequency for. The Quick Search-Webpage Dialog page displays.
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Lesson 1: Set Up Payer Deposit Frequencies

Set Up a Payer Deposit Frequency
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. Choose the payer by selecting the payer from the Returned Search Results box then click the right
arrow to move the payer to the Selected From Search Results box.

If you want to remove the payer you chose, select the payer in the Selected From Search Results box
then click the left arrow to move the payer back to the Returned Search Results box.

. Click OKto return to the Options page. The payer you selected is displayed in the You have selected the
payer field and the payer's EIN is displayed in the Payer EIN field.

. Select the tax location where the deposit will be made, the type of withholding deposit and the frequency of
the deposit from the Tax Location, WH Type and Frequency drop-down lists.

. Complete one of the following:

« Ifthe deposit frequency will be continuous, enter the beginning date for the deposit frequency
schedule in the Start Date field. Do not enter a date in the End Date field.

When entering the start date, be sure to use the format, MM/DD/YYYY (where MM is the month, DD
is the date and YYYY is the year).

ONESOURCE TAX INFORMATION REPORTING
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6 Lesson 1: Set Up Payer Deposit Frequencies

Update a Payer Deposit Frequency

« Ifthe deposit frequency will end or will change between reporting periods, enter the date range for
the deposit frequency in the Start Date and End Date fields. WWhen entering the date range, be sure
to use the format, MM/DD/YYYY (where MM is the month, DD is the date and YYYY is the year).

8. Click Save.

9. Click OKwhen a message, informing you that the deposit due dates are being calculated, displays.

UPDATE A PAYER DEPOSIT FREQUENCY

To update a payer deposit frequency:

1. Inthe grid under the Payer Deposit Frequency section on the Options page, click the PayerCd link for
the payer deposit frequency you want to update. The WhOptPayerFreqPop-Webpage Dialog page

displays.
[a WhCptPayerFregPop -- Webpage Dialog | 2 |
Payer Cd: WHMRMLY
Payer EIN: 200907291
Payer Hame: WMMLY
Data Form: 945 Liabilities
Tax Location: us
Frequency: Monthhy -
Start Date: 1712009
End Date: 01/04/2009 11:00:00 PM

2. Toupdate the deposit frequency for the payer, select the frequency from the Frequency drop-down list.

ONESOURCE TAX INFORMATION REPORTING
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Lesson 1: Set Up Payer Deposit Frequencies 7

Lesson 1: Wrap-Up

3. To update the deposit frequency schedule, complete one of the following:

« Ifthe deposit frequency will be continuous, enter the beginning date for the deposit frequency
schedule in the Start Date field. Do not enter a date in the End Date field.

When entering the start date, be sure to use the format, MM/DD/YYYY (where MM is the month, DD
is the date and YYYY is the year).

« Ifthe deposit frequency will end or will change between reporting periods, enter the date range for
the deposit frequency in the Start Date and End Date fields. When entering the date range, be sure
to use the format, MM/DD/YYYY (where MM is the month, DD is the date and YYYY is the year).

4. Click Save.

5. Click OKwhen a message, informing you that the deposit due dates are being calculated, displays.

6. Click Save under the Payer Deposit Frequency section on the Options page.

LESSON 1: WRAP-UP

In this lesson, you learned how to set up and update payer deposit frequencies. These tasks can help you
manage tax withholding deposit and filing responsibilities for multiple jurisdictions, alert you to any outstanding
deposits and help you avoid overdue remittances.

ONESOURCE TAX INFORMATION REPORTING
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8 Lesson 1: Set Up Payer Deposit Frequencies

Lesson 1: Wrap-Up

ONESOURCE TAX INFORMATION REPORTING
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LESSON 2: CREATE LIABILITY AND DEPOSIT
RECORDS

In this lesson, you will learn how to create liability and deposit records and review those records to ensure they
are correct. There are two methods you can use to create liability and deposit records:

o Import the source data into your ONESOURCE Tax Information Reporting database. Before you can
import your liability and source data, you must first create field maps. After the field maps are created, you
can transfer one or more source files into ONESOURCE Tax Information Reporting so that the source
data can be loaded into ONESOURCE Tax Information Reporting .

The Withholding Management module accepts ASCII-formatted source files that have a .DAT or .TXT
extension. The files can be either fixed-width or delimited text. Tab, pipe (]) or tilde (~) delimiters are
supported for delimited text files.

D/‘ If you will be importing liability and deposit records, be sure to review the Withholding
- Management Mapping Specifications (page 41).

« Manually enter the liability or deposit information in ONESOURCE Tax Information Reporting .

This lesson guides you through using both methods. When creating your liability and deposit records, however,
you need to use only one method. In this lesson, Tasks 1 and 2 apply to importing liability and deposit records.
Tasks 3 and 4 apply to manually entering liability and deposit information.

The tasks in this lesson can help you move or enter your liability and deposit information into ONESOURCE Tax
Information Reporting so that you can reconcile the information and accurately file the withholding information
with the appropriate federal or state agencies.

OBJECTIVES

After completing this lesson, you will be able to:

« Create a Field Map for Importing Liability or Deposit Source Files (page 10)

Transfer Liability and Deposit Source Files and Import Source Data (page 14)

Manually Enter a Liability Record (page 15)

Manually Enter a Deposit Record (page 18)

Review the Processing Status for the Due Date Calculation (page 19)

ONESOURCE TAX INFORMATION REPORTING
LEARNING ABOUT THE WITHHOLDING MANAGEMENT MODULE V2



10 Lesson 2: Create Liability and Deposit Records

Prerequisites

+ Review Withholding Records (page 20)

« Update a Liability Record (page 24)

PREREQUISITES

« The ability to import and create liability and deposit records is controlled by the user profile assigned to you
as a ONESOURCE Tax Information Reporting user. See your administrator if you cannot complete a task
in Lesson 2.

« If you will be importing your liability and deposit records, you review the Withholding Management
Mapping Specifications (page 41) before creating a field map or transferring source files and importing
source data.

« If you will be adding liability or deposit records, set up your payer state codes for each payer you will be
withholding state taxes for. If you do not set up payer state codes for the payers, ONESOURCE Tax
Information Reporting will display the following message, and you will not be able to create the liability or
deposit records until the codes are set up:

VBScript e |

Missing state payer code for this payer/tax location. Please enter state payer code
and then try again.

« Tolearn how to set up payer state codes, see Lesson 3: Payers in Learning about the Review &
Maintenance Module.

CREATE A FIELD MAP FOR IMPORTING LIABILITY OR
DEPOSIT SOURCE FILES

To create a field map for importing liability or deposit source files:
1. Click the Wh Mgmt module.

2. From the Side Menu, click Field Maps.

ONESOURCE TAX INFORMATION REPORTING
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Lesson 2: Create Liability and Deposit Records 11

Create a Field Map for Importing Liability or Deposit Source Files

Map Rarme
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3. Under the Field Maps section, click New. The WHFieldMapPop-Webpage Dialog page displays.

£ | WHFiekdMapPop o Wb Dol

T — R —

Name:

|| Data Category:

Liabilities-Single
Deposits-Single - I
Liabilities-Multi -

Deposits-Multi

4. Enter the name for the field map in the Name field.

5. Select the data

type for the field map from the Data Category drop-down list. You can select:

DESCRIPTION

Liabilities-
Single

For a source file that contains liability records in a single column format. Each record in a
single-column format source file contains only one amount type. The field value has a
corresponding box number so that the source system can identify the amount type that is
associated with the record.

ONESOURCE TAX INFORMATION REPORTING
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Lesson 2: Create Liability and Deposit Records

Create a Field Map for Importing Liability or Deposit Source Files

DATA DESCRIPTION

TYPE

Deposits- | For a source file that contains deposit records in a single column format. Each recordin a
Single single-column format source file contains only one amount type. The field value has a
corresponding box number so that the source system can identify the amount type that is
associated with the record.

Liabilities- | For a source file that contains liability records in a multi-column format. Each record in a
Multi multi-column format source file contains multiple amount fields, with each representing a
type of withholding amount.

Deposits- | For a source file that contains deposit records in a multi-column format. Each record in a
Multi multi-column format source file contains multiple amount fields, with each representing a
type of withholding amount.

Enter a description for the field map in the Desc/Comments field.
Complete one of the following:
« If your source file is an ASCII-formatted delimited text file, select the Delimited Map? check box.

« If your source file is an ASCII-formatted fixed-width text file, make sure the Delimited Map? check
box is cleared.

Click Add. The Field Map page for the data type you selected displays.

See Withholding Management Mapping Specifications (page 41) for details on preparing Withholding
Management field maps.

The Field Map page contains two sections: the Field Maps section and the Sample Data section. The
Field Maps section is where you set the mapping coordinates and import options.

The Sample Data section can assist you with mapping fields by allowing you to access the content of the
source file being mapped. Under this section, you can click Get sample from local to retrieve the file
from your local drive or Get sample from transfer file list to review the file that you transferred.

If your field map is a delimited text file, then, under the Field Maps section, review and, if necessary,
select the applicable delimiter from the drop-down list to the right of the Map Description field.

Set the mapping coordinates and import options applicable to the data type you selected. See Withholding
Management Mapping Specifications (page 41) for valid field values.

ONESOURCE TAX INFORMATION REPORTING
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Lesson 2: Create Liability and Deposit Records 13

Create a Field Map for Importing Liability or Deposit Source Files

A few important things to remember include:

« Depending on the kind of records your source system generates, you may provide recipient details
when you import liabilities. For example, if you source file contains grand total liability amounts for
each state (summary level) then you do not need to load recipients or map recipient information in
the field map. However, if your source file contains liability information for each recipient (detail level),
then you can include recipient details when you import liability records.

Although ONESOURCE Tax Information Reporting does not match recipients and liability records,
importing a source file that contains liability information for each recipient may be helpful when you
need to reconcile year-end 1099s to the amounts that were withheld.

« When importing deposits, you only need to load the total of remittances for each jurisdiction.
The required fields for creating liability records include:

« Liability Withholding Date-This date is used to calculate the deposit due date.

o Payer Code

« Withholding Type-For example, 941, 945 or 1042.

o Tax Jurisdiction-For example, Fed or State.

« Box Number

« Field Value
The required fields for creating deposit records include:

« Deposit Date

« Payer Code

« Withholding Type-For example, 941, 945 or 1042.

« Deposit Taxable State/Location-For example, Fed or State.

« Liability Period Begin Date and Liability Period End Date-These dates comprise the date

range is the period the deposit is for, not the date the deposit was made. For example, a deposit was
made on April 3 for the month of March. The date range for the period is March 1 through March 31.

ONESOURCE TAX INFORMATION REPORTING
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Lesson 2: Create Liability and Deposit Records

Transfer Liability and Deposit Source Files and Import Source Data

The Liability Period Begin Date and Liability Period End Date are required for reconciliation
purposes.

« Box Number
+ Field Value

Click Save at the top of the Field Map page.

TRANSFER LIABILITY AND DEPOSIT SOURCE FILES AND
IMPORT SOURCE DATA

To transfer liability and deposit source files to your ONESOURCE Tax Information Reporting database and
import the source data:

1.

Click Transfer Files from the Side Menu on the Withholding Management page. The File Upload-
Webpage Dialog page displays.

Click Select Files.

Navigate to the folder where your source files are located, select the source files to transfer then click OK.
The File Upload-Webpage Dialog page redisplays, listing the files you selected for transfer.

Click Upload. The file transfer process starts.

As the files are transferred, the File Upload-Webpage Dialog page displays the Progress bar to track the
progress of the transfer process. While your files are transferred, you cannot access other pages in
ONESOURCE Tax Information Reporting .

After the transfer process completes, the status shows as Complete and the Progress bar is replaced
with a checkmark.

Click Close.

Click Withholding Imports from the Side Menu. The Withholding Imports page displays. The source files
you transferred are now displayed in the grid under the Files Transferred-Waiting for Import section.

ONESOURCE TAX INFORMATION REPORTING
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Manually Enter a Liability Record

Import Review & Mainlgnance PrinlFiling Complance Opons |

Withholding Management >> Withholding imports >

:*. Files Transfemed - Waiting for Impaort

Choose a field map for each file, then submit for importing.
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7. Complete the following to submit the source files you transferred for import:

a. Foreach source file that you transferred, select the field map to use to import the transferred source
file from the Field Map Category-Name field. Select the check box in the Header Row Exists
column only if you want the import process to ignore the first row in your source file.

b. Click Submit. You can now monitor the status of the import jobs by clicking the Import Job Status
link under the Status Reports section on the Withholding Imports page.

MANUALLY ENTER A LIABILITY RECORD

To manually enter a liability record:

1. Click Withholding Data Entry from the Side Menu on the Withholding Management page. The New
Form page displays.

ONESOURCE TAX INFORMATION REPORTING
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Manually Enter a Liability Record

@ Select A Form / Tax Junsdiction
Form Type

Tax Jurisdiction

- -

@ Select A Payer

Payer Code Payer Hame Payer EIN

Code

W W W
Mo payers found

Under the Select A Form / Tax Jurisdiction section, select the liability type from the Form Type drop-
down list.

Select the jurisdiction from the Tax Jurisdiction drop-down list.

Under the Select A Payer section, select the payer by entering the payer information in the Payer Code,
Payer Name and Payer EIN fields. If you want to search for the payer, enter as much payer information
as you know in the Payer Code, Payer Name and Payer EIN fields then click Search. To select the
payer and populate the payer fields with the payer's information, click the payer name in the grid below the
payer fields.

Click Submit at the top of the New Form page. The Withholding Detail page displays. This page allows
you to enter the liability information for the payer and tax location. Notice that the fields on this screen
apply to the liability type you selected from the Form Type drop-down list.

ONESOURCE TAX INFORMATION REPORTING
LEARNING ABOUT THE WITHHOLDING MANAGEMENT MODULE V2



Lesson 2: Create Liability and Deposit Records 17
Manually Enter a Liability Record

. Under the Withholding Summary section, enter the withholding date in the Withholding Date field.
When entering the date, be sure to use the format, MM/DD/YYYY (where MM is the month, DD is the date

and YYYY is the year).
. Enter the amount of the liability in the Withholding Liability Amount field.
. Complete the remaining fields for your liability type.

. If you want to enter recipient information that is associated with the withholding amount, click Add Details
to display the Withholding Details-Webpage Dialog page. When you are finished entering the recipient
information, click Save to return to the Withholding Detail page.

D‘ Entering recipient information is optional. The liability record can be a grand total of what you
_ withheld rather than for individual recipients.

[ wisnolsng Dot — Webpage Dclog i |

Security Group
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Mo Group -
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0000418
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Withholding Description:

Box 1 - Federal Withholding:

Box 2 - State Withholding:

Recipient Tin:

Recipient Tin Type: -

|| Recipient Customer ld: I|
Recipient First Name:

I Recipient Middle Name:

Recipient Last Name:

Check Number:

Liability Detail User Defined1

Liability Detail User Defined2

Liability Detail User Defined3
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18 Lesson 2: Create Liability and Deposit Records

Manually Enter a Deposit Record

10. Click Save. A message displays, informing you that deposit due dates are being calculated.

11. Click OK.

MANUALLY ENTER A DEPOSIT RECORD

To manually enter a deposit record:

1. Click Withholding Data Entry from the Side Menu on the Withholding Management page. The New
Form page displays.

@ Select A Form / Tax Jurisdiction
Form Type Tax Jurisdiction

- -

@ Select A Payer

Payer Code Payer Hame Payer EIN

Mo payers found

2. Underthe Select A Form / Tax Jurisdiction section, select the deposit type from the Form Type drop-
down list.

3. Select the jurisdiction from the Tax Jurisdiction drop-down list.

4. Under the Select A Payer section, select the payer by entering the payer information in the Payer Code,
Payer Name and Payer EIN fields. If you want to search for the payer, enter as much payer information
as you know in the Payer Code, Payer Name and Payer EIN fields then click Search. To select the
payer and populate the payer fields with the payer's information, click the payer name in the grid below the
payer fields.

5. Click Submit at the top of the New Form page. The Deposit Detail page displays. This page allows you to
enter the deposit information for the payer and tax location.

ONESOURCE TAX INFORMATION REPORTING
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Review the Processing Status for the Due Date Calculation

6. Under the Withholding Deposit section, enter the date range the deposit applies to in the Deposit
applied to this withholding liability date range fields. Enter the start date for the date range in the first
field and the end date in the second field. When entering the dates, be sure to use the format,
MM/DD/YYYY (where MM is the month, DD is the date and YYYY is the year).

7. Enter the date the deposit was sent to the tax jurisdiction in the Date deposited to the Taxing
Jurisdiction field.

8. Enter the amount deposited in the Amount deposited to the Federal Agency or Amount deposited to the
State Agency field.

9. Enter the advice ID of the deposit in the Advice ID field.

10. Enter a description of the deposit in the Deposit Description field. You can use a maximum of 50
characters to enter the description.

11. Click Save.

REVIEW THE PROCESSING STATUS FOR THE DUE DATE
CALCULATION

ONESOURCE Tax Information Reporting calculates the deposit due dates each time you manually enter a
liability record.

To review the processing status for the due date calculation:
1. Click Review Withholdings from the Side Menu on the Withholding Management page.

2. Under the Deposit Due Dates Processing section, click Load. A grid displays, showing the processing
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Review Withholding Records

status for the due date calculation.

(&) Deposit Due Dates Processing

Click the Load button to view the status of your due date process.

154 roas

SO000000005157 WH Due Date Calculation |08042009 01:58:13 PM (08042009 01:58:14 PM _|Batch Complete Sharon Rector -
| S0000000005156 [WH Due Date Calculation |0/042009 01:57:17 PV |08/04/2009 01:57-17 PM [Batch Complete |Sharon Rector =
| S0000000005155 WH Dus Dsbe Calculation |0S042009 015715 FM | D/04/2008 01:57-15 P |Batch Complete |Sharon Rector
| ‘50000000005154 [WH Due Date Calculaton (0G/D4/2009 01:57:13 PM_[08/04/2008 01,57.13 Pi_|Batch Complete |Sharon Rector
| 5000000005153 WH Due Date Calkulation [0B/04/2009 01:56:15 P DEA4/Z009 01:56:15 Pl _[Balch Complete Sharon Rector -

REVIEW WITHHOLDING RECORDS

After you import or create liability and deposit records, it is a good idea to review the withholding information to
ensure it is correct.

To review withholding records:

1. Click Review Withholdings from the Side Menu on the Withholding Management page. The Review
Withholdings page displays.
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Review Withholding Records

Sebect the payer, tax locatepn, withhobding type and applicable dates in MMDDYY format for the payer that you wish (o review,

Clnhu to aslect & Payan

Tax Location {required): -

Sebrct one of the Tollowing record types (required):
@) Liabitities ©) Deposits

Sebect the following withholding types (required):
[Foa1

Cloas

[ 1042

Filter Records By {required):

@ Return ALL records

) Return records that have not been reconciled
) Return records that have been reconciled

Saject the following dates to filter your resulis [required). Only one date type can be used (RMADDAY):

Deposit Due Dates:  From To
Deposit Dates: From To
Withholding Dates: From Toe

2. Under the Review Liabilities/Deposits section, select the payer to review by clicking B The Quick
Search-Webpage Dialog page displays.
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Review Withholding Records

A Guick Soarch - Webpage Dlaog

To nafow e it of gvailable paysdss, anler seasch crinedia in the texn box balow aed clich the Saasch bamen

Search  Search |
Hotiieed Search Redulng Solecesd From Sessch Resis:

Fayar Cosin 10 - papss numbar 10 PaparCated - Paper 4 Hame 1

4 Fage 1ali | m

Choose the payer by selecting the payer from the Returned Search Results box then click the right
arrow to move the payer to the Selected From Search Results box.

If you want to remove the payer you chose, select the payer in the Selected From Search Results box
then click the left arrow to move the payer back to the Returned Search Results box.

Click OKto return to the Review Withholdings page.
Select the jurisdiction from the Tax Location (required) drop-down list.

Select Liabilities to review liability records for the payer or select Deposits to review deposit records for
the payer.

Select the check boxes for the withholding types you want to review. For example, if you want to review
your 941 and 945 liability records, select the 941 and 945 check boxes.

Select one of the following to indicate how you want your results filtered:

« Return ALL records displays all of the record types for the payer and withholding type regardless
of whether the record types are reconciled.
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Review Withholding Records

« Return records that have not been reconciled displays all of the record types for the selected
payer and withholding type that have not been reconciled yet.

« Return records that have been reconciled displays all of the record types for the selected payer
and withholding type that have been reconciled.

9. Select one of the following to indicate the date type and date range used to filter your results:

D/‘ When entering a date range, be sure to use the format, MM/DD/YYYY (where MM is the
- month, DD is the day and YYYY is the year).

« Deposit Due Dates to filter your results according to the deposit due date range you enter in the
corresponding From and To fields. Deposit due dates are calculated by ONESOURCE Tax
Information Reporting after the liabilities are created. They are based on the payer deposit frequency
that was set up.

« Deposit Dates to filter your results according to the deposit date range you enter in the
corresponding From and To fields. Deposit dates are the dates the deposits were made to a tax
jurisdiction. They are created when the deposit record is created.

« Withholding Dates to filter your results according to the withholding date range you enter in the
corresponding From and To fields. Withholding dates are the dates when you withheld amounts
from the payments to your recipients. They are created when the liability record is created.

10. Click Open. The Withholding List or Remittance List page displays all of the liability or deposit records
meeting your search criteria.

11. Click the WhSummarylD or WhRemitld link to review the details of the liability or deposit record.
12. Complete one of the following, if necessary:

« Ifthe deposit amount is incorrect, enter the correct amount in the in the Amount deposited to the
Federal Agency or Amount deposited to the State Agency field then click Save.

« Ifthe amount of the liability is incorrect, see Update a Liability Record (page 24) to enter the correct
amount.
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Update a Liability Record

UPDATE A LIABILITY RECORD

You can update any of the amount fields for a liability record. However, you cannot update the withholding date.
To update a liability record:

1. Click Withholding Data Entry from the Side Menu on the Withholding Management page. The New
Form page displays.

@ Select A Form / Tax Jurisdiction
Form Type Tax Jurisdiction

- -

@ Select A Payer

Payer Code Payer Hame Payer EIN

Mo payers found

2. Underthe Select A Form / Tax Jurisdiction section, select the liability type and jurisdiction for the
liability record you want to update from the Form Type and Tax Jurisdiction drop-down lists.

3. Under the Select A Payer section, select or search for the payer. To select the payer, enter the payer
information in the Payer Code, Payer Name and Payer EIN fields. To search for the payer, enter as
much payer information as you know in the Payer Code, Payer Name and Payer EIN fields, click
Search then click the payer name in the grid below the payer fields.

4. Click Submit at the top of the New Form page. The Withholding Detail page displays.
5. Enter the original liability information in the applicable fields on the Withholding Detail page.

6. Click Save. The "Existing record found" message displays, informing you that a liability record already
exists.

7. Click OKto return to the Withholding Detail page.
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8. Update the amounts, including the withholding liability amount, in any of the amount fields on the
Withholding Detail page. You cannot update the withholding date.

9. Click Save to save your updates.

LESSON 2: WRAP-UP

In this lesson, you learned how to import the liability and deposit source data into your ONESOURCE Tax
Information Reporting database, manually enter the liability or deposit information in ONESOURCE Tax
Information Reporting , and review the liability and deposit records to ensure they are correct. These tasks can
help you move or enter your liability and deposit information into ONESOURCE Tax Information Reporting so
that you can reconcile the information and accurately file the withholding information with the appropriate

federal or state agencies.
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Lesson 2: Wrap-Up
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LESSON 3: REVIEW OUTSTANDING DEPOSITS
AND RECONCILE LIABILITIES AND DEPOSITS

In this lesson, you will learn how to review any outstanding deposits and reconcile (or match) your liabilities for a
specific date or range of dates with the deposits for that date or range of dates. Reconciliation is completed by
payer and reporting period for a tax jurisdiction. You can reconcile the liabilities and deposits for multiple states
atone time.

The tasks in this lesson can help you determine whether you have met your remittance responsibilities to
various tax jurisdictions, and can help ensure that the liability and deposit amounts match before the
withholding information is reported to the appropriate federal or state agency.

OBJECTIVES

After completing this lesson, you will be able to:

« Review Outstanding Deposits (page 27)

« Reconcile Liabilities and Deposits (page 28)

PREREQUISITES

The ability to reconcile liabilities and deposits is controlled by the user profile assigned to you as a
ONESOURCE Tax Information Reporting user. See your administrator if you cannot complete a task in Lesson
3.

REVIEW OUTSTANDING DEPOSITS

Reviewing the Deposits Outstanding section on the Withholding Management page can help you determine
whether you have met your remittance responsibilities to various tax jurisdictions.

To review outstanding deposits:
1. Click the Wh Mgmt module to display the Withholding Management page.

2. Review the grid under the Deposits Outstanding section. A deposit remains listed in this grid until you
reconcile your liabilities with your deposits or until the liability amount is satisfied.
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Reconcile Liabilities and Deposits

RECONCILE LIABILITIES AND DEPOSITS

To reconcile liabilities and deposits:

1. Click Review Withholdings from the Side Menu on the Withholding Management page.

2. Under the Process Liabilities/Deposits Reconciliations section, cIickuto select the payer to set up
the deposit frequency for. The Quick Search-Webpage Dialog page displays.

A Quick Search - Webpage Dislog

To naifow B B of available paysis, aner seasch crivedia in the 1ex box balow sfd click the Ssasch Bamen

Saafch m

| Hotuised Search Resols Saleced From Seasch Rosuls:

[ Papar Cose 10 - papar mumber 10 [Paparcooes -Papera Hame 1

4 Page 1af1 b m

3. Choose the payer by selecting the payer from the Returned Search Results box then click the right
arrow to move the payer to the Selected From Search Results box.

If you want to remove the payer you chose, select the payer in the Selected From Search Results box
then click the left arrow to move the payer back to the Returned Search Results box.

4. Click OKto return to the Review Withholdings page. The payer you selected is displayed in the field to the

right of H
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Reconcile Liabilities and Deposits

5. Complete one of the following to select the tax location (jurisdiction) you want to reconcile liabilities and

8.

deposits for:

« Select Federal Reconciliation to reconcile federal liabilities and deposits for the payer.

« Select State Reconciliation to reconcile state liabilities and deposits for the payer, then select the
check boxes for the states you want to reconcile liabilities and deposits for. Select the Select check
box in the column heading to reconcile liabilities and deposits for all of the states.

Select the withholding type you want to reconcile. You can select 941 to reconcile Form 941 liabilities and
deposits, 945 to reconcile Form 945 liabilities and deposits or 1042 to reconcile Form 1042 liabilities and

deposits.

| D/‘ You cannot select multiple withholding types to reconcile.
Select one of the following to indicate the date type and date range used to filter your results:

Z

« Withholding Dates to filter your results according to the withholding date range you enter in the
corresponding From and To fields. Withholding dates are the dates when you withheld amounts
from the payments to your recipients. They are created when the liability record is created.

When entering a date range, be sure to use the format, MM/DD/YYYY (where MM is the
month, DD is the day and YYYY is the year).

« Deposit Dates to filter your results according to the deposit date range you enter in the

corresponding From and To fields. Deposit dates are the dates the deposits were made to a tax
jurisdiction. They are created when the deposit record is created.

Click Open. The liabilities and deposits are displayed in the grids below the deposit and withholding period

information.

RO sl o

T Deponit amount covers the WH period froms FIRHHY To FI0HH1

Totsl Lisbisty: p10 8
Tetal Deposita: LR
el Deference: pl]
|G4E Lkl cT CROE T S918 SF 3214311 945 Dapusiits cT DROEDET  MAOEDMI G3HLSI011 5918 55
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Lesson 3: Wrap-Up

9. Complete one of the following:

« Ifthe net difference displayed in the Net Difference field is $0.00 or is greater than $0.00 (indicating
an overfunding), you can reconcile the liabilities and deposits for the payer by clicking Submit.

o Ifthe net difference is less than $0.00 (indicating an underfunding), the deposit cannot be reconciled.
It will display in the grid under the Deposits Outstanding section on the Withholding Management
page until the liability amount is satisfied.

LESSON 3: WRAP-UP

In this lesson, you learned how to review any outstanding deposits and reconcile your liabilities for a specific
date or range of dates with the deposits for that date or range of dates. The tasks in this lesson can help you
determine whether you have met your remittance responsibilities to various tax jurisdictions, and can help
ensure that the liability and deposit amounts match before the withholding information is reported to the
appropriate federal or state agency.
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LESSON 4: FEDERAL AND STATE
WITHHOLDING INFORMATION

In this lesson, you will learn how to generate federal Form 941 periodic filings, federal Forms 941 and 1042
year-end (annual) filings and state periodic and annual filing reports. You will also learn how to view the
withholding filing status.

Form 941 filings include Social Security and Medicare tax withholding, and require wage information. Federal
Form 941 filings should be generated on a quarterly basis.

Most states do not distinguish between 941 and 945 withholding types. Additionally, ONESOURCE Tax
Information Reporting generates state filing reports rather than withholding forms because most states require
a filer to login to their websites and report the withholding information by entering it online. Each state filing
report includes the withholding information that needs to be entered online.

The tasks in this lesson can help you prepare and submit federal and state withholding information to the
appropriate federal and state agencies, and include all payers or only the payers you choose. Viewing the
withholding filing status can help you stay updated on the progress of your batch withholding filing jobs, and can
help you identify and correct errors that may exist early in the batch filing process.

OBJECTIVES

After completing this lesson, you will be able to:

« Generate a Federal Form 941 Periodic Filing (page 32)

« Generate a Federal Form 945 or Form 1042 Year-End (Annual) Filing (page 34)

« Generate a State Filing Report (page 36)

View the Withholding Filing Status (page 39)

PREREQUISITES

The ability to file federal and state withholding information is controlled by the user profile assigned to you as a
ONESOURCE Tax Information Reporting user. See your administrator if you cannot complete a task in Lesson
4,
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Generate a Federal Form 941 Periodic Filing

GENERATE A FEDERAL FORM 941 PERIODIC FILING

To generate a federal Form 941 periodic filing:
1. Click the Wh Mgmt module.
2. From the Side Menu, click Filing.

3. Under the Payer Selections section, select the payers to include.

o Select All Payers includes all payers.

« Select One or More Payers indicates that you want to choose the individual payers to include. To

choose individual payers:

a. Click u to display the Quick Search-Webpage Dialog page.

A Quick Sawrch WaBpage Diadiog,

sradch crivedia in the text box bolow sed click the Seasch bamen

To namow b bt o swailable payeds, enlor s

Search

[ Hoturssed Search Resoles Saleced From Seasch Hosuls:

FasriCodsd - Payerd Mama 1

Py G osde 10 - payer numbar 10

FapiCaded - Pyl 4 Mime 1

4 Page Tall | m

b. Choose a payer by selecting the payer from the Returned Search Results box. You can
choose as many payers as is necessary.

c. Click the right arrow to move the payer to the Selected From Search Results box.
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Generate a Federal Form 941 Periodic Filing

If you want to remove a payer you chose, select the payer in the Selected From Search

Results box then click the left arrow to move the payer back to the Returned Search Results
box.

d. Click OKto return to the Filing page. The number of payers displayed in the You have
selected payer(s) field is updated to reflect the number of payers you chose.

4. Under the Taxing Authorities section, select Federal Filings then select 941 from the drop-down list.

Withholding Management *> Filling >=

KMake the appropriate filing choices and then submiit Bor Tiling. m

Salact Payers io process,
Select AN Payers

Select One or Bore Payers

You haee selecied payer|E) Chck E B renview and select payers

(&) Taxing Authorities

Select taxing suthorities to be fled.

& federal Filings - State Fiings
—_—

Ananuad E_ For quarier ending 11 = For maonth ending

.’_3'_1: F||||'|:_: Orptions

I prepane teat file. (WHI ol mark farma 58 fiked)
Fils Dascription (max 50 characiars)

Deposit Filing Status

5. Select the quarter ending date from the For quarter ending drop-down list.

6. Under the Filing Options section, select Prepare test file. (Will not mark forms as filed) check box if
you want to create a test file.

| D/‘ When creating a test file, the resulting test file is not marked as Filed.
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Generate a Federal Form 945 or Form 1042 Year-End (Annual) Filing

7. Enter a description for the file in the File Description (max 50 characters) field. The description can
help identify the file as a federal Form 941 file for a specific quarter.

8. Click Submit to submit the file for processing.

GENERATE A FEDERAL FORM 945 OR FORM 1042 YEAR-END
(ANNUAL) FILING

To generate a federal Form 945 or Form 1042 year-end (annual) filing:

1. Click Filing from the Side Menu on the Withholding Management page.

2. Under the Payer Selections section, select the payers to include.

o Select All Payers includes all payers.
« Select One or More Payers indicates that you want to choose the individual payers to include. To

choose individual payers:

a. Click u to display the Quick Search-Webpage Dialog page.

A Quick Soarch - Webpage Dlalog

smafch crinedia in the et box balow sed clich the Saasch bamen
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Generate a Federal Form 945 or Form 1042 Year-End (Annual) Filing

b. Choose a payer by selecting the payer from the Returned Search Results box. You can
choose as many payers as is necessary.

c. Click the right arrow to move the payer to the Selected From Search Results box.

If you want to remove a payer you chose, select the payer in the Selected From Search
Results box then click the left arrow to move the payer back to the Returned Search Results
box.

d. Click OKto return to the Filing page. The number of payers displayed in the You have
selected payer(s) field is updated to reflect the number of payers you chose.

3. Under the Taxing Authorities section, select Federal Filings then select 945 or 1042 from the drop-
down list.

Withholding Management >> Fillimg >=

Make the appropriate filing choices and then submit for filing. [0

(&) Payer Selactions

Select Payers to process.
Select AN Payers

Salect One or More Payers
You have selected payer(z) Click H o review and select payers

iy T A . "
&) Taxing Authorities

Select taxing authorities to be fled.

& [ederal Filings - State Filimgs

Ananusl Far quarier ending 11 = Far manth ending
45
CEN - N
=

AL - Alabsms

AR - Arkansas

AT - Arizona

CA - California

€ - Cobarado

CT - Connacticut

BT - District of Columbia

.’_3'_': F:Iu'::_; Chotions

I Prepare tet file. (Wil nol mark forms o filed)

File Dapacripion (max 50 charsctare):

Deposit Filing Status

4. Under the Filing Options section, select Prepare test file. (Will not mark forms as filed) check box if
you want to create a test file.
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Generate a State Filing Report

| D/‘ When creating a test file, the resulting test file is not marked as Filed.

5. Enter a description for the file in the File Description (max 50 characters) field. The description can
help identify the file as federal Form 945 or Form 1042 filing.

6. Click Submit to submit your file for processing.

The graphic below shows Schedule A, which is generated for a Form 945 filing. The total withholding
amount should equal the total amount for the 1099s you will be filing. If recipient-level information was
provided when your liability records were created, then you can use that information to help you reconcile
the amounts.

roem 9454 Annual Record of Federal Tax Liability oo e
B 2011
mw_::;:ﬂ e File with Form 845, S45X, T, CT-1 I B4, G440 or B44-55 P——
Name o showe on Form B85, BEE-0 C1-1, C1-1 0 GA4, BN, or GASEE] Erboy o slentnateon number B
Payerd Name | Chaser . 25-11 3004
Wit st cosevplene thes b o o e Pefeesd M GEOSE LN § SEmasekly Sihadiule 0o of o e alebny dunng sy eonh wes 5100 000 or mose
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1 17 1 4o | 1 B ds0n |17 o274 1 mrzamTr |17 50,150, 14
1 1 assar| 2 WInTE fin pa k60 ] T |1 2801100
F1 18013 e 1 sronl ] 2 sty es i 3 wues |1g
I 1373 |30 A P . 77 %a 0% |20
§ AR F i Staena | § 21 LiAnas cnl § ral TR el
[] ELEAT 4% |32 (1N 22 A7) 8 1z a0
1 4517304 |23 7 R 0 Ip a1, i ] (R 4 ] FURALTA]
[ 24 po0,T40 24 8 1w 57750 |24 sE0a172 | 8 [IARar Ty 7] 10 ATRIT
[] 2% o [ITTFTEEEY [ TeaM|e _ amnsy |26 TR,7a125
W [T Y 1) SR80 IF| 18 [FARTEL ] L1 1__ el W [re
11 Tooad 1% | XY i B 30| 19 LI [V e i 4855077 |3
[F] 1348262 |20 AnETe. 0|12 FL] 5457197 _1r 18 79,1997 6
i1 V098 57 Ei 13 E_ - Il. =] 2357778
[T] 15.419.45 |30 14 10057137 . = wn et |30 HA.EX A
[ £l Tza0007 116 S| T Blsazoz |31 49,176,233
[T 18 T7,E54,00 — ] 8% 44104
& Total for month 1985 5L 448 Totsl bor month = IR0 A E  Totel lor month b 1 EZ1 I0AEY
Al Taw ) labiies I Bllac: Tow i Lokl Mesns Taw i dak i

GENERATE A STATE FILING REPORT

To generate a state filing report:
1. Click Filing from the Side Menu on the Withholding Management page.

2. Under the Payer Selections section, select the payers to include.
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Generate a State Filing Report

o Select All Payers includes all payers.

« Select One or More Payers indicates that you want to choose the individual payers to include. To
choose individual payers:

a. Click u to display the Quick Search-Webpage Dialog page.

G
A Quick Somrch Wabpage Didiog,
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b. Choose a payer by selecting the payer from the Returned Search Results box. You can
choose as many payers as is necessary.

c. Click the right arrow to move the payer to the Selected From Search Results box.

If you want to remove a payer you chose, select the payer in the Selected From Search
Results box then click the left arrow to move the payer back to the Returned Search Results
box.

d. Click OKto return to the Filing page. The number of payers displayed in the You have
selected payer(s) field is updated to reflect the number of payers you chose.

3. Under the Taxing Authorities section, select State Filings.
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Generate a State Filing Report

Select the reporting period by selecting Annual, For quarter ending or For month ending. If you
selected For quarter ending or For month ending, be sure to select the quarter ending date or the
ending month from the associated drop-down list.

Select the check boxes for the states you want to generate a state filing report for. Select the Select check
box in the column heading to generate state filing reports for all of the states.

Under the Filing Options section, select Prepare test file. (Will not mark forms as filed) check box if
you want to create a test file.

| D/‘ When creating a test file, the resulting test file is not marked as Filed.

Enter a description for the state filing report in the File Description (max 50 characters) field. The
description can help identify the file for a specific state, reporting period and/or withholding type.

Click Submit to submit the file for processing.

The graphic below shows a quarterly filing report for the state of Connecticut. Afiler can report the
withholding information to the state agency by logging into the state's website and entering the information
online.

Withholding Information for Tax Year

Tax Location: cT

Type of Report:  UTELY

Beogin Date: 04012011
End Date: (LRI

Payer Code:  PoerCoded

Payer EIN: 25- 1130004

Payer Namec  Payerd Name | CRange
State Account Number:

Reporting Totals:

Grand Total Withholding Lisbslithes: 1000

Grand Total Withholding Deposits:
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View the Withholding Filing Status

VIEW THE WITHHOLDING FILING STATUS

To view the withholding filing status:
1. Click Filing from the Side Menu on the Withholding Management page.

2. Under the Filing Status section, click Deposit Filing Status. The Filing Job Status page displays the
batch withholding filing jobs for the date range indicated in the Type your Begin Date and End Date
fields.

D/‘ If you want to change the date range, type new begin and end dates in the Type your Begin
- Date and End Date fields then click Display.

The columns that contain information that may be helpful to you include:

COLUMNS DESCRIPTION

Batch Id Displays the system-created identification number for the filings file. Clicking the Batch Id
link displays the settings applied to the batch filing job.

Filing Displays the type of filing (for example, federal or state).

Type

State For state filings only, displays the state.

Filing Displays the format of the filings file (for example, 941 indicates a Form 941 filing).
Format

Status Displays the status of filings file.

Started Displays the processing start date and time for filings file.
Ended Displays the processing end date and time for filings file.
Event Displays the name of the user who submitted the filing.
Started

LESSON 4: WRAP UP

In this lesson, you learned how to generate federal Form 941 periodic filings, federal Forms 941 and 1042 year-
end (annual) filings and state periodic and annual filing reports. You also learned how to view the withholding
filing status.
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Lesson 4: Wrap Up

The tasks in this lesson can help you prepare and submit federal and state withholding information to the
appropriate federal and state agencies, and include all payers or only the payers you choose. Viewing the
withholding filing status can help you stay updated on the progress of your batch withholding filing jobs, and can
help you identify and correct errors that may exist early in the batch filing process.
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WITHHOLDING MANAGEMENT MAPPING
SPECIFICATIONS

The file specifications that appear in this appendix can help you prepare your Withholding Management source
files for import into ONESOURCE Tax Information Reporting . If you need mapping information for a specific
1099 form, see the ONESOURCE Tax Information Reporting Mapping Specifications Guide, which is posted
to the Customer Center.

Typically, you add or import payers manually into ONESOURCE Tax Information Reporting separate from the
recipient and form information. You can build recipient and form import files separately or you can combine the
recipient and form information in a continuous record.

All'lines of the import file should be in ASCII format and column position -dependent (meaning that unused
positions should be spaced or padded) with a carriage return/line feed (cr/If) at the end of each line. The data in
your source file should line up in columns. For example, if the Recipient Name Line 1 field starts at position 40
in the first record, then Recipient Name Line 1 field should start at position 40 in the second record.

ABOUT THE MAPPINGS

For fields that indicate that a cross reference (Xref) is allowed, a location is provided for you to translate an
ASCII file designate to the ONESOURCE Tax Information Reporting designate. For example, in the State field
for the recipient and payer addresses, ONESOURCE Tax Information Reporting uses the two -character postal
designate to indicate a state name. If your system downloads the information as the state name or as a numeric
designate, you will not need to change your download file. You will be able to tell ONESOURCE Tax Information
Reporting that every time it reads Alabama in the State column, it should translate this to AL.

The Len (length) column identifies the maximum column length that will be accepted. The Definition columns
show how ONESOURCE Tax Information Reporting uses some of the fields in the filing and printing routines.

Required fields have asterisks (*). A field that has an asterisk is a required field for creating a valid record. Fields
with two asterisks (**) are not shown on the form but are created by ONESOURCE Tax Information Reporting to
comply with IRS and various state filing and printing requirements.

Certain fields are required to create valid payer, recipient and form records. ONESOURCE Tax Information
Reporting , however, allows certain incomplete records to be loaded but then identifies these records as errors.
When you enter or import the missing data into ONESOURCE Tax Information Reporting , the system matches
the error record with the information and updates the status of that record to be valid.
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Payer Records

The following table lists the types of fatal errors that will cause a record not to import into ONESOURCE Tax
Information Reporting :

PAYER IMPORT RECIPIENT IMPORT FATAL FORM IMPORT FATAL ERRORS

FATAL ERRORS ERRORS

Payer code not Group notincluded in record Group notincluded in record

included in record
Group included in record but not set up | Group included in record but not set up in

in Security module Security module
Form code not included in record

Box number not included in record (single -
column mapping only)

PAYER RECORDS

The Payer Record Import Field Listing (page 42) section lists of the payer fields that can be imported. Records
in a file can contain information in a column mapped for an optional field or you can enter blanks.

Adding Unique Payer Records (Payer’s Table Key)

ONESOURCE Tax Information Reporting allows multiple instances of a payer EIN. The Payer Information
contains key fields that ONESOURCE Tax Information Reporting accesses to determine if it should consider the
incoming payer as a new record or if the incoming payer should be ignored as a duplicate payer record. Payer
Code is the key field for payers.

| D/‘ The Payer Code field must be unique for each payer.

Payer Record Import Field Listing

To import records through ONESOURCE Tax Information Reporting , you must create a field map for your
source data. The following table lists field descriptions, maximum lengths, and definitions for a payer field map.

| AD All payer import files must be less than 3000 rows in size.
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Payer Records

« Required fields are marked with an asterisk (*). You can save a map file without mapping the required
fields. However, if a required field is not mapped then, during import, ONESOURCE Tax Information
Reporting will stop the import process.

o Fields that allow the use of Xref do not have a maximum length.

o ForForm 1042 -S, use this payer table to set up your withholding agents.

FIELD

MAX
LEN

DESCRIPTION

*Payer Code |20 If you choose to create multiple payers with the same EIN, you will need to associate
each of these payers with a payer code, so that ONESOURCE Tax Information
Reporting will treat each payer separately.
| D/‘ The Payer Code must be a unique value for each payer.

* Payer EIN 11 If the payer is a US payer, a 9 digit EIN is required so that ONESOURCE Tax
Information Reporting can generate a valid IRS file.
To generate a valid IRS file for a foreign payer, identify the payer as a foreign entity by
selecting the Foreign Entity Indicator.

* Payer Name |40 The legal name on file with the IRS.

1
This is a required field for filing.

Payer Name 2 | 40 Enter business unit, DBA or other name you want to associate with the payer.

Payer Name 3 | 40 This field is for 1042 -S filers who want to report the third line of payer name to IRS.
This field applies to Form 1042 -S only.

* Payer 40 The first line of the mailing address.

Address 1
This is a required field for filing.

Payer Address | 40 The second line of the mailing address.

2

* Payer City 40 This is a required field for filing.
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Payer Records

FIELD

MAX
LEN

DESCRIPTION

* Payer Xref | If the payer has a Canadian address, you must provide the Canadian province. A
State/Province cross +eference table is allowed.
Required field for filing if the payer is a US payer.

* Payer 10 For a US address, you must provide the zip code in the 5 digit or 5-4 zip code format.

Zip/Postal

Code For a foreign payer, this field is optional. Select the Foreign Address Indicator to
indicate a foreign address.

Payer Country | Xref

Code

ACH Routing |12 Enter your 9 digit routing transaction number in this field. You can include dashes in

Number your source data.

(RTN)

LastFiling Tax | 4 If there is a definite end to the entity, enter the last tax year the payer name and EIN

Year will file information returns electronically, magnetically or on paper. When the payer
files for the last tax year, ONESOURCE Tax Information Reporting will include this
information in the file per IRS’ request.

Service Xref | Use this field to indicate if the payer is a service bureau. This information is not used in

Bureau determining the reporting threshold.

Indicator o . . . ) o
To select the indicator, type 1 in your source file. If your source file contains an existing
value in this field, you must create a Xref before importing your file to ONESOURCE
Tax Information Reporting .

Payer Type Xref | Use this field to set up the payer type.

The default values include:

0=U.S.
1 =Foreign
2=Canada
D/‘ If you are setting up Canada payers, you must use 2 as your default
- value.
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Payer Records

DESCRIPTION

Foreign Entity | Xref | Use this field if the payer is a foreign corporation. Make sure that you select this
Indicator indicator if you want to leave the Payer EIN field blank to generate a valid IRS file.
To select the indicator, type 1 in your source file. If your source file contains an existing
value in this field, you must create a Xref before importing your file to ONESOURCE
Tax Information Reporting .
Foreign Xref | To select the indicator, type 1 in your source file. If your source file contains an existing
Address value in this field, you must create a Xref before importing your file to ONESOURCE
Indicator Tax Information Reporting .
Financial Xref | Use this field if the payer is a financial institution.
Institution
Indicator To select the indicator, type 1 in your source file. If your source file contains an existing

value in this field, you must create a Xref before importing your file to ONESOURCE
Tax Information Reporting .

Contact Name | 25 The payer contact for information reporting. This name is printed in the upper-right
corner of the forms (recipient’s copy).
Contact 15 The payer contact phone number. The IRS requires a US phone (three -digit area
Phone code and seven -digit phone number) for this field.
This information is printed in the upper-right corner of the forms (recipient’s copy).
Contact 5 The payer contact phone extension. This information is printed in the upper-right
Phone corner of the forms (recipient’s copy).
Extension
Transfer 40 The name of the transfer agent.
Agent Name
* Withholding | 45 This field is required for 1042 -S filing.
Agent's
Department
Title
Transfer 40 The transfer agent’s address line 1.
Agent Address

1
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Payer Records

FIELD MAX DESCRIPTION
LEN
Transfer 40 The transfer agent’s address line 2.
Agent Address
2
Transfer 40 The transfer agent’s city.
Agent City
Transfer Xref | The transfer agent’s state code.
Agent State
Transfer 10 The transfer agent’s zip code.
Agent ZIP
Payer Name 4 You can obtain the Payer Name Control information from the mailing label on the
Control Package 1099 that the IRS mails to most payers each December.

Corporation Xref | To select the indicator, type 1 in your source file. If your source file contains an existing
Indicator value in this field, you must create a Xref before importing your file to ONESOURCE
Tax Information Reporting .

Payer Fax 10 The payer fax number.

Withholding Xref | Indicate the type of EIN if the payer record is a withholding agent for 1042 -S reporting.

Agent .
Indicator The default values for this field include:
1=EIN
2=Ql EIN
Pro rata Xref | Select this indicator if the payer adopts Pro Rata Basis Reporting for Form 1042 -S.
Reporting
Indicator To select the indicator, type 1 in your source file. If your source file contains an existing

value in this field, you must create a Xref before importing your file to ONESOURCE
Tax Information Reporting .

Federal CFS | Xref | Select this indicator if the payer is qualified to report information using the Combined
Filer Indicator Federal/State Filing program. ONESOURCE Tax Information Reporting will generate
a CFS filing for this payer based on this indicator.

To select the indicator, type 1 in your source file. If your source file contains an existing
value in this field, you must create a Xref before importing your file to ONESOURCE
Tax Information Reporting .

ONESOURCE TAX INFORMATION REPORTING
LEARNING ABOUT THE WITHHOLDING MANAGEMENT MODULE V2



Withholding Management Mapping Specifications 47

Recipient Records

FIELD MAX DESCRIPTION

LEN

Payer Return | 20 This code allows you to select an alternate payer address for B Notice printing.

Address Code . . ]
To use this feature, you need to set up the code before you import the file.

D/‘ If you do not set up the code before importing files, ONESOURCE Tax
Information Reporting flags the payer record as having the Return
Address Code Doesn't Exist error. The error is cleared after you set up
the payer return address.

Payer User 20 You can customize this field to record any data you want to associate with the payer.
Defined 1

Enter your specific data in this field.
Payer User 20 You can customize this field to record any data you want to associate with the payer.
Defined 2

Enter your specific data in this field.
Payer User 20 You can customize this field to record any data you want to associate with the payer.
Defined 3

Enter your specific data in this field.

D/‘ If you are filing Form BA -3 with the Railroad Retirement Board (RRB),
- enter the payer’s four -digit code assigned to your payer by the RRB in
this field. We will report this information in your RRB filing file.

Payer Status | Xref

Payer Begin 4 Enter the tax year you want the payer to be available for processing in ONESOURCE
Tax Year Tax Information Reporting .

Payer End Tax | 4 Enter the tax year you want the payer to stop being available for processing in
Year ONESOURCE Tax Information Reporting .

RECIPIENT RECORDS

The Recipient Record Import Field Listing (page 48) section lists the recipient fields that can be imported.

| D/‘ The Recipient State field is optional in your record if the Foreign Address Indicator is present.

ONESOURCE TAX INFORMATION REPORTING
LEARNING ABOUT THE WITHHOLDING MANAGEMENT MODULE V2



48 Withholding Management Mapping Specifications

Recipient Records

Adding Unique Recipient Records (Recipient’s Table Key)

ONESOURCE Tax Information Reporting allows multiple instances of a recipient TIN. This allows you to send
statements of different form types or accounts to different addresses for the same individual or company, and
can aid in managing access to the data by different user groups within your organization. The Recipient
Information contains key fields that ONESOURCE Tax Information Reporting accesses to determine if it should
consider the incoming recipient record as a new record or if the incoming recipient record should be ignored as
a duplicate recipient record. Any unique combination of the Recipient TIN, TIN Type, Customer ID, or
Group fields will create a new recipient record.

D/‘ The Recipient Name field is not a key field. We allow you to create recipients with invalid TINs
with the same key fields but with different names because we anticipate that you will provide the
missing TIN information at a later date. However, if you intend to make each recipient a separate
entity, you should use one of the key fields listed and make the recipient unique.

If you have recipients that you cannot identify with valid TINs, you can stillimport the recipients with invalid TINs
into ONESOURCE Tax Information Reporting . When a recipient with an invalid TIN shares the same key fields
(Customer ID, Group, and TIN Type) with another existing recipient with the same name, this new recipient
will be considered as a duplicate recipient and will not be imported into ONESOURCE Tax Information
Reporting .

Recipient Record Import Field Listing

To import records through ONESOURCE Tax Information Reporting , you must create a field map for your
source data. The following table lists field descriptions, maximum lengths and definitions for a Recipient field
m

ap.

D/‘ « Required fields are marked with an asterisk (*). You can save a map file without mapping the

- required fields. However, if a required field is not mapped then, during import, ONESOURCE
Tax Information Reporting will stop the import process.

» Fields that allow the use of Xref do not have a maximum length.
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Recipient Records

FIELD LEN DEFINITION

DESCRIPTION

* Recipient 11 The Taxpayer Identification Number (TIN) issued by the SSA or IRS.

TIN
This is a key field.

D/’ You can create a recipient with abad TIN. A bad TIN is defined as a
- TIN that does not have nine digits or that meets one of the bad TIN
criteria according to IRS Publication 1220.

If you have a recipient that was created multiple times in ONESOURCE Tax
Information Reporting with a different customer ID or group and the recipient has
multiple forms of the same form type, ONESOURCE Tax Information Reporting will
not roll up the amounts for these forms to calculate the reportable threshold. As a
result, you should make sure you select All during IRS or foreign filing to avoid
underreporting.

TIN Type Xref | The type of taxpayer identification number. This information is reported in the IRS
Publication 1220 filing format.

In the absence of a Xref, we will default all of the undeterminable values to a Blank.
The default values are:

0 = Undetermined
1=EIN

2=SSN

3=Ql EIN
4=|TIN

5=ATIN

6 = Canadian SIN

7 = Canadian BN

8 = Canadian Other

You can create a maximum of two TIN types for a recipient TIN.

You can create a SSN TIN type for a recipient, and create another recipient with the
same TIN using one of the remaining types (for example, EIN, ITIN, ATIN, Canadian
SIN, Canadian BN, Canadian Other or a Blank). The EIN, ITIN, ATIN and Blank TIN
types are mutually exclusive.

The TIN Type field is a key field.
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Recipient Records

FIELD LEN DEFINITION

DESCRIPTION

Customer ID 30 | Use this field to create your unique identifier or user key for the recipient information
record. It may be an account number, loan number, or other identifying code that
distinguishes the recipient.

You can rename the Customer ID field on the Options page in ONESOURCE Tax
Information Reporting .

The Customer ID field is a key field.

Group Xref | This a security feature assigned to each recipient record. Use this field to filter data
access for security profiles.

The Group field is a key field.

D/‘ Even if you do not use the Group field in your source file, you will need
to set up a default group on the Security page in ONESOURCE Tax
Information Reporting before you start your first recipient import. When
you have a blank in the Group field in your import file, we assign it to the
default group.
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Recipient Records

FIELD LEN DEFINITION

DESCRIPTION

Recipient Xref | The Recipient Entity Type is used by ONESOURCE Tax Information Reporting to
Entity Type identify the type of taxpayer the recipientis. ONESOURCE Tax Information Reporting

uses this information to calculate the reporting thresholds for the forms.
Select one of the following Recipient Entity Types for your recipient:

0 = Other

1= Corporation

2 = Individual

3 = Exempt/Gov't

4 = Joint

5 = Assoc. Trusts, Clubs, Pships

6 = Public Body

7 = Spouse of settlor or deceased person
8 = Other Joint Account Holder

If you have Puerto Rico forms, make sure you select Individual for your recipient
(where applicable). This entity type is used in the threshold calculation of the Puerto
Rico’s forms.

D/‘ If you are mapping Canadian information, see the Canadian recipient
entity type listing in the ONESOURCE Tax Information Reporting
Mapping Specifications Guide.

Independent Xref | Indicates if the recipient is an independent contractor. Use this field for some state's
Contractor independent contractor reporting.

Indicator
To select the indicator, type 1 in your source file. If your source file contains an existing

value in this field, you must create a Xref before importing your file to ONESOURCE
Tax Information Reporting .

Individual Xref | The state of Ohio requires this field for independent contractor reporting if the recipient
Owner is a LLC with a single owner. It indicates that this recipient’s entity meets the definition
Indicator of a single -owner entity.

To select the indicator, type 1 in your source file. If your source file contains an existing
value in this field, you must create a Xref before importing your file to ONESOURCE
Tax Information Reporting .
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Recipient Records

FIELD LEN DEFINITION

DESCRIPTION

Owner SSN 11 The state of Ohio requires this field for independent contractor reporting. Enter the
individual owner’s social security number in this field.

Use this field only if the single -owner entity indicator is selected.

* Recipient 40 | Enter the last name, company name or full name of recipient.
Name 1 or . . . . . . . . g . .
Last Name This field is not a key field. It is not used as a unique identifier for the same recipient.

If you have a Form W -2, or plan to use the Independent Contractor Reporting (ICR)
features, we recommend that you split the recipient name into last, middle and first
names.

D/‘ You should enter the last name of the recipient in this field only if first
and middle name fields are separate in your source system.
ONESOURCE Tax Information Reporting will concatenate the name
fields together for filing.

Recipient 40 | Often used for the business name for sole proprietorships or DBAs for other recipients.
Name 2

RecipientFirst | 15 | The first name of the recipient. This is a required field if you are filing Form W 2 or
Name California Quarterly Reports. Also, independent contractor reporting for some states
requires you to separate the recipient name into first and last names.

If you create recipients with blank TINs, we recommend that you enter the first name in
this field, enter the middle name in the Recipient Middle Name field and enter the last
name in the Recipient Name 1 or Last Name field so that during form import,
ONESOURCE Tax Information Reporting can recognize the recipient.

This field is not a key field. It is not used as a unique identifier for the same recipient.

Recipient 15 | The middle name or initial of the recipient. Used by Form W 2.

Middle Name
If you create recipients with blank TINs, we recommend that you enter the first name in

this field, enter the middle name in the Recipient Middle Name field, and enter the
last name in the Recipient Name 1 or Last Name field so that during form import,
ONESOURCE Tax Information Reporting can recognize the recipient.

This field is not a key field. It is not used as a unique identifier for the same recipient.
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Recipient Records

DEFINITION

Recipient 4 The name suffix of the recipient. Used by Form W 2.

Name Suffix

Recipient 40 | The third name field. Used by Form 1042 -S.

Name 3

Name Control | 4 A four character field used by the IRS to match the recipient name and EIN or SSN to
the IRS’ records.
This field is optional because the IRS will create the name control if it is blank.

* Recipient 40 | Thefirstline of the recipient mailing address.

Address 1

Recipient 40 | The second line of the recipient mailing address.

Address 2

Recipient 40 | The Third line of the recipient mailing address.

Address 3
Except for Canada, you can map the recipient foreign country’s state in this field. If you
do so, the foreign state will appear before the city on the online copy of the form as well
as on the printed form.

* Recipient 40 | The city of the recipient mailing address.

Cit

y For foreign addresses (except for Canada), we recommend that, when you generate

your source file, you place the foreign country’s city and state information together so
you can map this information to this field.

* Recipient Xref | Fora US mailing address, you must provide a valid state. For a non -US address, you

State/Province will need to select the Foreign Address Indicator to provide a non -US state in this
field.
If the foreign country code is CA (Canada), you must provide a valid CA province. For
all other foreign countries, no state information is stored because ONESOURCE Tax
Information Reporting allows only two characters in this field.

* Recipient 15 | Fora US mailing address, you must provide a 5 -digit or 5-4 zip code. Foranon -US

Zip/Postal address, you need to select the Foreign Address Indicator to provide a blank or a

Code postal code with alpha characters.
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Recipient Records

FIELD LEN DEFINITION

DESCRIPTION

Recipient Xref | The country of the mailing address. You can leave this field blank if the country of the
Country ID mailing address is the United States.

Recipient Xref | To select the indicator, type 1 in your source file. If your source file contains an existing
Foreign value in this field, you must create a Xref before importing your file to ONESOURCE
Address Tax Information Reporting .

Indicator

Use Alt Xref | Indicates an alternate address should be used for mailing information returns to the
Address recipient.

Indicator

To select the indicator, type 1 in your source file. If your source file contains an existing
value in this field, you must create a Xref before importing your file to ONESOURCE
Tax Information Reporting .

Recipient Alt 40 | Thefirstline of the alternate mailing address.

Address 1

Recipient Alt | 40 | The second line of the alternate mailing address.

Address 2

Recipient Alt 40 | The third line of the alternate mailing address.

Address 3
Except for Canada, we recommend that you map the foreign country’s state in this
field.

Recipient Alt 40 | The city of the alternate mailing address.

City

Recipient Alt Xref | Fora US mailing address, you must provide a valid state. For a non -US address, you

State/Province will need to select the Foreign Address Indicator to provide a non -US state in this
field.

If the foreign country code is CA (Canada), you must provide a valid CA province. No
validation is needed for all other foreign countries.

Recipient Alt 15 | Fora US mailing address, you must provide a 5 digit or 5 4 zip code. For anon -US
Zip/Postal address, you need to select the Foreign Address Indicator to provide a blank or a
Code postal code with alpha characters.
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Recipient Records

DEFINITION

Recipient Alt Xref | The country of the mailing address. You can leave this field blank if the country of the
Country ID mailing address is the United States.
Alt Foreign Xref | To select the indicator, type 1 in your source file. If your source file contains an existing
Address value in this field, you must create a Xref before importing your file to ONESOURCE
Indicator Tax Information Reporting .
Account 20 | Payer’sidentifying number for the recipient. It may be a loan number, bank account
Number number, brokerage account or other identifying number.
The difference between this field and the Customer ID field is that the Customer ID
field is a key field, while this Account Number field is not a key field. ONESOURCE
Tax Information Reporting uses key fields to distinguish unique recipients if the other
key fields are identical.
D/‘ This information will appear on the printed information return. However,
- this information will not be included in the federal filing.
Recipient 20 | The recipient's primary phone number including extension.
Phone
Number
Recipient 20 | Therecipient's alternate phone number including extension.
Alternate
Phone
RecipientFax |20 | The recipient's fax number.
RecipientE - | 50 | The recipient's e mail address.
Mail Address
RecipientDate | 10 | The recipient's date of birth. Used for some states’ independent contractor reporting.
of Birth
RecipientHire | 10 | The recipient's date of hire. Used for some independent contractor reporting. The

Date

acceptable formatis MMDDYYYY.
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DEFINITION

Recipient 1 The recipient’s gender. Used for some state’s independent contractor reporting.
Gender

The default values are:

0 = Unspecified

1=Female

2 =Male
Health Xref | Indicates if health insurance is available to the recipient. Used for ICR and W 2 state
Insurance reporting.
Available
Indicator To select the indicator, type 1 in your source file. If your source file contains an existing

value in this field, you must create a Xref before importing your file to ONESOURCE

Tax Information Reporting .
Insurance 10 | The date that recipient qualified for health insurance. The acceptable format is
Qualifying MMDDYYYY.
Date
RecipientJob |50 | Thejob title of recipient. Used for W -2 and some state's independent contractor
Title reporting.
Recipient Xref | Applies to Michigan’s city filing.
Taxable City

Enter the city name in this field.
Recipient Xref | This taxable state field indicates state the recipient should be taxed in. This may be the
Taxable State same as the address state or it could be different.

D/’ If you did not provide a form taxable state (see the form's mapping
- specifications for a definition of the Form Taxable State), then the
recipient taxable state will be used to determine the state in which the
form s taxable.

On Backup 10 | The date the payer begins backup withholding for payments made to the recipient. The
Withholding acceptable formatis MMDDYYYY.
Date
Off Backup 10 | The date the payer stops backup withholding for payments made to the recipient. The
Withholding acceptable formatis MMDDYYYY.
Date
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DESCRIPTION

Non Resident
Alien Indicator

LEN

Xref
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Recipient Records

DEFINITION

Indicates if the recipient is a non resident alien.

To select the indicator, type 1 in your source file. If your source file contains an existing
value in this field, you must create a Xref before importing your file to ONESOURCE
Tax Information Reporting .

Fiduciary Xref | For 1099 B and 1099 -CAP filing, this field is used to indicate a fiduciary relationship

Indicator as well as to exclude trusts or custodians from the reportable threshold calculations.
If selected, the 1099 B and 1099 -CAP forms that are associated with the recipient will
not be included in filing or printing.
To select the indicator, type 1 in your source file. If your source file contains an existing
value in this field, you must create a Xref before importing your file to ONESOURCE
Tax Information Reporting .

Foreign Xref | Indicates if the recipient is a foreign person.

Indicator
To select the indicator, type 1 in your source file. If your source file contains an existing
value in this field, you must create a Xref before importing your file to ONESOURCE
Tax Information Reporting .

Recipient Xref | Indicates if the recipient is a broker. Used for reporting Form 1099 -CAP.

Broker

Indicator If selected, Form 1099 -CAP will not be reported since brokers are exempt recipients.

To select the indicator, type 1 in your source file. If your source file contains an existing
value in this field, you must create a Xref before importing your file to ONESOURCE
Tax Information Reporting .
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Recipient Records

FIELD LEN DEFINITION
DESCRIPTION
Compliance 1 Indicates the type of TIN certification that you want the recipient to receive when you
Certificate perform a TIN solicitation. The available values willbe W 9, W 4P, W 4 and W 8.
Type
y Use the following default values for each type of Compliance Certificate:
0=W3J9
1=W 4P
2=W 38
3=wW4

If you do not provide a value in this field, ONESOURCE Tax Information Reporting will
default the value to 1.

D/’ There are different types of Form W -8. To specify which type of W -8,
- provide that information in the W -8 Indicator field.

W -8 Indicator |1 Indicates the specific W -8 form the foreign recipient should receive or complete.

The default values are:

1=W 8BEN

2=W 8ECI

3=W 8EXP

4=W 8IMY

5=Form 8233

6 = Unknown (print all)
1042 S 2 Used to identify the type of recipient.
Recipient
Code This is a required field for Form 1042 -S.
PR Xref | Indicates that the Puerto Rico government has qualified the recipient for a withholding
Withholding waiver, which impacts the threshold calculation for Form 480.6A.
Waiver

To select the indicator, type 1 in your source file. If your source file contains an existing
value in this field, you must create a Xref before importing your file to ONESOURCE
Tax Information Reporting .

Indicator
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Recipient Records

FIELD LEN DEFINITION

DESCRIPTION

Electronic Xref | Indicates that the recipient has agreed to accept electronic delivery of information
Statement returns.

Consent

Indicator To select the indicator, type 1 in your source file. If your source file contains an existing

value in this field, you must create a Xref before importing your file to ONESOURCE
Tax Information Reporting .

Electronic 20 Enter the method of how you obtained the recipient’s approval (for example, phone or
Statement website registration).

Consent

Source

Electronic 10 | The date the recipient gave or withdrew consent for electronic delivery. The acceptable
Statement formatis MMDDYYYY.

Consent Date

Recipient User | 40 | The first user -defined field for capturing client-specific recipient data. This field name
Defined 1 can be translated to something meaningful using the Options module in
ONESOURCE Tax Information Reporting .

Recipient User | 40 | The second user -defined field for capturing client-specific recipient data. This field
Defined 2 name can be translated to something meaningful using the Options module in
ONESOURCE Tax Information Reporting .

Recipient User | 40 | The third user -defined field for capturing client-specific recipient data. This field name
Defined 3 can be translated to something meaningful using the Options module in
ONESOURCE Tax Information Reporting .

Recipient 1 The code that references the status of the recipient record.
Status
Default values include:
0 = Active
1 = Inactive
2 = Deleted
Recipient 4 The tax year that the current status takes effect.
Status Tax
Year
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About Dollar Amounts

ABOUT DOLLAR AMOUNTS

To support mainframe source data, ONESOURCE Tax Information Reporting recognizes dollar amounts
differently. If you provide your dollar amount for a box in the form without a decimal point, ONESOURCE Tax
Information Reporting assumes the last two positions to be cents.

When your file does not contain a decimal point, ONESOURCE Tax Information Reporting places a decimal
point before the last two positions. For example, ONESOURCE Tax Information Reporting recognizes 20020 as
$200.20.

When your file contains a decimal point, ONESOURCE Tax Information Reporting recognizes the decimal
point. For example, ONESOURCE Tax Information Reporting recognizes 200.20 as $200.20.

ABOUT DATES

When importing dates into ONESOURCE Tax Information Reporting , you can select from the following date
formats:

MMDDYYYY, MMDDYY, MM -DD -YYYY, MM/DD/YYYY, MM -DD -YY, MM/DD/YY

e« YYYYMMDD, YYYY -MM -DD, YYYY/MM/DD
« MMDDYY, MM DD -YY, MM/DD/YY
« YYMMDD, YY -MM -DD, YY/MM/DD

You can use the system date as the liability date.

WITHHOLDING LIABILITIES MAPPING INFORMATION

To import withholding liability information through ONESOURCE Tax Information Reporting , you must create a
field map for your source data. The following table lists field descriptions, maximum lengths, and definitions for
Withholding Liability field maps.

D/‘ Required fields are marked with an asterisk (*). You can save a map file without mapping the
- required fields. However, if a required field is not mapped then, during import, ONESOURCE Tax
Information Reporting will stop the import process.

ONESOURCE TAX INFORMATION REPORTING
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FIELD

* Liability Type

LEN TYPE

4

Alphanumeric
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Withholding Liabilities Mapping Information

DESCRIPTION

The following codes represent the types of liability processes:

2L = 1042 Liability
1L = 941 Liability
5L = 945 Liability

You can create Xrefs for these values.

* Liability Date 10 | Numeric This is a key field.

* Liability Payer 20 | Alphanumeric | This payer code is the same payer code that you created for

Code reporting the 1099 forms in ONESOURCE Tax Information
Reporting .

Liability Form 50 | Alphanumeric

Identifier

Liability Tax Year 4 Numeric

* Tax Jurisdiction 2 Alpha Enter US for Federal. Otherwise, enter the US state. See
ONESOURCE Tax Information Reporting State Codes (page
66) for details.

Liability Detail 50 | Alphanumeric

Description

Liability Source 20 | Alphanumeric

System Code

Liability Detail 11 | Alphanumeric

Recipient TIN

Liability Detail 1 For default values, see the TIN Type field in the Recipient

Recipient TIN Type Record Import Field Listing section of Recipient Records (page
47).

Liability Detall 30 | Alphanumeric

Recipient Customer
ID
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Withholding Liabilities Mapping Information

FIELD LEN TYPE DESCRIPTION

Liability Detail 30 | Alphanumeric

Recipient Security

Group Name

Liability Detail 40 | Alphanumeric

Recipient Name

Liability Detail 15 | Alphanumeric

Recipient First Name

Liability Detail 15 | Alphanumeric

Recipient Middle

Name

Liability Detail Check | 12 | Alphanumeric

Number

Liability DetailUser | 50 | Alphanumeric

Defined 1

Liability DetailUser | 50 | Alphanumeric

Defined 2

Liability Detail User | 50 | Alphanumeric

Defined 3

Form Code 2 This is an optional field. Enter the default 1099 form codes.

*Back up 1 This is a key field.

Withholding Indicator
You should provide this information if the tax jurisdiction requires
it.
To select the indicator, type 1 in your source file. Or, type 0 if you
do not want to select the indicator.

* Box Number 3 Enter the default withholding box number for the withholding

type of the record in this field. See Liability and Deposit Box
Numbers (page 64) for details.

A Xrefis allowed if your value is different from the default box
number.
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Withholding Deposits Mapping Information

FIELD LEN TYPE DESCRIPTION
Amount Sign 1
* Field Value 40

D‘ The detail fields are not required and can be used to provide additional information about your
- liabilities.

WITHHOLDING DEPOSITS MAPPING INFORMATION

To import withholding deposit information through ONESOURCE Tax Information Reporting you must create a
field map for your source data. The following table lists field descriptions, maximum lengths, and definitions for
Withholding Deposit field maps.

D/‘ Required fields are marked with an asterisk (*). You can save a map file without mapping the
- required fields. However, if a required field is not mapped then, during import, ONESOURCE Tax
Information Reporting will stop the import process.

FIELD LEN TYPE DESCRIPTION
* Withholding Remit Deposit | 10 | Alphanumeric | The date the deposit was made to the jurisdiction.
Date
* Withholding Remit Deposit | 20 | Alphanumeric
Payer Code
Withholding Remit Deposit 4 Numeric
Tax Year
* Withholding Deposit Type 4 The following codes represent the types of deposit
processes:
2D = 1042 Deposit
1D = 941 Deposit
5D = 945 Deposit
You can create Xrefs for these values.
* Withholding Remit Deposit | 2 Enter US for federal. Otherwise, enter the US state.
Taxable State/Location See ONESOURCE Tax Information Reporting State
Jurisdiction Codes (page 66) for details.
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Liability and Deposit Box Numbers

FIELD LEN TYPE DESCRIPTION
* Withholding Liability Period | 10 | Date Enter the date in MMDDYYYY format.
Begin Date

This field is the start date for the range of dates the
deposit applies to.

* Withholding Liability Period | 10 | Date Enter the date in MMDDYYYY format.

End Date
This field is the end date for the range of dates the

deposit applies to.

Withholding Remit Deposit 50 | Alphanumeric
Description

Withholding Remit Deposit 20 | Alphanumeric | This is a key field.
Advice Number

* Box Number 3 Enter the box number for the type of fields. See Liability
and Deposit Box Numbers (page 64) for details.

A Xrefis allowed if your value is different from the
default box number.

Amount Sign 1

* Field Value 40

LIABILITY AND DEPOSIT BOX NUMBERS

The following table lists the withholding types, transaction types, field names, and box numbers for your
withholding field maps.

WITHHOLDING TRANSACTION FIELD NAME (=10).4
TYPE TYPE NUMBER
1042 Liability 1042 Federal Withholding Liability 3

1042 Liability 1042 Gross Income 2

1042 Liability 1042 Income Code 1

1042 Liability 1042 State Withholding Liability 4
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Liability and Deposit Box Numbers

WITHHOLDING TRANSACTION FIELD NAME 2]0) ¢
TYPE TYPE NUMBER
1042 Liability 1042 Liabilities 1042 WH Summary User 5
Def1
1042 Liability 1042 Liabilities 1042 WH Summary User 6
Def2
1042 Liability 1042 Liabilities 1042 WH Summary User 7
Def3
941 Liability 941 Federal Wages 1
941 Liability 941 Federal Withholding Liability 2
941 Liability 941 Social Security Wages 3
941 Liability 941 Social Security Withholding Liability 4
941 Liability 941 Social Security Employer Match 5
941 Liability 941 Social Security Tips 6
941 Liability 941 Social Security Tips Withholding Liability | 7
941 Liability 941 Social Security Tips Employer Match 8
941 Liability 941 Medicare Wages 9
941 Liability 941 Medicare Withholding Liability 10
941 Liability 941 Medicare Employer Match 11
941 Liability 941 State Withholding Liability 12
941 Liability 941 Liabilities 941 WH Summary User Def1 | 13
941 Liability 941 Liabilities 941 WH Summary User Def2 | 14
941 Liability 941 Liabilities 941 WH Summary User Def3 | 15
945 Liability 945 Federal Withholding Liability 1
945 Liability 945 State Withholding Liability 2
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ONESOURCE Tax Information Reporting State Codes

WITHHOLDING TRANSACTION FIELD NAME =10) ¢
TYPE TYPE NUMBER
945 Liability 945 Liabilities 945 WH Summary User Def1l | 4
945 Liability 945 Liabilities 945 WH Summary User Def2 | 5
945 Liability 945 Liabilities 945 WH Summary User Def3 | 6
945 Liability 945 Liabilities 945 WH Detail User Def1 7
945 Liability 945 Liabilities 945 WH Detail User Def2 8
945 Liability 945 Liabilities 945 WH Detail User Def3 9
1042 Deposit 1042 Federal Deposit 2
1042 Deposit 1042 Income Code 1
1042 Deposit 1042 State Deposit 3
941 Deposit 941 Federal WH Deposit 1
941 Deposit 941 State WH Deposit 8
945 Deposit 945 Federal Deposit 1
945 Deposit 945 State Deposit 2

ONESOURCE TAX INFORMATION REPORTING STATE CODES

Make sure you use the appropriate state codes when creating your ONESOURCE Tax Information Reporting
Withholding Management field maps. ONESOURCE Tax Information Reporting accepts the following state
abbreviations:

STATE CODE DESCRIPTION

AA APO/FPO ZIPS beginning with 340
AC APO/FPO ZIPS
AE APO/FPO ZIPS beginning with 090 098
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LEARNING ABOUT THE WITHHOLDING MANAGEMENT MODULE V2



Withholding Management Mapping Specifications 67
ONESOURCE Tax Information Reporting State Codes

STATE CODE DESCRIPTION

AK Alaska

AL Alabama

AP APO/FPO ZIPS beginning with 962 966
AR Arkansas

AS American Samoa
AZ Arizona

CA California

CO Colorado

CT Connecticut

DC District of Columbia
DE Delaware

FL Florida

FM Federated States of Micronesia
GA Georgia

GU Guam

HI Hawaii

IA lowa

ID Idaho

IL lllinois

IN Indiana

KS Kansas

KY Kentucky
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ONESOURCE Tax Information Reporting State Codes

STATE CODE DESCRIPTION

LA Louisiana

MA Massachusetts
MD Maryland

ME Maine

MH Marshall Islands
Mi Michigan

MN Minnesota

MO Missouri

MP Northern Mariana Islands
MS Mississippi

MT Montana

NC North Carolina
ND North Dakota
NE Nebraska

NH New Hampshire
NJ New Jersey

NM New Mexico
NV Nevada

NY New York

OH Ohio

OK Oklahoma

OR Oregon
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ONESOURCE Tax Information Reporting Form Names and Codes

STATE CODE DESCRIPTION

PA Pennsylvania
PR Puerto Rico
RI Rhode Island
SC South Carolina
SD South Dakota
TN Tennessee
TX Texas

uT Utah

VA Virginia

VI Virgin Islands
VT Vermont

WA Washington
Wi Wisconsin
AY West Virginia
WYy Wyoming

ONESOURCE TAX INFORMATION REPORTING FORM NAMES
AND CODES

Use the following codes when mapping your form names:

FORM FORM CODE

1042 S N

1098 3
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ONESOURCE Tax Information Reporting Form Names and Codes

FORM FORM CODE

1098 £ 2
1098 -T 8
1099 -A 4
1099 B B
1099 C 5
1099 CAP P
1099 DIV 1
1099 G F
1099 ANT 6
1099 LTC T
1099 -MISC A
1099 OID D
1090 PATR 7
1099 Q Q
1099 R 9
1099 S S
1099 -SA M
5498 L
5498 ESA \Y
5498 -SA K
W 2 X
W 2G W
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ONESOURCE Tax Information Reporting Form Names and Codes

FORM FORM CODE

W 2GU X2
W 2VI X1
ColoradoDR 21 ‘W 21
Utah 675 uT
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