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INTRODUCTION

The Tax Reporting Online User's Guide provides you with a general overview of the Tax
Reporting Online application features and functions. Products, services, or application role
authorizations for individual users are based on assignments by your company’s Client Master or
Client Administrator.

System Requirements
¢ Microsoft Windows" XP Professional, Windows Vista, or Windows 7 (MAC operating systems

are not supported.)

¢ Microsoft Internet Explorer * Version 7, or 8 set to accept third party cookies or Firefox 3.5
or higher

Adobe Acrobat Reader? 5.0 or higher
Browser Security set to Medium with JavaScript, ActiveX controls, and plug-ins enabled

(JRE 1.5.0* or higher for Java® Applet functionality)

*If your workstation does not meet the minimum Java Runtime Environment (JRE) 1.5.0
requirement, please contact your internal workstation support department. Your support
person can visit the following Website to download the necessary JRE:
http://www.oracle.com/technetwork/java/javase/downloads/index.html

640 x 480, 256-color screen resolution or higher
56K modem or higher (DSL/Cable, T1 line, ISDN recommended)

! Microsoft® Windows™ and Internet Explorer™ are trademarks of Microsoft Corporation
2Adobe® Acrobat® Reader® are trademarks of Adobe Systems Incorporated

30Oracle and Java are registered trademarks of Oracle and/or its affiliates
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GETTING STARTED

Welcome to Tax Reporting Online! Through this application, you can access important tax-
related information. The reports available are designed with specific filters containing your
company'’s current or historical ADP tax filing details and can assist you with auditing and
managing your tax filing information. These reports can be viewed, exported to your local
computer drive, and/or printed as needed.

m Welcame to Tax Reporting Online & Select application 3 Logout

Tax Reporting Online

Welcame to Tax Reparting Online! Through this application, you can access important tax-related
infartnation. The reparts available are designed with specific filters containing your company's current ar
In Frogress historical ADP ta filing details and cah assist you with auditing and managing your tax filing information.
Ready These reports can be viewed, exported 1o your local computer drive, andfor printed as needed.

e Frofile Maintenance
|5 Cornpany Profilz
| Tax< Aling Frofile Change
Quarterdy
F S 0D Quarterdy
|5=941 Fling
e Annua
[ 50D Annual
|2=-940 Rling

Refresh Queue

e Request Gueus

To begin, choose a report from the meny on the left.

Securty  Privacy  Legal | Disdaimer

The Client Master and/or Client Administrator (client-appointed) are responsible for the
administrative management of application users through Netsecure and the Security Services
Administration application. Please contact your company'’s Client Master or Administrator to
assist you if you have questions regarding access authorizations. For users who are Client
Masters or Administrators, more detailed instructions are available in the Security Services
Administration Guide.
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ACCESS REPORTS

Main Menu Options

The Main Menu will be your Tax Reporting Online navigation tool. You can expand or hide
report menu options. Click the Plus @ icon to expand the view or the Minus & icon to hide the
options.

Hidden View Expanded View
Refresh fuaus Refresh trueue
o Request Queue e Request Queue
& Frofile Maintenance In Progress
@ Gruarterly Ready
e FAnnual S Frofile Maintenance
|5 Cornpany Frofile
|22 Tz Aling Frofile Change
e Gruartery
|5 SO0 Quarterly
|z2:941 Fling
& FAnnual
|2 50D Annual
|z=-940 Rling

Request Queue

The following are Request Queue options.

Refresh Queue Button

Use this button to refresh the status of a report currently In Progress.

In Progress Status

One or more reports that are currently in process will display here until the status is Ready.
Ready Status

One or more reports that are ready to be reviewed will display here. A report remains here until
it is viewed.

NOTE: Once viewed, reports are removed from the Request Queue. To save a viewed report,
export the report to your local computer drive or destination of choice. See the View, Export,
and Print Reports section in this guide for more details.
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Available Reports

There are three high-level report categories on the menu options. When expanded, the
available reports in each category will display. Reporting date availability begins with the Tax
Reporting Online access date for your company.

For report descriptions, refer to each report section in this guide.

Profile Maintenance Reports
= Company Profile Report — Available daily, updated nightly.

= Tax Filing Profile Change Report — Available daily, updated nightly to reflect prior day

changes.
Quarterly Reports
= SOD Quarterly Report — Available within two weeks following the last quarterly deposit
date.

= 941 Filing Report — Available within one week following the quarterly filing.

Annual Reports
= SOD Annual Report — Available within two weeks following the last annual deposit date.

= 940 Filing Report — Available within one week following the Annual filing.

Icon Button Descriptions

The following are descriptions of icon buttons that display throughout the Tax Reporting Online
selection process.

© Help Panel

=~  Sort Selected Up

*  Sort Selected Down
»  Move Selected Right
«  Move Selected Left
» Move All Right

# Move All Left
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Profile Maintenance Reports

Company Profile Report

The Company Profile Report shows identification (ID) numbers, deposit frequencies, and
deposit methods that ADP uses to make your tax deposits. Penalties and interest may be
generated against a taxpayer’s account if ADP is not provided with the correct deposit
requirements. This report also shows the funding method and banking information for payroll
tax liabilities as well as your company-assigned contact who is receiving ADP invoices and
correspondence.

Reports are generated using a two-step process; choosing options and reviewing options before
submitting your request. There are two choices available for running this report: generating a
full report or generating a report using optional filters.

NOTE: Report availability is limited to time frames beginning with the Tax Reporting Online
access date for your company.

Generate a Full Report

To generate a report with all details for your company, leave the optional filters unchecked.
1. Select the Company Profile Report from the Main Menu.

2. Click the Filter by Year/Quarter check box to display the options.

3. Use the drop-down menu to select an available Year/Quarter for this report.

Step 1 of 2: Choose Options for Company Profile Report

Commpany Profile

The Company Profile report shows ID numbers, deposit frequencies, and deposit methods that ADP uses to make your tax
deposits, Penalties and interest may be generated against ataxpayer's account if ADPis not provided with the correct
deposit regquirements. This report also shows the funding method and banking information Tor payrall tax liahilities as well
as your company assigned contact who is receiving ADP invoices and correspondence.

To generate areport with all pertinent report details for your company, leave the optional filters unchecked. To
litnit the report information, choose from the filters below.

[¥]  Fiter by ear/ Quarter (Required Reld)

Wear Quarter: | 2071 ¢UARTER 1 v

Alter by Company

[ Alter by Jurizdiction (7]

ABASDDA Masking

A rrevious B B Nt
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4. Click Next to continue to Review Options.

Step 2 of 2; Review Options for Company Profile Report
‘fou hawe requested the Following inFormation:
Report: carnpany Frofile
Time Frame: 2011 QUARTER 1
Company: Al
State: Al State jurisdictions for the selected cormpany
Local: All Lowsl jurisdictions for the selected oompany
ABASDDA Masking: Masked BEL/DDA
Run Repart

Y < 1

5. Review the information for accuracy. If all options are correct, click Run Report. The
report will display in Crystal Reports Viewer. To modify options, click Previous to go back.

Generate With Optional Report Filters

To generate a report with only specifically selected report details for your company, select one
or more of the optional filters. Click Next once you have selected all desired optional filters.
Any option not selected will default to include all available detalils.

= Company — All companies set up on your account with ADP will display

= Jurisdiction — All jurisdictions set up on your account with ADP will display

= ABA/DDA Masking — ABA/DDA full or masked display options are available based on user
setup

Select the Company Profile Report from the Main Menu.
Click the Filter by Year/Quarter check box to display the options.
Use the drop-down menu to select an available Year/Quarter for this report.

Step 1 of 2: Choose Options for Company Profile Report

Company Profile

The Company Profile report shows 1D numbers, deposit frequencies, and deposit methods that ADP uses to make your tax
deposits. Penalties and interest may he generated against a taxpayer's account if ADPis not provided with the correct
deposit requirerments. This repart also shows the funding method and banking information for payrall tac liakilities as well
as your company assigned contact who is receiving ADP invoices and correspondence.

To generate areport with all pertinent report details for your company, leave the optional filters unchecked. To
lirnit the report information, choose from the filters below.

{7 Rilter by Year/Quarter (Required Reld)

‘fear Quarter: | 2011 QUARTER 1 -

| | Fiterby Company

[] Filter by Jurisdiction @)

| | ABA/DDA Masking
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4. Click the Filter by Company check box to display the options. Click the Federal 1D,
Branch/Company Code, or Company Name radio button and enter the complete or
partial information. The Available list box populates all matches to the information entered.

step 1 of 2: Choose Options for Company Profile Report

Rlter by Company

) Federal 1D ) Branch/ Company Code (@ Company Name [}

ADP e

L |

Auwailable Selected

HELCH - ADP TEST OME COMPARNY LA - ADP TEST COMPANY
w | HAGEE - ADP TEST TWvis CORMPARY Ll -
HELCCH - ADP TEST THREE COMPARNY

B [ [T ’

5. Click to select the company(ies) from the Available list box and click Move Selected Right
* to move to the Selected list box.

NOTE: Only criteria in the Selected list box will be included in the report.

6. Select the Filter by Jurisdiction check box to display the options. Click the State check
box to display all states set up for this company in the Available list box.

7. Click to select the state(s) from the Available list box and click Move Selected Right * to
move to the Selected list box.

step 1 of 2: Choose Options for Company Profile Report

[¥] Fiter by Jurisdiction
|¥| state @

Puailable Selected
A OK-GELAHOMA - P shieHio 3
OR-GREGON
P FENNSYLWANLA
FR-PLERTG RICO
RI-RHODE ISLAND =
§C-50UTH CARGLINA

AR AT R AT

[#] Local

State | OH-OHIG-A v | || Allocak @

PAuailable Selectad
2 OH/0E7S - ADENA LSD Y GH/DBPE - ATHENS C5D 3
v |  OH/3B00 - AKRON
GH/3627 - ALLIANCE
OH/3636 - AVON LAKE
GH/ 3641 - ASHLAND
OH/3642 - AURORA

[om] »

| 4 -

-

4| i r
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8. a. Click the Local check box. Use the drop-down menu to select a state and display all
locals set up for this company in the Available list box. For states with numerous locals,
choose the state name with the first letter of the local name. For example, choose the
Ohio-A selection for the Ohio-Athens local.

Once populated in the Available list box, click to select one or more entries. Click Move
Selected Right " to move to the Selected list box.

b. Click the All Locals check box to select all locals set up for this company.

NOTE: Be certain that the Selected list box is clear before using the All Locals check box.
Any previously selected items in the Selected list box will override the All Locals check box.

9. Select the Filter by ABA/DDA Masking check box to display the options.
10. Click to select the Full ABA/DDA or Masked ABA/DDA radio button.

step 1 of 2: Choose Options for Company Profile Report

] seaso0A Masking
@Rl ABA/DDA () Masked ABA/DDA

previous Ml e Mescr |

11. Click Next to continue to Review Options.

Step 2 of 2: Review Options for Company Profile Report

“ou have requested the following informatior:
Report Company Frofile

Time Frame 2011 QUARTER 1

Company: HARAE - ADP TEST COMPANY
State oH
Local: OHADGFE - ATHENS G50

ABASDDA Masking: Full ABADDA

Run Report

— J_

12. Review the information for accuracy. If all options are correct, click Run Report. The report
will display in Crystal Reports Viewer. To modify, click Previous to go back.

13. If Full ABA/DDA is selected, an alert message displays. Review this message and click OK to
continue or Cancel to go back and modify the filter option.

e Cue to the sensitive nature of ABADDA information, ADP recommends that you mask the
ABADDA on the selected report. Since you have elected to display ABADDA, you should
take all necessary precautions to safeguard these documents and to securely dispose
of thetm. You may change your report selection to Masked ABADDA at any time.

May 2011 8 Access Reports
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Tax Filing Profile Change Report

The Tax Filing Profile Change Report is used to analyze changes that have been made to your
company'’s profile. This report provides the details of the changes as reported on the applicable
Company ID Profile, Company Profile, or State Unemployment Verification reports. Some
commonly made profile changes are tax identification numbers (federal/state/local),
unemployment rates, legal names, and/or deposit methods/frequencies.

Reports are generated using a two-step process; choosing options and reviewing options before
submitting your request. There are two choices available for running this report: generating a
full report or generating a report using optional filters.

NOTE: Report availability is limited to time frames beginning with the Tax Reporting Online
access date for your company.

Generate a Full Report
To generate a report with all details for your company, leave the optional filters unchecked.
1. Select the Tax Filing Profile Change Report from the Main Menu.

2. Click the Filter by Year/Quarter or Change Date Range check box to display the
options.

3. Click to choose the Year/Quarter or the Date radio button. Use the drop-down menu to
select an available Year/Quarter or enter the dates in the From and To fields. (The
example includes both options for display purposes only.)

Step 1 of 2: Choose Options for Tax Filing Profile Change

Tax Filing Profile Change

The Tax Filing Profile Change Report is used to analyze changes that have been made to your company's profile. This report
provides the details of the changes as reported on the applicable Company |0 Profile, Company Profile, or State Unemployment
Verification reports. Some commaonly made profile changes are tax identification numbers (federalistatedlocal), unemployment
rates, legal names, and/or deposit methodsifrequencies.

To generate a report with all pertinent report details for your company, leave the aptional filter unchecked. Ta limit the report
information, choose from the filters below.

[ Filter by Year/Quarter or Change Date Range (Required Reld) & Flter by Year/ Quarter or Change Date Range (Required Reld)
® Year/Quarter | Date ") ear/ Quarter @ iDate
Wear Quarter: | 2071 GUARTER 1 L4 From ;| 0472672011 [ To | 04/26/2011 |

[7] FAlterby Company

| Flterby Categores

Filter by Jurisdiction (G

Rlter by ABASDDA Masking

May 2011 9 Access Reports
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4. Click Next to continue to Review Options.

Report:
Time Frame:
Company:
Cateqores:
Federal:
State:
Local:

ABASDDA Masking:

Run Report

Step 2 of 2; Review Options far Tax Filing Profile Change Report

“rou have requested the following information:

Tax Aling Profile Change

2011 UARTER 1

2l

2l

All Federal for the selected company.

Al State jursdictions for the selected ocormpany.
Al Local jurisdictions for the selected cormpany.

Mazked AEADDA

_‘ Frevious -Next

5. Review the information for accuracy. If all options are correct, click Run Report. The
report will display in Crystal Reports Viewer. To modify, click Previous to go back.

Generate With Optional Report Filters

To generate a report with only specifically selected report details for your company, select one
or more of the optional filters. Click Next once you have selected all desired optional filters.
Any option not selected will default to include all available details.

= Company — Companies set up on your account with ADP will display

= Categories — Information types will display

= Jurisdiction — All jurisdictions set up on your account with ADP will display

= ABA/DDA Masking — ABA/DDA full or masked display options are available based on user

setup

1. Select the Tax Filing Profile Change Report from the Main Menu.
2. Click the Filter by Year/Quarter or Change Date Range check box to display the

options.

May 2011
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3. Click to choose the Year/Quarter or the Date radio button. Use the drop-down menu to
select an available Year/Quarter or enter the dates in the From and To fields. (The
example includes both options for display purposes only.)

Step 1 of 2: Choose Options for Tax Filing Profile Change

Tax Filing Profile Change

The Tax Filing Profile Change Report is used to analyze changes that have heen made to your company's profile. This report
provides the details of the changes as reported on the applicable Company |0 Profile, Company Profile, or State Unemployment
Verification reports. Some commaonly made profile changes are tax identification numbers (federalstatedlocal), unemployment
rates, legal names, and/or deposit methodsifreguencies.

To generate a report with all pertinent report details for vour company, leave the aptional filter unchecked. Tao limit the report
information, choose from the filters below.

|7' Filter by Year/ Quarter or Change Date Range (Required Feld) |7 Filter by Year/ Quarter or Change Date Range (Required Feld)

® Year/ Quarter | Date ) Year/ Quarter i@

“fear Quarter: | 2071 ¢UARTER 1 v From ;| od4/26/2011 L To: | o4s26/2011 |

|| Filter by Company

[ Fiterby Categories

| | Fiter by Jurisdiction (@)

| | Alterby ABA/DDA Masking

[ rrovous B B> et

4. Click the Filter by Company check box to display the options. Click the Federal 1D,
Branch/Company Code, or Company Name radio button and enter the complete or
partial information. The Available list box populates all matches to the information entered.

step 1 of 2: Choose Options for Tax Filing Profile Change

D) Federal I () Branchy Company Code @ Company Name g
ADP [

Awailable Selected —

P aad - ADP TEST ONE COMPANY P Hapxd - ADP TEST COMPANY

| vl | XXPEKX - ADP TEST TWWG COMPANY . -

1K

WARCKH - ADP TEST THREE COMPARY

"
“
)
B fiter b catagoriss
[T Fiter by Jurisdiction
lj Alter by ABASDDA Masking
< | (T |

e

5. Click to select the company(ies) from the Available list box and click Move Selected Right
¥ to move to the Selected list box.

NOTE: Only criteria in the Selected list box will be included in the report.

May 2011 11 Access Reports
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6. Select the Filter by Categories check box to display the specific information options. Click
to select one or more options from the Available list and click Move Selected Right * to

move to the Selected list box.

step 1 of 2: Choose Options for Tax Filing Profile Change

Fiter by Categaries

Fuailable Selected
Employer Information Rate information

- Jurisdiction Information 4

D Filter by Jurisdiction

[T Fiter by #2a/DDA Masking

<

m

7. Select the Filter by Jurisdiction check box to display the options. Click the State check
box to display all states set up for this company in the Available list box.

8. Click to select the state(s) from the Available list box and click Move Selected Right " to

move to the Selected list box.

NOTE: Only criteria in the Selected list box will be included in the report.

Step 1 of 2: Choose Options for Tax Filing Profile Change

Filter by Jurisdiction
[¥]  Federa

V] sae @

Auiilable Selected
L s s |

HA-MEWADA o
L4 4

HY-NEW YORK

QK- OKLAHOMA "

OR-OREGON o=

Fés-PENNSYLIANLA

FR-FUERTS RICO ¥

v| Local

State | OH-OHIO-D = [ Alocals @

Awailable

OH/ 2605 -
QH/ 3631 -
OH/4307 -
OH/BO7E -
DH/E0ST -
DH/E383 -

DANTOM
DUBLIN
DALTOM LSD
DELAMIARE
DOVLESTOWN

Selected
GH/E020 - DOYER

-

»
4
"

“

DELAWARE ALT

m

< frevous D et

May 2011
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9. a. Click the Local check box. Use the drop-down menu to select a state and display all
locals set up for this company in the Available list box. For states with numerous locals,
choose the state name with the first letter of the local name. For example, choose the
Ohio-D selection for the Ohio-Dover local.

Once populated in the Available list box, click to select one or more entries. Click Move
Selected Right " to move to the Selected list box.

b. Click the All Locals check box to select all locals set up for this company.

NOTE: Be certain that the Selected list box is clear before using the All Locals check box.
Any previously selected items in the Selected list box will override the All Locals check box.

10. Select the Filter by ABA/DDA Masking check box to display the options.
11. Click to select the Full ABA/DDA or Masked ABA/DDA radio button.

Step 1 of 2: Choose Options for Tax Filing Profile Change

Fiter by ABA/DDA Masking
") Full AEA/DDA @) Masked 4BA/DDA

4 i | *

12. Click Next to continue to Review Options.

Step 2 of 2: Review Options for Tax Filing Profile Change Report

‘ou hava requested the follawing infarmatiar:

Report: Tix¢ Fling Profile Change

Time Frame: 2011 9UARTER 1

Company: HHLOHH - ADP TEST COMPANY
Categories: Rate information

Federal: All Federal for the selected company.
State: “H

Local QHAA0S0 - DOVER

ABASDDA Masking: Full ABA/DDA,

Run Repart

13. Review the information for accuracy. If all options are correct, click Run Report. The report
will display in Crystal Reports Viewer. To modify, click Previous to go back.

14. If Full ABA/DDA is selected, an alert message displays. Review this message and click OK to
continue or Cancel to go back and modify the filter option.

=]

9' Due to the sensitive nature of ABA/DDA information, ADP recommends that you mask the
ABADDA on the selected report. Since you have slected to display ABADDA, you should
take all necessary pr ions to these and to securely dispose

of ther. You may change your report selection to Masked ABA/DDA at any time:

May 2011 13 Access Reports
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Quarterly Reports

SOD Quarterly Report

The quarterly Statement of Deposits and Filings (SOD) is a summary of the company
information, liabilities, and deposit activity for the period reported to the taxing agencies on
your company's behalf. A statement is produced for every active jurisdiction that ADP was
responsible for depositing and/or filing during the quarter. If your company has multiple branch
company codes that share the same tax ID number, a summary statement is produced at the
low branch company code on a tax ID level. A detailed statement will then generate for each
company code within the shared jurisdictions.

Reports are generated using a two-step process; choosing options and reviewing options before
submitting your request. There are two choices available for running this report: generating a
full report or generating a report using optional filters.

NOTE: Report availability is limited to time frames beginning with the Tax Reporting Online
access date for your company.

Generate a Full Report

To generate a report with all details for your company, leave the optional filters unchecked.
1. Select the SOD Quarterly Report from the Main Menu.
2. Click Next to continue to Review Options.

Step 1 of 2: Choose Options for SO0 Quarterly Report

SO0 Quarterly

The gquarterly Statement of Deposits and Filings (500005 a summary of the company infarmation, liahilities, and
deposit activity forthe period reported to the taxing agencies on your company's behalf, A statement is produced
for every active jurisdiction that ADP was responsible for depositing and/or filing during the quarter. If your
company has multiple branch company codes that share the same tax 1D number, a summary statement is produced
at the low branch company code on atax D level A detailed statement will then generate for each company code
within the shared jurisdictions.

To generate a report with all pertinent report details for your company, leave the optional filters unchecked. Ta
litnit the report information, choose from the filters below.

Filter by ‘ear/ Quarter

| Flter by Company

| Filter by Jurisdiction O

| Rlter by Report Content

May 2011 14 Access Reports
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3. Review the information for accuracy. If all options are correct, click Run Report. To
modify, click Previous to go back.

Step 2 of 2; Review Options for SOD Quarterly Report
“rou have requested the following information:
Repart: S0 Quartery
Time Frame: Al
Company: Al
Federal: M| Federal for the selected company.
State: A State jurisdictions for the selected cornpany.
Local: Al Local jurisdictions for the selected company.
Feport Content: Eath

Run Repart

4. The requested report information displays at the bottom of the page. Click the Schedule
link to process a report.

Step 2 of 2: Review Options for 300D Quarterly Report

“ou have requested the following information: i
Repart: SO0 Cuartery

Time Frame: Al

Company: All

Faderal: Feders induded in the repart

State: All State jurisdictions for the selected cornpany

Local: Al Loeal jurisdictions for the selected cornpany

Report Content: Eoth I

Rows Par Page o | [ |1-10] of 38 b“

Site 1D Taz Year Quarter Fublished Date/Tire Report Status Aition
A, dth Quarter 2010 0z/03 03:23:57 FM AMAILAELE Schedule
AR, 3nd Guarter 2010 11/07 O3:46:27 AM ANAILABLE Schedule

- Frevious B Next

May 2011 15 Access Reports
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5. The report status will display in the Request Queue in the Main Menu. The report begins in
the In Progress status. Click the Refresh Queue button to update the status. When the
report status changes to Ready, click the Report link to display the report in Crystal Reports
Viewer.

NOTE: Once viewed, reports are removed from the Request Queue. To save a viewed
report, export the report to your local computer drive or destination of choice. See the View,
Export, and Print Reports section in this guide for more details.

Refresh Queue

Request Qusus
-]

In Frogress
|5 SO0 Gtr 4th Guarter 2000 - Revised
e Ready
e[S Gtr 3rd Quarter 2010
Frofile Mlaintenanoe
Cruarterly
Annua

Generate With Optional Report Filters

To generate a report with only specifically selected report details for your company, select one

or mo

re of the optional filters. Click Next once you have selected all desired optional filters.

Any option not selected will default to include all available details.

Year/Quarter — Year/Quarters available will display

Company — Companies set up on your account with ADP will display
Jurisdiction — All jurisdictions set up on your account with ADP will display
Report Content — Summary only and Detail only or Both will display

1. Select the SOD Quarterly Report from the Main Menu.

2. Cli

ck the Filter by Year/Quarter check box to display the options.

3. Use the drop-down menu to select an available Year/Quarter for this report.

The quarterly Statement of Deposits and Filings (30D is a summary of the company information, liahilities, and deposit activity for
the period reported to the taxing agencies on your company's behalf. A statement is produced for every active jurisdiction that ADP
was responsible for depositing andfor filing during the quarter. If vour company has multiple branch company codes that share the
same tax [0 number, a summary statement is produced at the low branch company code on atae 1D level A detailed statement will
then generate for each company code within the shared jurisdictions.

To generate a report with all pertinent report details for vour company, leave the optional filters unchecked. To limit the report
information, choose fram the filters below,

v

Filter by ‘Year/ Quarter

‘fear Quarter: | 2010 QUARTER 3 v

| Alterby Company

Fiter by Jurisdiction ()

| Fiterby Report Content

previous J B> Nesxt §
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4. Click the Filter by Company check box to display the options. Click the Federal 1D,
Branch/Company Code, or Company Name radio button and enter the complete or
partial information. The Available list box populates all matches to the information entered.

step 1 of 2: Choose Options far SO0 Quarterly Report

[ Filter by Year/ Quarter

[ Fiter by Company
O)Federal 1D () Branch/Company Code (@ Company Name g

ADP P

Awailable Selacted
41| XXEOUEK- ADP TEST ONE COMPANY a P L N ADP TEST COMPANY 3
v XOURKEK- ADP TEST TWO COMPANY e v

FARIFFAF - ADP TEST THREE COMPANY

m

Filter by Jurisdiction ()

[ Filter by Report Content

[ rreicus B B b |

5. Click to select the company(ies) from the Available list box and click Move Selected Right
* to move to the Selected list box.

NOTE: Only criteria in the Selected list box will be included in the report.

6. Select the Filter by Jurisdiction check box to display the options. Click the State check
box to display all states set up for this company in the Available list box.

7. Click to select the state(s) from the Available list box and click Move Selected Right " to
move to the Selected list box.

Step 1 of 2: Choose Options for SO0 Quarterly Report

[ Filter by Jurisdiction @)

|v| Federal

|#] state @
Awibble Salectad
HY-HEW YORE

= P paPENNSTLYANIA e
GH-OHIo

- « -
GH-OKLAHOMA 5
GR-OREGON .
FR-FUERT RICO = .
RI-RHODE ISLAND
SC-50UTH CAROLINA 7

[ Local

State | Select State: v 4] AlLocal: @

Auailable Selected

- 3 -

v Ll L4

[ pevons B B vex: ]
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8. a. Click the Local check box. Use the drop-down menu to select a state and display all
locals set up for this company in the Available list box. For states with numerous locals,
choose the state name with the first letter of the local name. For example, choose the
Ohio-D selection for the Ohio-Dover local.

Once populated in the Available list box, click to select one or more entries. Click Move
Selected Right " to move to the Selected list box.

b. Click the All Locals check box to select all locals set up for this company.

NOTE: Be certain that the Selected list box is clear before using the All Locals check box.
Any previously selected items in the Selected list box will override the All Locals check box.

9. Click the Filter by Report Content check box to display the options. Click to select the
Summary, Detail, or Both radio button.

Step 1 of 2: Choose Options for SOD Quarterly Report

SO0 Quarterly

The quarterly Statement of Deposits and Filings (SO0 is 2 summary of the compaty information, liabilities, and deposit activity for
the period reported to the taxing agencies on your company's behalf. A statement is produced for every active jurisdiction that ADP
was responsible for depasiting andfor filing during the quarter. If your company has multiple branch company codes that share the
same tax |0 number, a summary statement is produced at the low branch company code on atax 1D level A detailed statement will
then generate for each company code within the shared jurisdictions.

To generate a report with all pertinent report details for your company, leave the optional filters unchecked. To limit the report
infarmation, choose from the filters helow,

Filter by Year/ Quarter

Rlter by Company

| Filter by Jurizdiction )

[« Fiter by Report Content

I Summary ) Detail

10. Click Next to continue to Review Options.

Step 2 of 2: Review Options for 30D Quarterly Report
“rou have requested the following information:
Repaort: SO0 Quartery
Time Frame: Al
Company: Al
State: FA
Federal: M| Federal for the selected company.
Local Al
Report Content: Surnrmany
Run Report

[ Previous B b e

11. Review the information for accuracy. If all options are correct, click Run Report. To
modify, click Previous to go back.

May 2011 18 Access Reports



@?@ Tax Reporting Online User’s Guide

12. The requested report information displays at the bottom of the page. Click the Schedule
link to process a report.

Step 2 of 2: Review Options for 300D Quarterly Report
“ou have requested the following information: |
Repart: SO0 Cuartery
Time Frame: Al
Company: All
Faderal: Feders induded in the repart
State: All State jurisdictions for the selected cornpany
Local: Al Loeal jurisdictions for the selected cornpany
Report Content: Eoth 1
Rows PerPage | 10 | v o <0 [1-70] of 33 ol
Site 1D Taz Year Quarter Fublished Date/Tire Report Status Aition
A, dth Quarter 2010 0z/03 05:35:57 FM AWAILAELE Schedule
AR, 3nd Guarter 2010 11/07 O3:46:27 AM ANAILABLE Schedule |

13. The report status will display in the Request Queue in the Main Menu. The report begins in
the In Progress status. Click the Refresh Queue button to update the status. When the
report status changes to Ready, click the report link to display the report in Crystal Reports
Viewer.

NOTE: Once viewed, reports are removed from the Request Queue. To save a viewed
report, export the report to your local computer drive or destination of choice. See the View,
Export, and Print Reports section in this guide for more details.

Refresh Quaus

e _|Request Gueue

e _/In Frogress

|5 SO0 Gtr dth Quarter 2010 - Revised
e _|Ready
S|l tr 3rd Quarter 2010

@ | Profile Maintenance
e | Quartery
@ _Annual
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941 Filing Report

The employer's quarterly federal tax return is a computation of federal income tax, social
security, and Medicare tax withheld from the employee as well as employer social security and
Medicare tax based on your quarter file.

The 941 Filing report displays Federal Income Tax (FIT), Social Security (SS), and Medicare
wages along with adjustments to Tips, Third Party Sick Pay (3PSP), and Group Term Life (GTL).
The 941 is also filed with Schedule B, which details liabilities (not deposits) per check date.

Reports are generated using a two-step process; choosing options and reviewing options before
submitting your request. There are two choices available for running this report: generating a
full report or generating a report using optional filters.

NOTE: Report availability is limited to time frames beginning with the Tax Reporting Online
access date for your company.

Generate a Full Report

To generate a report with all details for your company, leave the optional filters unchecked.
1. Select the 941 Filing Report from the Main Menu.
2. Click Next to continue to Review Options.

step 1 of 2: Choose Options for 340 Filing Report

240 Filing

The employer’s annual Federal Unemployment Tae Act (FUTA) tax return is filed at the beainning of each year. This report reflects
the total federal unemployment tax due for the completed calendar yvear and reconciles the tax due against the quarterly deposits
made for the year.

To generate a report with all pertinent report details for your company, leave the optional filters unchecked. Tao limit the report
information, choose from the filters helaw

[7] FAiter by vear

|— Flter by Company

-‘ Frevious -P Mest

3. Review the information for accuracy. If all options are correct, click Run Report. To
modify, click Previous to go back.

Step 2 of 2: Review Options for 947 Filing Report

“'ou have requested the following information:

Report: 941 FAling
Company: Al
Time Frame: Al

Run Report

4. The requested report information displays at the bottom of the page. Click the View
Report link to view a report. The report will display in Crystal Reports Viewer.
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Step 2 of 2: Review Options for 341 Filing Report

“ou hawve requested the following information:

Repaort: 941 Aling
Company: LG - ADP TEST COMPANY
‘fear/ Quarter: 2041 QUARTER 1
RowsPerPage |10 | » Bal[1-1] of 1 b Bl
Site 1D Tax Wear (uarter Federl 1L Er/ o Fublish Date/Time Action
K 201141 SO SO0 10426 032:23:55 AM “dew Report

Generate With Optional Report Filters

To generate a report with only specifically selected report details for your company, select one
or more of the optional filters. Click Next once you have selected all desired optional filters.
Any option not selected will default to include all available detalils.

» Year/Quarter — Year/Quarters available will display
= Company — Companies set up on your account with ADP will display

1. Select the report from the Main Menu. Click the Filter by Year/Quarter check box to
display the options.

2. Use the drop-down menu to select an available Year/Quarter for this report.

Step 1 of 2; Choose Options for 941 Filing Report

G941 Filing

The employer's quartetly federal tax return i3 2 computation of federal income ta, social security, and Medicare tax
withheld from the employves as well as employer sacial security and Medicare tax based on your guarter file.

The 9471 Filing report displays Federal Income Tax (FIT), Social Security (33), and Medicare wages along with adjustments
to Tips, Third Party Sick Pay (3PSF, and Group Term Life (GTW. The 941 is also filed with Schedule B, which details
lizhilities (not deposits) per check date.

To generate areport with all pertinent report details for your company, leave the aptional filters unchecked. To limit the
report information, choose from the filters below.

[F Filter by ‘ear/ Quarter
“ear Quarter: | 2011 QUARTER 1 L

D FAlter by Company

L b e
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3. Click the Filter by Company check box to display the options. Click the Federal ID,
Branch/Company Code, or Company Name radio button and enter the complete or
partial information. The Available list box populates all matches to the information entered.

step 1 of 2: Choose Options for 941 Filing Report

| Federal ID ) Branch/Company Code (@ Company Name 7}

ADP "2

PAuailable Selectad
“1 %00 - ADP TEST ONE COMPARNY 4 * | sdpeed - ADP TEST COMPANY 4 0
v || XXECOK - ADP TEST TWO COMPANY (W g -

an

MK - ADP TEST THREE COMPANY

4. Click to select the company(ies) from the Available list box and click Move Selected Right
* to move to the Selected list box.

NOTE: Only criteria in the Selected list box will be included in the report.
5. Click Next to continue to Step 2 of 2: Review Options for 941 Filing Report.

Step 2 of 2: Review Options for 947 Filing Report

“ou have requestad the following information: ]

Report: Q41 Aling
Company: HHLCCKK - ADP TEST COMPANY
“fear/ Quarter: 2017 GUARTER 1

Run Report

CETD (I
6. Review the information for accuracy. If all options are correct, click Run Report. To
modify, click Previous to go back.

7. The requested report information displays at the bottom of the page. Click the View
Report link to view a report. The report will display in Crystal Reports Viewer.

Step 2 of 2: Review Options for 941 Filing Report

“ou hawve requested the following information:

Repaort: 941 Aling
Company: GO - ADP TEST COMPANY
‘earf Quarter: 2041 QUARTER 1
Rows PerPage | 10 | = <0 [1-1] of 1 0 04
Site 1D Tax Wear (uarter Feder 1L Er/ o Fublish Date/Time Action
K 201141 SO SO0 10426 032:23:55 AM “dew Report

May 2011 22 Access Reports



m Tax Reporting Online User’s Guide

Annual Reports

SOD Annual Report

The annual Statement of Deposits and Filings (SOD) is a summary of the company information,
liabilities, and deposit activity for the period reported to the taxing agencies on your company's
behalf. A statement is produced for every active jurisdiction that ADP was responsible for
depositing and/or filing during a calendar year. If your company has multiple branch company
codes that share the same tax ID number, a summary statement is produced at the low branch
company code on a tax ID level. A detailed statement will then generate for each company
code within the shared jurisdictions.

Reports are generated using a two-step process; choosing options and reviewing options before
submitting your request. There are two choices available for running this report: generating a
full report or generating a report using optional filters.

NOTE: Report availability is limited to time frames beginning with the Tax Reporting Online
access date for your company.

Generate a Full Report

To generate a report with all details for your company, leave the optional filters unchecked.
1. Select the SOD Annual Report from the Main Menu.

2. Click Next to continue to Review Options.

The annual Statement of Deposits and Filings (3001 is & summary of the company information, liahilities, and deposit activity for the period
reported to the taxing agencies on your company's behalf. & statement is produced for every active jurisdiction that ADP was responsible
for depositing andfor filing during a calendar year. If your company has multiple hranch company codes that share the same tax ID number,
asummary statement is produced at the low branch company code on atax D level A detailed staterment will then generate for each
company code within the shared jurisdictions

To generate areport with all pertinent report details for your company, leave the optional filters unchecked. To limit the report
information, choose from the filters below.

Rlter by Year

Flter by Company

Rlter by Jurzdiction  £)

Filter by Report Content

= Maxt
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3. Review the information for accuracy. If all options are correct, click Run Report. To
modify, click Previous to go back.

Step 2 of 2: Review Options for SOD Annual Report
You have requested the following information:
Report: SO0 Annual
Time Frame: All
Company: All jurisdictions for the selected comnpany
Federal: 4| Federal for the selected company.
State: Al State jurisdictions for the selected comnpany
Loial: Al Lozl jurisdictions for the selected cornpany
Report Content: Both

Run Report

4. The requested report information displays at the bottom of the page. Click the Schedule
link to process a report.

Step 2 of 2: Review Options for SO0 Annual Report

“ou hawe requested the following information:

Report: SO0 Annual

Time Frame: Al

Company: Al jurisdictions for the selected company

Federal: Federsl induded in the report

State: Al State jursdictions for the selected cormpany

Local: Al Local jurisdictions for the selected comnpany

Report Content: Eath

Rows Per Page 10 v | [

Site 1D Tat Year Published Date/Time Report Status
A 2009 05/03/2010 02:54:07 PR AMAILAELE
HAH 2009 02/26/2010 02:24:57 PR AMAILAELE
MK 2002 02/22/2000 01:52:40 PM - AVAILAELE

of 11 b
Aytion

Schedule

Schedule

Schedule

-‘ Previous -',- Hext
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5. The report status will display in the Request Queue in the Main Menu. The report begins in
the In Progress status. Click the Refresh Queue button to update the status. When the
report status changes to Ready, click the report link to display the report in Crystal Reports
Viewer.

NOTE: Once viewed, reports are removed from the Request Queue. To save a viewed
report, export the report to your local computer drive or destination of choice. See the View,
Export, and Print Reports section in this guide for more details.

Refresh Queue

e Request Queue

e In Progress
|50l Annuad 2009
e Ready

|50l Annuzal 2009
< Frofile Maintenano:
@ Cluarterdy
e Annual

Generate With Optional Report Filters

To generate a report with only specifically selected report details for your company, select one
or more of the optional filters. Click Next once you have selected all desired optional filters.
Any option not selected will default to include all available details.

= Year/Quarter — Year/Quarters available will display

= Company — Companies set up on your account with ADP will display

= Jurisdiction — All jurisdictions set up on your account with ADP will display
= Report Content — Summary only and Detail only or Both will display

Select the SOD Annual Report from the Main Menu.

Click the Filter by Year/Quarter check box to display the options.

Use the drop-down menu to select an available Year/Quarter for this report.

step 1 of 20 Choose Options for SOD Annual Report

SOD Annual

The annual Statement of Deposits and Filings (5000 is a summary of the company information, liakilities, and deposit activity forthe period
reported to the taxing agencies on your company's behalf, A statement s produced for every active jurisdiction that ADP was responsible
for depositing andfor filing during a calendar vear. If vour company has multiple branch company codes that share the same tax D number,
asurnmmary statement is produced at the low branch company code on a tae D level A detailed statemnent will then generate for each
cotmpany code within the shared jurisdictions.

To generate a report with all pertinent report details for vour company, leave the optional filters unchecked. To limit the report
infarmation, choose from the filters helow.

(i Alterby Year

ear: | 2009 v

Flter by Company

Filter by Jurizdiction 0

FAlter by Report Content

Previous Ml B> Heset
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4. Click the Filter by Company check box to display the options. Click the Federal 1D,
Branch/Company Code, or Company Name radio button and enter the complete or
partial information. The Available list box populates all matches to the information entered.

Step 1 of 2: Choose Options for 30D Annual Report

FRilter by Year

v| Fiter by Company

*\ Federal ID

Eranch/Company Code (@ Company Name

Awailable

AL - ADP TEST OME COMPARNY e
w | EMLO - ADF TEST T COMPANY
AL - ADP TEST THREE COMPANY

Selected

AL - ADP TEST COMPARY

P Hext
5. Click to select the company(ies) from the Available list box and click Move Selected Right
' to move to the Selected list box.
NOTE: Only criteria in the Selected list box will be included in the report.
6. Select the Filter by Jurisdiction check box to display the options. Click the State check
box to display all states set up for this company in the Available list box.
7. Click to select the state(s) from the Available list box and click Move Selected Right * to

move to the Selected list box.

«|  Flter by Jursdiction )

QHA3BET -
GHA4307 -
GH/BOFE -
GH/EORT -
OH/E3B9 -

Step 1 of 2: Choose Options for 300 Annual Report

¥ Federal
¥ State )
Awailable Selected
“ Ww-NEvADA “ T gH-oHI A
v MY-MEW YORK 1 v
OE-OKLAHGMA =
OR-OREGON
PA-PEMMEYLVANLA,
PR-PUERTS RICO -
«| Local
State | OH.0HIO.D = Al Locals @)
Auailable Selected
©H/3605 - DAYTON -2 @H/B0B0 - DOVER

DUBLIN

CALTON LSD
CELAWIARE
CoOYLESTOH
DELAMIARE ALT

| L
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8. a. Click the Local check box. Use the drop-down menu to select a state and display all
locals set up for this company in the Available list box. For states with numerous locals,
choose the state name with the first letter of the local name. For example, choose the
Ohio-D selection for the Ohio-Dover local.

Once populated in the Available list box, click to select one or more entries. Click Move
Selected Right " to move to the Selected list box.

b. Click the All Locals check box to select all locals set up for this company.

NOTE: Be certain that the Selected list box is clear before using the All Locals check box.
Any previously selected items in the Selected list box will override the All Locals check box.

9. Click the Filter by Report Content check box to display the options. Click to select the
Summary, Detail, or Both radio button.

Step 1 of 2: Choose Options for 30D Annual Report

The annual Statement of Deposits and Filings (SO0 is a summary of the company information, liahilities, and deposit activity for the period
reported to the taxing agencies on your company's behalf. & statement is produced for every active jurisdiction that ADP was responsible
for depositing andfor filing during a calendar vear. If your company has multiple branch company codes that share the same tax 1D number,
a sumrmary statement is produced at the low branch company code on otz (D level. A detailed statement will then generate for each
company code within the shared jurisdictions.

To generate a report with all pertingnt repart details for your company, leave the optional filters unchecked. To limit the report
information, choose from the filters helow.

Filter by Year

Rlter by Company

Filter by Jurisdiction )

[#} Fiter by Report Content

) Summary () Detal (® Both

Step 2 of 2: Review Options for 300 Annual Report
“rou have reguested the following information:
Report: SO0 Annual
Time Frame: 2009
Company: AELCE - ADP TEST COMPARY
Federal: Al Federsl for the selected company,
State: oH
Lonzal: OHSB0E0 - DOYER
Report Content: Eath
Fun Report

-‘ Frevious -I-—' Mext

11. Review the information for accuracy. If all options are correct, click Run Report. To
modify, click Previous to go back.
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12. The requested report information displays at the bottom of the page. Click the Schedule
link to process a report.

Report:
Time Fame:
Company:
Federal:
State:
Local:

Report Content:

Site 1D Tax Year
A, 2009
e 2009

Step 2 of 2; Review Options for 30D Annual Report

“t'ou have requested the following information:

SO0 Annua

2009

All jurisdictions for the selected cormpany
Federl induded in the report

Al State junsdictions for the selected company
All Loead jurisdictions for the selected cornpany

EBath

Raws Per Page
Fublished Cate/Time
05403/ 02:54:07 FM
0z/26/ 02:24:51 FM

Report Status

| of 11 el

Action

Scheduls

Schedule

-“ Frevious - Mext

13. The report status will display in the Request Queue in the Main Menu. The report begins in
the In Progress status. Click the Refresh Queue button to update the status. When the
report status changes to Ready, click the report link to display the report in Crystal Reports

Viewer.

NOTE: Once viewed, reports are removed from the Request Queue. To save a viewed
report, export the report to your local computer drive or destination of choice. See the View,
Export, and Print Reports section in this guide for more details.

e | Ready

<]
[+]

| tauartery
_Annua

Refresh Queaue

s |Raquest Queus
_/In Frogress
e |500 Annual 2009

S |s0D Annual 2009
L _Profile Maintenano:
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940 Filing Report

The employer’s annual Federal Unemployment Tax Act (FUTA) tax return is filed at the
beginning of each year. This report reflects the total federal unemployment tax due for the
completed calendar year and reconciles the tax due against the quarterly deposits made for the
year.

Reports are generated using a two-step process; choosing options and reviewing options before
submitting your request. There are two choices available for running this report: generating a
full report or generating a report using optional filters.

NOTE: Report availability is limited to time frames beginning with the Tax Reporting Online
access date for your company.

Generate a Full Report

To generate a report with all details for your company, leave the optional filters unchecked.
1. Select the 940 Filing Report from the Main Menu.

2. Click Next to continue to Review Options.

step 1 of 2: Choose Options for 240 Filing Report

340 Filing

The employer’s annual Federal Unemployment Tax Act (FUTAY t2 return is filed at the beginning of each year. This report reflects
the total federal unemployment tax due for the completed calendar vear and reconciles the tax due against the quarterly deposits
made for the vear.

To generate a report with all pertinent report details for vour company, leave the aptional filters unchecked. To limit the report
information, choose from the filters helow

[ ] Flterby Year
i_ Rlter by Company

-. Frevious -h Mext

3. Review the information for accuracy. If all options are correct, click Run Report. To
modify, click Previous to go back.

Step 2 of 2: Review Options for 940 Filing Report

fou'we requested the Following infomation:

Report: 240 Fling
Company: Al
Time Frame: All

Run Report

<l Frevin Mot
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4. The requested report information displays at the bottom of the page. Click the View
Report link to view a report. The report will display in Crystal Reports Viewer.

Step 2 of 20 Review Options for 340 Filing Report

“ou have requested the following information:
Report: 940 Aling
Company: AL - ADP TEST COMPANY
ear 2010
RowsPerPage | 10 | v Bl [1-1] of 1|
Site D Taz: Year Federsl D Er/ G Publish DateTime Aition
A 2010 Ry A, 04/26,/2017 02:56:40 PR “wlew Report L

Al Previous B Hext

Generate With Optional Report Filters

To generate a report with only specifically selected report details for your company, select one
or more of the optional filters. Click Next once you have selected all desired optional filters.
Any option not selected will default to include all available details.

» Year/Quarter — Year/Quarters available will display

= Company — Companies set up on your account with ADP will display
Select the 940 Filing Report from the Main Menu.

Click the Filter by Year/Quarter check box to display the options.

Use the drop-down menu to select an available Year/Quarter for this report.

Step 1 of 2: Choose Options for 940 Filing Report

The employer’s annual Federal Unemployment Tax Act (FUTAN tax return is filed at the beginning of each year. This report reflects the total
Tederal unemployment 12 due for the completed calendar year and reconciles the 1ax due against the quarterly deposits made Torthe year.

To generate areport with all pertinent report details for yvour company, leave the optional filters unchecked. To limit the report information,
chonse from the filters helow

Vear: | 2010 b

|71 Fiter by Company

[l )
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4. Click the Filter by Company check box to display the options. Click the Federal 1D,
Branch/Company Code, or Company Name radio button and enter the complete or
partial information. The Available list box populates all matches to the information entered.

Step 1 of 2: Choose Options for 940 Filing Report

[¥] Fiter by Company

) Federal 1D () Branchy Company Code (@ Company Hame (7]
ADP b
Awailable Selected
» o n )
ALK - ADP TEST OME COMPANY 4 HMBGOL- ADP TEST COMPANY 3
v | OG0! - ADP TEST TW0 COMPANY < vl
HHECOK - ADP TEST THREE COMPANY =
“

e I
5. Click to select the company(ies) from the Available list box and click Move Selected Right
" to move to the Selected list box.
NOTE: Only criteria in the Selected list box will be included in the report.
6. Click Next to continue to Review Options.

Step 2 of 2: Review Options for 240 Filing Report

“rou have requested the following information:

Report: 940 FAling
Company: HELEE - ADP TEST COMPARMY
“fear 2010

Run Report

7. Review the information for accuracy. If all options are correct, click Run Report. To
modify, click Previous to go back.

8. The requested report information displays at the bottom of the page. Click the View
Report link to view a report. The report will display in Crystal Reports Viewer.

Step 2 of 2: Review Options for 340 Filing Report

“ou have requested the following information:

Repart: 40 Filing
Company: AALOCHK - ADP TEST COMPANY
fear 20310
Rows FerPage | 10 | v [1-1] of 1|
site 1D Tase Year Federsl ID Br/ o Publish Date/Time fction
A 2010 OO0 XHOCO0 0472672011 03:56:49 FM \dew Report L]

o Previous Jil ¢ Hext
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VIEW, EXPORT, AND PRINT REPORTS

View Reports

The reports will display in the Crystal Reports Viewer software with the parameters that you
have selected. If you get a message stating that you need to install Crystal Reports Viewer,
click Yes and follow the installation instructions. The report will display when the installation is
complete. You will only need to install the software once.

NOTE: Once viewed, reports are removed from the Request Queue. To save a viewed report,
export the report to your local computer drive or destination of choice. See the View, Export,
and Print Reports section in this guide for more details.

Crystal Reports Viewer Navigation

The Crystal Reports Viewer main toolbar displays at the top of the report screen. A description
of each icon button displays when you hover the pointer over the icon. You may slide the
vertical scroll bar to widen or narrow the Preview tab, or click the Group Tree icon to open or
close the Preview tab column. Use these icons to navigate through your reports.

E 5 [Z Pammeters :'.IE Group Tree El-"1+ Bk |1IZII:I";; |1r | |I’ﬂl CRYSTAL REPORTS'

Main Report |

RS

&1  The Export icon will export the file into a different software format.
ﬂ| The Printer icon will open up the Print dialog box.
[ rammeters  Parameters will open or close the Main Report view box.

The + or — icons allow expansion or contraction of view options.

= Group Tree  Group Tree displays or hides the Preview Tab display.
||1DD?4 -] The Magnification Factor allows you to select larger or smaller view options.

t 110 The current page number and number of pages available in the report will
display.

M Go to First Page takes you to the first page of the document.

4 Go to Previous Page takes you to the previous page of the document.
P Go to Next Page takes you to the next page of the document.

M Go to Last Page takes you to the last page of the document.

#  The Search icon allows you to search for specific information.
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Export Reports

When the report is open in Crystal Reports Viewer, use the following instructions to download

and save the file. From the download window, the report

must be opened before a copy can be

saved to a local folder. Examples displayed in this section are for PDF and Word documents,
which are more commonly used; however, file format compatibility varies by report.

1. To save a report in a local folder, click the Export e icon located in the upper-left corner
of your Crystal Reports Viewer window.
2. An Export Report dialog box displays. Use the drop-down list to select a File Format and
enter the Page Range. Click Export. A confirmation dialog box displays.
Export =
File Formgt:
FOF
Page Range: IT :;DF
G Al Pages Wicrosoft Excel (37-2007)
() Select Pages Wisrosoft Excel (07-2003) Data-Only
From: To: hicrozoft Wiord (97-20037
IE-:— hicrosoft 'Witord (97-2003) - Bditable
part Rich Text Format (RTF)
Separated ‘values (C5W)
Hhll
3. Select the Save File radio button and click OK to download. The file will export to the
Downloads window that automatically opens on your desktop.
Opening CrystalReportiiewer, pdf @
You have chosen to open
T CrystalReport¥iewer.pdf
which is ai Adobe &crobat Document
frarm: hitps://
What should Firefox do with this file?
() Dpen with Adobe Feader 8.3 {default) -
@) Sawe File
[7] Dathis autormatically for files like this from now an,
(0]:4 ] ’ Cancel
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4. The Downloads window from your desktop displays the files that have been exported.
Double-click the file name to open.

@ Downloads |i”ﬂ”£|

[ CrystalReport¥ieweri2).rtf 842 A
175 KB — adp.com

- CrystalReportViewer(5).pdf 242 AM
ke 115 KB — adp.corm

Bearch., R

5. The report will display in a new window. For an Adobe Acrobat PDF file, click File > Save a
Copy.

ﬁ CrystalReportviewer.pdf - Adobe Reader EI@
File Edit “iew Docurnent Tools Window Help x
=4 $ L /3 B® %~ =5 [ Find -
| CrystalReportiiewer(5).pdf - Adobe Reader -
Edit View Document Tools Window Help
] Qpen., Crl+0

Create &dobe PDE Using Acrobat.com..,

Save a Copy.., Shift+Ctrl+3
Save as Text..

Attach to Email...
Llose Crl +4

Properties... Ctrl+D

Digital Editions

Print Setup... Shift+Ctrl +P
=l Print.. Ctrl+P

1 Chlsersh, ACrystalReportiewer(3). pdf

Exit Ctrl+0

6. An alert message as shown below may display. Review the message, and click OK to
continue.

Adobe Reader @

Thiz docurment does not allow you to save any changes you have made to it

l . unless you are using Adobe Acrobat 8, Adobe Scrobat Pro 9, or Adobe Acrobat
Fro Extended 9. You will anly be saving a copy of the original document. Do
wou want to continue?

[T1 Do not show this ressage again

Ok ] [ Cancel
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7. For a Word document, depending on the version, you can click the Microsoft Office Button
> Save As, or File > Save As, and select a document format.

=

= CrystalReportViewer itf [Compatibility Made] - Microsoft Word - =

S ©

! DJ IH D=0
ol
Hame Insert Page Layout References Mailings Rewigwr g

CrystalReporticwer it

Save a copy of the document

5. 3y Word Document
-~ = | save the file a5 a Word Document,
7

] Word Template

[GE Conert L'J Save the document as a template that can

be used to format future documents,

[ 2y Word 97-2003 Document
Save —| Save 3 copy of the document that s fully
compatible with Word 97-2003,

H Savess |+ | (7. OpenDocument Test
J 7 | Save the document in the Open Document

Format,

LE; Print > s PDF o1 XPS

ws Publish a copy of the document a5 a PDF or

7, KPS files
97| Prepare ¥
ﬁ - =] Other Formats
3

- H Open the Saue A dialog box to select from
all possible file types

o Publish

B o

|_] ‘Word Optjons ‘ X Exgtward

8. A Save window displays. Navigate to the Drive location and Folder where you will save the
file. Enter a desired name in the File name field. Click Save.

'E] Save a Copy... @

4] Save As ==

Savein  [3] Documents - 0d>mE Ou [Te  Users » » Downloads » ~ [ 43| [ Search Downicads o

N - Date modified T
= ame ate mogitie e Organize v New folder = @
ey ADP Tax Reports 4/29/20118:51AM  File folder -
Recent Places [, Microsoft OfficeWorg  Nome Date modified Type

ADP TaxReports 472972011854 AW File Falder

! 0 Fawvarites
Desktop » Bl Desktop Word 2007

=

Libraries

< i I v

il [} | b

File name: 2008 840Report.doox -
File niame: 2009_840R eport pdf - [Csae ]
‘:.:’. = el N Save as type: [Ward Document (*docr) =
Save as lype - Cancel
HH [dobe FOF Fies (-5l o ] Authors: Crystal Reports Tags: Add atag
[ Maintein 7] Save Thumbnail

compatibility with

Adobe Acrobat Word 97-2003
= Hide Folders Tools + Cancel
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Print Reports

If you are viewing a report from Crystal Reports Viewer and you want to print the file, the file
must first be exported to a PDF file. Once the PDF file is open, the print option from Adobe
Acrobat is used.

NOTE: If you have downloaded the file and are viewing the report in compatible software, use
the applicable software Print options.

1. Click the Print =@ icon located in the upper-left corner of your Crystal Reports Viewer
window.

2. A Print to PDF dialog box displays. Enter the Page Range and click Export.

Frirt to FOF =

Page Range:
() Al Pages
G Select Pages
Frc-m:| |T-:-:| |

?) Print to POF:

The viewer must export to POF to print. &
Choose the Print option from the POF =
reader application once the document iz | = |
openead. bl
Mote: You must hawe a POF reader -

Expart |

3. Select the Save File radio button and click OK to download. The file will export to the
Downloads window that automatically opens on your desktop.

Opening CrystalReportyiewer pdf @

You have chosen to open
74| CrystalReportViewer.pdf

wehich is a8 Adaobe Acrobat Docurnent
fram: https:/f

Withat should Firefox do with this file?

(7 Openwith | Adobe Reader 8.3 (default) -

i@ Sawe File

[7] Do this autormatically for files like this from now on,

(0] l ’ Cancel
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4. The Downloads window from your desktop displays the files that have been exported.
Double-click the file to open.

@ Dowenloads

] CrystalReport¥ieweri2).rtf
175 KB — adp.com

- CrystalReportViewer(5).pdf
k| 115 KB — adp.cam

Bearch.,

242 AW

o)

5. The report will display in a new window. For an Adobe Acrobat PDF file, click the Print H
icon located in the upper left corner of your window.

ﬁ CrystalReportifiewer.pdf - Adobe Reader
File Edit ‘iew Document Tools Window Help

&

6. For a Word document, depending on the version, you can click the Microsoft Office Button

> Print, or File > Print and select a document format.

CrestalRepotiiener itf [Compatibility Mode] - Microsoft Word

|E!.'1 H!)- 5 = - = X
e = ; 2
Hame Insert Page Layout References Mailings Rewigw e L7
‘ ,-’E—\ H9-0 - CrystalReportiiewer.df rq
’j Preview and print the document
Mew
- Print
~ ‘¢ Select a printer, number of copies, and
J Qpen other printing options befare printing.
@ Quick Print
[ Corwert Send the document directly to the default
- printer without making changes.
I Print Preview
H Save \; Previews and make changes to pages before
printing,

H Sawe A5 b
= Print 3
f’f Prepare B
_ﬁ Send L5
o Publish ¥

5
J Close

2] word Options | | X Exit ward
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7. A Print window displays. Select your print options. Click OK.

Print

Prinker

==

Mame: |HP LaserJet 1100 (M)

= ‘ | Properties

Skatus:
Type:

Ready
Remote Desktop Easy Print

Prink Riange

@ Al

Adobe Acrobat

Current view

() Current page

TiPages 1-3
Subset: | Al pages in range -

[ Reverse pages
Page Handling

Copies: 1 = Collate

Shrink ta Printable Area T

|¥] Auto-Rotate and Center

Page Scaling:
[ Choose paper source by PDF page size

Use custom paper size when nesdsd

[l Print to file

Printing Tips

Comments and Forms:

‘Document and Matkups X

Preview: Composite

A

Units: Inches Zoom : 94%:

13 ﬂ

Print 7 |l
Printer
Mame: 5 HP Laseret 1100 {Ms) E Properties |
Status;  Idle Find Printer..
Type: Remote Deskkop Easy Print =
Whare: [T Print ta file
Comment: [ Manual duplex.
Page range Copies
@ al Number of copies: |1 %
“) Current page Selection
) Pages:

Type page numbers andfor page ranges separated
by commas counting From the start of the
document or the section, For example, type 1, 3,
5-12 of plsl, pls2, pls3-pas3

Print what: | Document showing markup

Pint: all pages in range

B Zoom

Iﬁ [¥] Collate

Pages per shest: 1 page

]
Mo Scaling E'

Scale to paper size:

Word 2007
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FREQUENTLY ASKED QUESTIONS

This section provides answers to some frequently asked questions regarding ADP Tax Reporting
Online.

Q1 How do I reset a forgotten password?

Al Only a Client Master or Client Administrator is authorized to reset your password. If you
have forgotten your ADP Internet Services password, contact your Netsecure
Administrator to have it reset. Once your password has been reset, you will receive an
e-mail message.

Q2 How long is the report information available online?
A2 Tax information is available for seven years from the reporting year.

Q3 When is the quarterly or annual SOD Report information available on Tax
Reporting Online?

A3 Tax Reporting Online — SOD Reports are available online within one week of the last
quarter deposit date, which can be up to four weeks prior to receiving the paper report
through USPS mail.

Q4 Why am I unable to view historical information for my company?

Ad Report availability is limited to time frames beginning with the Tax Reporting Online
access date for your company.

Q5 How does a Client Administrator assign a user with access to view historical
information from the time of the initial Tax Reporting Online setup?

A5 To assign a user to view historical reports from the time of the initial setup of Tax
Reporting Online, the Client Administrator must select the Publish Historical Reports
check boxes to assign report access. For more details, the Client Administrator can refer
to the Assign Reports section in the Security Services Administration Guide.

Q6 Can specific report assignments be made without assigning a user access to
all reports?

A6 Yes. The Client Administrator can designate the reports to which a user has access. For
more details, the Client Administrator can refer to the Assign Reports section in the
Security Services Administration Guide.

Q7 Why am I unable to see information for all my company codes?

A7 Please confirm that you have the correct company code entitlements. This can be
verified by accessing the My Info under Company Codes Assignment. If the desired
company codes are not listed in this field, contact your Client Administrator to assign the
codes. For more details, the Client Administrator can refer to the Company Code
Maintenance section in the Security Services Administration Guide.
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Q8

A8

Q9

A9

Q10
A10

I a 940 Filing Report is available, does this mean ADP filed a 940 on my
behalf?

The 940 Filing Report is a reflection of information accumulated for the purposes of
filing and does not mean ADP filed. For confirmation that ADP filed, refer to your
Statement of Deposit, which reflects if ADP or your company was responsible for the
actual filing.

If a 941 Filing Report is available, does this mean ADP filed a 941 on my
behalf?

The 941 Filing Report is a reflection of information accumulated for the purposes of
filing and does not mean ADP filed. For confirmation that ADP filed, refer to your
Statement of Deposit, which reflects if ADP or your company was responsible for the
actual filing.

How do I know when my report is ready?

Check the Main Menu — Request Queue for a status. The In Progress menu option lists
reports currently in process. The Ready menu option lists reports ready for viewing.
Once a report is ready for viewing, a plus (+) icon will appear. Click the (+) icon and
select the desired report. The report remains here until it is viewed. Once viewed,
reports are removed from the Request Queue.
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