RED WING’

SOFTWARE

Red Wing Payroll 1099 Printing Process with Red Wing Tax Forms

Document #: 3043 Product: Red Wing Payroll and Red Wing Tax Forms

This document describes how to prepare, print and/or eFile 1099 forms from Red Wing Payroll using Red Wing Tax Forms.
This topic includes the following instructions:

Step 1: Report 1099 Payments from Red Wing Payroll
Step 2: Install Red Wing Tax Forms

Step 3: Register Red Wing Tax Forms

Step 4: Register Federal/State Tax Forms (Aatrix)
Step 5: Add Payers

Step 6: Preparing and Printing/eFiling 1099s
Frequently Asked Questions

Step 1: Report 1099 Payments from Red Wing Payroll

To get the 1099 payment amount for the employees that need a 1099 form printed, print the Payroll Register for the specific
employee(s) by following the steps below.
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From Red Wing Payroll, select Payroll > Reports > Pay Data Reports > Payroll Register.

In the Pay Run From box, enter 01/01/20.

In the Pay Run To box, enter 12/31/20.

In the Employee From/To boxes, select the employee (s) that need a 1099 form printed.

In the Report Type box, select Summary.

Click Print.

The information from this report will be used in Step 6 of this document.

To print a 1099 for an employee, the Income Form option on the employee must be set to 1099. This can be viewed or
changed by selecting Setup > Employees > 6 - Accounting tab > Income Form field

Step 2: Install Red Wing Tax Forms
Printing 1099s through Red Wing Payroll requires that Red Wing Tax Forms is installed and registered.
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From an internet browser, enter www.redwingsoftware.com/home/rwtaxforms.

At the Do you want to allow this app to make changes to your device? prompt, click Yes.

On the Application Requirements screen, click Next.

On the Welcome screen, click Next.

On the License Agreement screen, select the | accept the terms of the license agreement check box and then click
Next.

On the Destination Folder screen, click Next.

On the Select Program Folder screen, click Next.

On the Completing screen, click Next.

On the next Completing screen, click Finish.
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Step 3: Register Red Wing Tax Forms

Printing/eFiling 1099s through Red Wing Payroll requires that Red Wing Tax Forms is registered. Register using one of the options
below:

Option A: Register Manually

Open Red Wing Tax Forms, select Help > Register...

At the Registration screen, click on Manual.

From the email you received outlining the new Red Wing Payroll 1099 process, locate the Registration Key.
On the Registration Key Entry screen, enter the unique registration key provided to you in the Registration
Key field. Then click Save. When you enter the registration key:

HPODN -~

# ltis not necessary to enter the dashes
¥+ Either upper/lower case letters can be entered

» Theletters |, Q, O and S will not be a part of the registration key. For example, all "0" characters
are the number zero.

Option B: Register Online

—_

From Red Wing Tax Forms, select Help > Register...

Click Online.

3. Inthe Email Address and Password boxes, type your email address and password for the Red Wing
Software website. If you haven't registered on our website previously or forgot your password, see the
Frequently Asked Questions section of this document for additional information about using the Red Wing
Software website.

Click Login.

On the next Registration screen, your registration information will display, click Next.

Click OK.

On the next Registration screen, click E-mail to receive a copy of the information via your e-mail address.
Save this email. Click OK. Then click Close Form.

N
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Step 4: Register Federal/State Tax Forms (Aatrix)

Printing 1099s through Red Wing Payroll requires that Federal/State Tax Forms (Aatrix) is registered. Register using one of the
options below:

Option A: Register Online

1. From Red Wing Tax Forms, select Help > Register Federal/State Tax Forms.

2. Click Online.

3. Inthe Email Address and Password boxes, type your email address and password for the Red Wing
Software website. If you haven't registered on our website previously or forgot your password, see the
Frequently Asked Questions section of this document for additional information about using the Red Wing
Software website.

Click Login.

On the Aatrix Product Registration screen, enter your Primary Company EIN and then click Next.

On the Your Registration Information screen, at the Registration Successful message, click OK.

If you wish to have your registration information sent to you via e-mail, click Email.

Close the Your Registration Information screen.

Your Aatrix software is registered through the last day of the month of your Customer Care Plan anniversary
date.

©®O®NO O

Option B: Register Manually (use this option only if internet access is not available)

1. Call Red Wing Software at 1-800-732-9464 and request an Aatrix Registration code.
2. Open Red Wing Tax Forms
3. Select Help > Register Federal/State Tax Forms.
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Click Manual.

In the Aatrix Registration Key box, enter the key you were given by Red Wing Software (do not enter the
dashes.)

Click Submit.

At the Registration Successful message, click OK.

Click Close.

Your Aatrix software is registered through the last day of the month of your Customer Care Plan anniversary
date.
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Step 5: Add Payers

1. Select Payers > New or if you are performing this section of the document immediately after opening Red Wing Tax
Forms, click New on the Open Payer screen.

=] Payer x®

Year B

Name |

[ | state Tax ID

Trade Name |

|

|

Address | ‘
| |

| [ |

Phone [(_)__-___ |
Fax [(J__-__ |
|

|

|

|

|

Contact |

Tile |

Email |

RTN |

Preparer | P
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Click the EIN button and select either SSN or EIN to indicate whether the Federal Tax ID number entered in the Tax ID box
is a tax identification number or a social security number.

3. Enterthe Tax ID number.
4. Enterthe Name as it will appear on all tax form documents.
5. If acompany is operating under a name different from their registered legal name, enter the Trade Name.
6. Enterthe Address, City, State and Zip for the payer as it will appear on the tax form documents.
7. Enter an optional Phone or Fax numbers.
8. Enter an optional payer Contact, Title, or Email.
9. If the payeris a financial institution, enter the RTN (routing transit number).
10. Select the appropriate Preparer for this payer.
11. Onthe right hand side of the screen, enter each State and state Tax ID number this payer reports to. Enter as many states
as necessary.
12. Click Save.

Step 6: Preparing and Printing 1099s

1. Select Payers > Open or click the Payers icon on the toolbar, select the Payer you want to print 1099s for, and then click

Open or if you are performing this section of the document immediately after opening Red Wing Tax Forms, on the Open

Payer screen select the Payer that you want to print 1099s for and then click Open.
2. Select Forms and then select one of the 1099 tax forms or click the form icon from the toolbar. In the example below, the
1099-NEC form was selected for the Abigail Acres Payer.
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(=) Red Wing Tax Forms - [1099 Non Employee Compensation]

\=l File Payers Forms Window Help

Abigail Acres / 2020

i i i i ) ) i ) ) i

Payers | 1089-MISC 1099-NEC | 1099-INT | 1099-DIV | 1099-PATR | 1099-R w-2 940 941 943

SSMEIN  PayeeTID Mame A Address1 1. Nonemployee Compensation 4 Federsl Tax Withheld 5 State TWithheld & 57©
*| \ \ \ *| | \ [ |
bp[SSN [0B6-68-4475 | Peter Wiliams {98 ural Hote 2 |07 [s0.00 [so.00 [s000 [ !
Totals Totals

50.00] S0.00] S0.00]
< | £ >
it Save Delete Cancel

3. Inthe light green highlighted first row, on the left side of the screen, enter the payee (recipient) information from the report
you printed in Step 1 of this document. Enter the following information by pressing the tab key in between each entry:

¥ Payee TID and select whether the TID is a SSN or EIN.

¥ The Name, Address, City, State, Zip, Phone, Email, Account No.

#» Any other information pertinent to the specific form.

©

4. Inthe light green highlighted first row, on the right side of the screen, enter the information required for the boxes on the tax
form you selected from the report you printed in Step 1 of this document. For example, for the 1099-NEC, enter
Nonemployee Compensation, Federal Tax Withheld, State 1 Withheld, etc.

\=] Red Wing Tax Forms - [1099 Nen Employee Compensation] - m] X
\s] File Payers Forms Window Help - 8 X
Abigail Acres / 2020
= 'y '} 'y 'y i i i i 'y i
Payers 1099-MISC  1099-MEC | 1099-INT 1099-DIV | 1099-PATR 1099-R W-2 240 941 943
SSMEIN Payee TID Mame A Address1 1. Monemployee Compensation 4. Federal Tax Withheld 5. State 1 \Withheld 6 %hte
| | | *| | | | |
[sSN [086-68-4478 [ Peter Wiliams [ 95 Rural Route 12 [k [61.895.00 [s20120 [s63.00 i ME
otals Totals
51.835.00] 5201.20] 563 00] [
< > |« >
Print Save Delete Cancel

5. Repeat Steps 2-4 for all payees (recipients).

6. Click Save.

7. Click Print.

Forms Update

If you have Internet access and the latest version of Federal/State Tax Forms (Aatrix) is not installed, the following
Forms Update screen will automatically be displayed when you try to print your data. Simply click on Automatic
Update and follow the on screen instructions. Note: Once the update begins, the window may be behind your
program window. If you minimize your program window, you will see the progress of the update or there may be an
icon in your task bar that when clicked will display the progress of the update.
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A forms wpdate is required to make sure vou have the latest forms. @) |

-

Automatic Update Update forms automatically over the Internet

Update forms by manually downloading an update from any

TRl 2 T computer with an Internet connection

Continue processing withaut the required update. Forms will be

Continue Expired marked as expired and cannot be filed

Cancel Cancel without processing forms.

8. Ifthis is the first time 1099s are being processed this year, the 1099 Setup Wizard will automatically be displayed. If you
wish to test the 1099 Setup Wizard without saving any of the test information, select either the 25 or All recipient option. If
you want to continue the 1099 process, select the No thanks, start processing my 1099/1096s option and then click
Next. Then, verify that the Payer TIN is correct and select if it is an EIN or SSN and then click Next.

£+ Company Setup - X

‘ | 1099 Setup Wizard (7))
We noticed that you have not processed any 1093s for the curent filing year.
Before you begin filing your 1099s, would you like to do any of the following?

(Ol want to test drive the 1099/1096 Wizard with only the first 25 of my recipients
Ol want to test drive the 1093/1096 Wizard with al of my recipients

(®) No thanks, start processing my 1099/1096s.

NOTE: The 1035/1096 Wizard test drive allows you to see how the process works but does NOT save any of your information

< Back Next > Cancel
[ &71009 Setup Wizard === |
] 1099 Setup Wizard 9

Get Started Printing or eFiling Your 1099s

Please verify this payer's Taxpayer Identification Number (TIN). This number is used on ALL 1099 forms
and MUST be correct. If this number is NOT correct, you MUST return to your accounting software to
make the correction.

Payer TIN
-[3][a][s][s][z][3][s]
@ EIN (@) SSN
<Back | Net> | [ Cancel |
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W-2/1099 Preparer
1099 History File Options

You have already complsted part of your 1099 fiings. Please review what you have completed and select which action
you would like to take next

Each time you complete an action you wil bs retumed ta this screen

r~ Last Completed Actions ———————————————— [~ Available Actions -

Form | Last Completed Action J = Reprint Completed 1099s
Recipisnt 1099 Repirt a copy of any 1088 fiing that you

Federal 1099 have already completed.

State 1099

Payer 1099 " eFile or Print Incomplete 1099s
&File or print any required 1099 copies
you did not process yet

" Comect Completed 10995
View Detailed List of Completed Actions | r"“‘:vk:;gz‘::‘ggsxl ;”g? s
| recipients in this process.

 Start Dver

Clear your past actions and start the 1099
process over again with new payroll data

View Instructions on Retuming Later

" £1099 Password Lookup

Look up your recipient's password
information

cBak | News | dese | Hep |

9. The Multiple 1099 Data Files screen will be displayed. Select Yes if you have multiple payroll databases with the same
EIN and see the FAQ section in this document for more information. Otherwise select No and click Next. The data will now
be transferred to the W2/1099 Preparer grid.

r E I
e R\

‘ | Multiple 1099 Data Files )

Please Read Carefully

Answering incorrectly may require you to restart the fiing process.

Do you use multiple 1099 data fles for the same federal EIN ?
Yau may be using multiple 1099 data files in yeur accounting software to handie:
+ multiple companies
+ multiple departments
+ multiple divisions
« multiple sites

all under the same federal EIN.

@ Yes. | use multiple 1099 data files for this EIN.

(@) No, | use a single 1099 data file for this EIN

<Back [ New> | [ Cancel

10. Review your Payer Information and click Next. The system will notify you if any required fields have incorrect or missing

information.
| 1099 Setup Wizard P x|
‘ \ﬂ Payer Information L))
Company name:  John Smith Compary Other name John Smith Compary
First name Middle Last name:
Courtry: USA (United States) I

Addressline 1. 491 Highway 19

Address line 2:

Cty: Red Wing " State: MN  ZIPcode: 55009
Contact name:  John Smith Title: Owner

Phaone (634) 758-5858 Email: johnsmith @gmail.com

Fanc: (634} 756-5878 Transfer agent: |

[ <Back ][ Net> ] [ Cancel |

11. Select the appropriate filer type on the Tax Preparer Type screen and then click Next.
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4 Tax Preparer Type - X

‘ ‘ﬂ Tax Preparer Type (7))

Which type of filer are you?
®) | am filing for my company/employer
(O | am a third-party, paid Tax Preparer, filing for ane or multiple companies/EINs,

If you have 10 or more companies, you may sign up for the Batch eFiling Service ffees apply).
Visit http-//astrix com/batchefiling to leam more.

< Back Next > Cancel

12. The State & Local Tax Items screen will display. Click Next. The Setup Wizard will automatically verify that all required
information for listed states and local taxes are complete and conform to the required formats. If it finds a blank field or data

is incorrect, it will automatically prompt you to correct the data. You will not be able to continue to the next screen of the
Wizard until all required fields are correct.

§ N
£+ 1099 Setup Wizard i - SRR ™™

\ﬂ State & Local Tax ltems L?)]

Property formatted tax account numbers are required for 1099 reconiliation and year-end forms. Avoid rejected foms and sFiles!
MOST fiing srors are due to incomectly formatted withholding or unemployment account numbers.

State Tax tems
State TaxName Tax Account Number Add...
Edt..
Remove
Local Tax kems
State Tax Name 1099 Name  Tax Type Tax Account Number Add
Edt
Remove

[ <Back |[ Net> | [ Cancel |

IS —_— — g

13. The Data Verification screen will be displayed. Determine if you have any recipients that elected to receive 1099s
electronically and then click Next to continue.

| 1009 Setup Wizard [E=S EeR(F=2 =)

\ﬂ Data Verification (7))

1. Do you have any recipients who elected to only receive 1099 forms electronically?
i Yes @ Mo

2. I3 this your final retum?
D Yes @ Mo

[ <Back ][ Met> | [ cancel |

14. The Recipient Identification screen displays. Determine if you want to truncate recipient identification numbers and how
you want to print RINs on recipient copies reported as zero and then click Next to continue.
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<* Recipient Identification Numbers - *

.Jl Recipient Identification Numbers (7))
‘Would you like to truncate Recipient |dentification Numbers (RINs) on recipient copies?
S5Ns, ITINs, and ATINs will anly display the last 4 digits on all printed recipient copies. This will not apply to EINs
(®) No truncation. Example: 123-45-6739
(O Truncate with asterisks. Example: ***-**-6783
(O Truncate with Xs. Example: XXX-XX-5789
Would you like to print RIMNs on recipient copies that are reported as zeros?
(@) Yes, print zeros. Example: D00-00-0000 or 00-0000000
() No, leave them blank

< Back Next > Cancel

The W-2/1099 Preparer will guide you through the process of eFiling and/or printing your 1099s. Once the displayed
data has been reviewed, click Next Step to continue to the next screen. When you click on Next Step, the W2/1099
Preparer will automatically verify that all required fields are filled in and the data is formatted correctly. Anytime the
Preparer finds data that is incorrect or missing, it will automatically prompt you to correct it.

This is an example of what the W2/1099 Preparer will display if it finds incorrect or missing data. If this screen is
displayed, simply click on the Go Back and Correct button and the data that needs to be corrected will be displayed
in red. Click on the red data and correct the information. Once all data has been corrected, click Next Step again to
continue to the next screen.

4% W-2/1009 Preparer [77-4991320 Abigail Acres] — O *

File

Edit View Help

Verify All Other Data Next Step ’ \* ] <|[>] Help Tips - Did you know? Read more..

If there are multiple databases (multiple divisions,
sites, or departments) for the same EIN, merge

||||||

Ready

15.

16.

17.

18.

SR R R S é

Kelly Company Peter Wiliams 95 Rural Route 12 Marrisville 201.20 MO

> |« >

[ [cap [num [scRL

The first screen of the W2/1099 Preparer displays the Recipient TIN/Taxpayer Identification Number (TIN) for each
recipient. Make any needed changes and click Next Step at the top of the screen.

The next step allows you to verify the TIN Flag. The TIN Flag should have a check mark for each employees who's TIN is
an FEIN. Make any needed changes and click Next Step.

Verify that the recipients names and addresses are correct. The recipients names will be in the Optional Name field, not
the Recipient Last Name and Recipient First Name fields. Make any needed changes and click Next Step.

Verify all Income boxes for the recipients. Make any needed changes. Click Next Step.

19. Verify the Filing State for the recipients. Make any necessary changes and click Next Step.

20. Verify any other amounts for the recipients. Make any needed changes and click Next Step.

21. The next screen offers one more chance to verify all data and make any changes. When all data is accurate, click Next
Step to begin printing and/or eFiling 1099s.

22. If aninformational screen displays, click Next.

23. The 1099 Printing and Filing Options screen will be displayed. All printing and eFiling options are displayed with the
costs associated for eFiling and Complete Filing Service (which does all the printings and eFiling for you). Choose the
appropriate options for your company and click Next.
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W-2/1099 Preparer X

1099 Printing and Filing Options

eFile Services allow you to pick Fling Dates. FREE Cx i before Filing Dates. More info?
(® Complete 1099 eFiling Service et Business Day # Recipients Price/Recip. Subtotal
The eFile Center will: Mailing!
- Print and Mail Recipient Copies 1 5214 5214
- 21099 Only Recipient Copies ~ What's This? 0 $0.99 $0.00
- File your Federal 1099s and 1096 included FREE
- File all applicable State 1099 and Reconciliation Forms included FREE
- ¢1099s Available for all Recipients included EREE
Total Cost Minimum $24 95
(C) Other Options eFilers receive Free Comections before selected Filing Dates
Print my Recipient 1099 Copies
eFile Federal 1099s and 1096 1 $0.49 $0.00
efile State 1039s and Reconciliation Forms 1 3069 $000

Print Federal 1099s and 1096
Print State 1099s and Reconciliation Forms

Official Payer 1093 wil display when Federal 1039s are selected

< Back Next > Cancel

24. If you chose the Complete 1099 eFiling Service, you have the option to purchase a PDF archive on a USB of your 1099s,
select Yes, include a PDF archive to purchase an archive or select No, thank you to continue without purchasing an
archive.

W-2/1099 Preparer X

‘ @) POF Archiving Available )

Would you like to buy a PDF Archive of your 1099s?
Purchasing a PDF archive allows you instant accsss to your W-2s for only $34.95 {plus $4.55 shipping and handing)

- Dont wony about locking up paper 1033 from prying eyes
- Reprint  Recipient 1099 t any tine

- Easiy find your Federal, State, Local W-2s, or Reconcilation(s) f the State or
Federal Agency calls with a question

- PDFs are password protected for you and your recipients’ securty

@) Yes, include a PDF archive

() Ne, thark you

< Back Next > Cancel

25. If you have not chosen the Complete 1099 eFiling Service option, you have another chance to select that service instead
of printing the 1099s yourself. Click Next to continue with the original printing options selected. If you've changed your mind
and would like Aatrix to print and eFile all of your 1099s for you, select Yes, | would... and then click Next.

W2/1099 Preparer =

‘ @ Benefits of the Complete 1099 eFile Service )

Have your recipient 1098s printed and mailed automatically
MNext Business Day Mailing!

@ Have your federal 1099s/1096 filed automatically
Select yourfiing dates and make any changes at no charge urti that date.  leam more

Have your state 1093 & Reconciliation(s) filed automatically
Select yourfiing dates and make any changes at no charge unti that date.  leam more

I™ Yes, Iwould like to cortinue with the Complete 1099 eFile Service

<Back | MNet> | Cancel |

26. The Review Data screen will display the printing/eFiling options selected. If any changes are needed, click Back.
Otherwise click Next to continue.
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‘W-2/1099 Preparer

‘ @ Review Data (7))

Based upon your selections, we need you to review data on the
following forms:

Missouri
Print Missouri 1093-NEC
Print MO 1096 STATE FORM
Recipient

TIP: Only recipients who meet the Filing State Agency
requirements for 1099 filing submission will be included on
the state 1099

If you would like a copy for your records of the actions that will be taken, click ‘Prirt."

Prirt

< Back Next > Cancel

27. The first selected 1099 form will be displayed. The form type is displayed in the yellow bar at the top of the screen. It also
specifies how many different forms were selected to print.

CJvoiD [1CORRECTED
[ Noremplayes compensation
$ 1895.00
{4 Federal income tax wighield
$ 201.20

PAYER'S rusne, sreet sddems, city o fown, sise or province, ooy, ZIP o fareign postl
foode, and tedephone .
ABIGAIL ACRES

2985 312TH STREET

CRNNCN FALLS MN 55009
(507) 815-6745
PAYER'S TIN RECIPIENT'S TIN

T7-4991320 0e6-68-4478

RECIPIENT'S rne, street address (inciucding 2t no), city or fown, siae or provinge, county,
ke ZP o foreign pastal code

PETER WILIAMS

KELLY CCMPANY

S5 RURAL ROUTE 12

MORRISVILLE MO  &7811

Azt rumber {soe instucions) ‘ FATCASling requiremerd

2

3

|5 Sumte s withiedd B StsePayer's stwe na. |7 St imcame:
ko | $
$ ! $
2020 - 1099-NEC Copy 1 For stata Tax Dapartment

28. To print this first form, click Print Copy and then OK. Once the data is printed, click Next Step to continue to the next
selected form. Repeat this process for each selected form. If a pre-printed form is required when printing a report, you will be

notified to insert the pre-printed form prior to printing.

4 Youare about to print the Federal copy of your1099s. This copy must
B\ be printed on pre-printed forms (often referred to as the Red Capy).
Insert your pre-printed forms now. If you need to purchase these
formes, call 1-800-458-0158 or use the
https//redwing.computerforme biz Web site to order.

e

29. When the last form is displayed, click Print Final and the click OK.
30. If you have chosen to eFile any of your forms, the Secure eFile login screen will be displayed. Enter your Aatrix Username

and Password to process your eFile request. Follow the onscreen instructions.

Page 10 0of 13

Red Wing Software  support@redwingsoftware.com « www.redwingsoftware.com « 800-732-9464
Last Updated 12/8/2020



[ A e ==

Secure eFile Login

Username | Forgot your login?
Password

[[IRemember Me

Copyright © 2013 Aatrix Software. All rights reserved.

31. Upon completion of the 1099 printing process, the 1099 History File Options screen is displayed. If you are finished

printing forms for the time being, select Close. This screen will also be displayed if the 1099 printing process is started
again.

W-2/1099 Preparer

==
1099 History File Options

You have already completed part of your 1038 fiings. Please review what you have completed and select which action
you would ke to take next

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

-~ Last Completed Actions — | [ Avaiable Actions
| Form | Last Completed Action | @ Repiint Completed 1099s
Recipiert 1053 Reprint a copy of any 1099 fiing that you
Federal 1089 have already completed
State 1099
Payer 1099 " eFile or Print Incomplete 10995
&File or prirt any required 1098 copies
you did not process yet
" Comect Completed 10995
View Detaled Lt of Completed Actions | ke comections to 1099 copies that you

have processed. Also, add/delete

recipients in this process
View Instructions on Retuming Later |

" Start Dver

Clear your past actions and start the 1099
process over again with new payrol data

" 1099 Password Lookup

Look up your recipiert’s password
information.

Next > Close Help

Frequently Asked Questions

Q. I'm attempting to log into the Red Wing Software website, but it does not recognize my Email and/or Password?
A. Follow the instructions below for information about the Red Wing Software website.
To Log in to the Red Wing Software website:

In your web browser, enter www.redwingsoftware.com, and press Enter.
In the upper-right of the Red Wing Software home page, click Log in.
Enter your Email Address and your Password.

Click Login.

PO~

To Register on the Red Wing Software website:
If you have not previously registered or logged in on the Red Wing Software website, please follow the steps below:

In your web browser, enter www.redwingsoftware.com, and press Enter.

In the upper-right of the Red Wing Software home page, click Log in.
Click Register.

In the Account Number box, enter your company Account Number. Your Account Number can be located in a few different
places:

PN~
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a. Onthe Support Certificate that you receive upon renewing Customer Care Membership.
b. Red Wing Software sends customers a renewal form for Customer Care Membership. This renewal form contains
your account number.
c. Invoices you've received from Red Wing Software contain your account number.
d. If others at your company have already registered, they can sign in to their account and find your company's account
number at www.redwingsoftware.com/home/myaccount.
5. Continue entering your Title, First and Last Name, Email Address (which is yourlogin) and a Password.
6. Enterthe displayed Security Verification code, and then click Submit.

To Retrieve a Forgotten Password:

In your web browser, enter www.redwingsoftware.com, and press Enter.
In the upper-right of the Red Wing Software home page, click Log in.

-
Click the W= Forgot .

Enter/verify your Email Address.
Enter the Security Verification code, and then click Send. Click Close.
Wait until you receive an email that includes instructions to reset your password.
Click the link in the email that you received from Red Wing Software.
Enter the Validation Code which was included in the email. If you enter the code and it is not recognized, copy and paste
the code from the email. The Validation Code expires in 24 hours.
9. EnteraNew Password and then Re-enter the New Password.
10. Click Submit.
11. Click OK.
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To Log Out of the Red Wing Software website:

1. At the top of the Red Wing Software home page, click Welcome, (Your Name).
2. Inthe displayed menu, select Logout.

Q. I'd prefer to register the Red Wing Tax Forms product online, how do | register online?
A. Toregister online, follow the steps below:

1. Select Help > Register...

2. Click Online.

3. The Registration Online form will be displayed. If you are currently a member of the Red Wing Software website, enter your
Email Address and Password, then click Login to access the online product registration.

On the next Registration screen, your registration information will display, click Next.

Click OK.

On the next Registration screen, click E-mail to receive a copy of the information via your e-mail address. Save this email.
Click OK. Then click Close Form.

IS o

Q. Do | need to order 1099 forms or can | print them on plain paper?

A. The majority of your 1099 copies will be printed on plain paper; but the Federal government does require that the Copy A
(often called the “red copy”) be printed on a preprinted form. These forms are available from Computer Forms, Inc. at
http://redwing.computerforms.biz/shop_category.aspx?cid=131 or by calling 800-458-0158. The IRS does require that you also
print your 1096 information on a preprinted red copy.

Q. Do | need a laser printer to be able to print the forms?
A. A laser printer is best, but you can also print with most desk jet and ink jet printers.

Q. I’'m trying to process my forms, but | keep getting the message “Would you like to register now, or evaluate?”

A. You'll need to register your Federal/State Tax Forms (Aatrix) software. If you have an Internet connection, choose Register
Federal/State Tax Forms. Your login will be recognized from the Red Wing Software website, follow the prompts to create your
registration code. If you don’'t have an Internet connection, call 800-732-9464 and request an Aatrix registration code. If a
registration code is faxed to you, do not enter the hyphen included in the number. Enter just the letters and numbers.
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Q. Why am | getting a “forms update” or "mandatory update” message when | try to process my forms and what do |
need to do?

A. At least once a quarter, including at year end, updates are created for the Federal/State Tax Forms (Aatrix) software. When you
receive either of those messages, it means that Aatrix has an update available that you should install prior to continuing.

Forms Update

If you have Intermet access and the latest version of Federal/State Tax Forms (Aatrix) is not installed, the following
Forms Update screen will automatically be displayed when you try to print your data. Simply click on Automatic
Update and follow the on screen instructions.

©

romsvpere N ==
A forms update is required to make sure you have the latest forms. @) |

Automatic Update Update forms autamatically over the Internet.

Update forms by manually downloading an update from any

i peet computer with an Internet connection.

Continue processing withaut the required update. Forms will be

Cantinue Expired marked az expired and cannot be filed.

Cancel Cancel without proceszing forms

Q. Can | change the figures on my Federal reports if they are incorrect?

A. Yes, once the data is in Aatrix Federal/State Tax Forms, you can change any figure on the reports that are highlighted blue. Any
figure that is highlighted red must be changed before you can print the report. Any figure that is white cannot be changed, but it is a
calculated number, so it can be changed by adjusting the fields around the white field.

Q: I'm trying to eFile my forms and | can't remember my Aatrix eFile username and/or password, how can | get it?
A We recommend you contact Aatrix by calling 800-426-0854.

Q. Where can | locate additional documentation on Red Wing Tax Forms?
A. From within the Red Wing Tax Forms software, click Help > View Help or press F1.
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