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Warnings

The Department of the Treasury, the Commonwealth of Puerto Rico, its agents or
representatives are not responsible for the use of this Program or for corrections, and the
accuracy of the end result from the process of generating the forms.

Every Employer or Withholding Agent using this Program must keep a copy of the
Employer Identification No.l04 file which contains the forms data for a minimum period
of 4 years.

For preservation of documents reasons, you may only use a Laser printer. We are not
responsible for problems that may occur to the forms due to the use of another type of printer
other than the one specified above.

The information in this document is subject to change without prior notice. The examples of
companies, organizations, products, persons and events herein represented are fictitious. It is
the responsibility of the user to comply with any copyright laws applicable. Notwithstanding
copyright’s limitations, no part of this manual or databases may be reproduced or transmitted
in any form or by any means, electronic or mechanical, including photocopying, recording, or
information storage and retrieval systems, for any purpose other than the Taxpayer’s personal
use, without the express written permission of the Department of the Treasury.




Instructions for Users of the Program in CD

Program
Installation
from the CD

Windows
Explorer
screen
example

e To install the Program provided by the Department of the Treasury from the CD,
proceed with the following instructions:

STEP ACTION

1 Insert the Program CD into your computer’s CD Drive.

2 From My Computer or Windows Explorer, select the CD Drive to
read the CD.

3 The following folders will appear on screen: Full Install and Manual.

4 The Full Install folder contains the following subfolders: Floppy and
Single.

5 In the Single subfolder you will find the installation for the Program
“Informative2004.msi”.

Directory of the file for installation (Informative2003.exe).
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Continued on the next page




Instructions for Users of the Program in CD, Continued

ACTION

Select “Informative2004.msi” and follow the instructions that
appear on your screen to install the Program.

Once the Program is installed, you will see on your Desktop the
2004 W-2 and Informative Returns Program © icon.

In the Manual’s folder, you will find the User Manual for the 2004
W-2 and Informative Returns Program. Please print the
instruction’s Manual BEFORE using the Program.

Program
Installation
from the CD,
continued
STEP
6
7
8
9

It is not necessary to leave the Program CD in the computer in order
to use it.

Instructions to e To copy the data file, proceed with the following instructions:

Copy your
Company’s
File to the Hard
Disk.

STEP

ACTION

Insert the diskette provided by the Department of the Treasury into
Drive (A:) of your computer.

From My Computer or Windows Explorer, select Drive (A:) to
install the Program.

A file will appear with your Employer’s Identification Number.104.

Select the file with your Employer’s Identification Number.l04 to
copy it on your computer.

Select the COPY option from the menu bar.

Go to My Computer or Windows Explorer, select Drive (C:) and
look for the following Directory: C:\DH\INFORMATIVES\Data\2004.

In the 2004 folder, select from the menu bar the PASTE option. This
process will copy the file in the diskette to the hard disk of your
computer. Once this process is finished, remove the diskette from
Drive (A:).

In the Desktop, select the 2004 W-2 and Informative Returns
Program®© icon.

Continued on the next page




Instructions for Users of the Program in CD, Continued

STEP

ACTION
9 Once you open the Program, select: Open

2004 W-2 & informative Returns Program
CopyRight

Utilities

This software and its associated user manuals are both
protected by US copyright law { Title 17 United States
Languages code). Unauthorized reproduction andfor sale may
= resultinimprisonment of upto one year and fines up to
$10,000(17 USCHOB). Copyright infringers may also be
subjectto civil liability.

2004 CEG, INC. © ALL
RIGHTS RESERVED

[ o o= [ = |
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After selecting Open , you will see an message informative to the
User. If you agree, press OK.

USER INFORMATION

The Department of the Treasury, the
Commonwealth of Puerto Rico, and its agents or

employees are not responsible for claims related
to the use of this Program.

Do you agree to these terms?

o

11

A screen will appear indicating Open Existing File. In this screen,

you will find a file with the Employer’'s Identification Number.104,
select and press Open.

Open Existing File

2lx|
Look in: |3 2004 x| =& ek E-

I | 555555555 104
0939999999 104
(111111111104

File name: |111111111.ID4
Files of lwpe:

Open I
Cancel |
Help ﬁl/

The Connection screen will then appear, refer to the Open
Company section on page 11.

| PR Informative 1.0 (<104)

[ENNIEN

™ Open as read-orly

12

IMPORTANT: If you have any questions regarding the installation of the 2004 W-
2 & Informative Returns Program, please call TEL. (787) 725-4200
or (787) 725-4219.




Due Dates for Filing

Due Dates for  The due dates for filing the following forms are:

Filing
Form Date
499R-2/W-2PR and 499R-3 January 31, 2005
480.6A, 480.6B and 480.6B.1 February 28, 2005
480.6C and 480.30 April 15, 2005




Accessing the Program

Program
Access

The first screen on the Program is the following:

CopyRight

Languages

2004 W-2 & Informative Returns Program

Utilities This software andits associated user manuals are both
protected by US copyright law ( Title 17 United States
code). Unauthorized reproduction andfor sale may
resultin imprisonment of upto one year andfines up to
$10,000(17 USC506). Copyright infringers may also be
subjectto civil liability.

2004 CEG, INC. @ ALL
RIGHTS RESERVED

‘ Create

[ o || e

The following are the different options provided by the menu:

Buttons

Create — Use this option to create the
working file of your company.

Open — If you have already created a
working file, select this option to access
the file.

Exit — Closes the Program.

Languages

Espafol — If you wish to change the
language from English to Spanish,
select Espafiol.

Utilities

Select Data Path — You can browse
throughout your directory in order to
change the address where new files will
be saved. If the file’s location is not

changed, it will be saved in your
computer’s hard disk.

Calculator — Provides a calculator you
can use on screen to make mathematic
calculations.




Creating a Company

Creating a
Company

Before creating your company’s file, you must agree to the terms of the

Department of The Treasury.

This step will be done only once. Afterwards, you will select Open to enter.
To create a company, proceed with the following instructions:

STEP

ACTION

1

In this screen select OK to continue.

USER INFORMATION

The Department of the Treasury, the
Commonwealth of Puerto Rico, and its agents or
employees are not responsible for claims related
to the use of this Program.

Do you agree to these terms?

o

Enter the Employer’s Identification Number and the New Access
Code assigned by the Department of The Treasury, twice. Press
Enter to continue.

Employer ID Number

]

Access Code

]
[ ]

|[Center 1] | Ext |

To complete this step, you need access to the Internet. If have a
problem with the connection to the Internet go to step 10.

IMPORTANT: On October 29, 2004, the Department of The Treasury sent a

Notification to all employers and withholding agents with the New
Access Code.

If you did not receive this Notification, you may call (787) 721-2020
extension 4511, or send a fax to (787) 977-1337 or (787) 977-1338
to request the New Access Code.

Continued on the next page



Creating a Company, Continued

3 Once you have selected Enter, complete the information in each
corresponding box.
Hame Contact Person
[DEPT. HACIENDA | [oFicine DE PATRONALES |
Emplover's ldentification Number
Postal Address Type of Taxpayer
[Po BOx a022501 | | ¢ ingividua  Parinership
| | " Others " Estate or Trust
(AL TEE Gy I EPETLE & Carparation f Employer
[5AN JUAN | [oosoz | [2s01 |
Telephone Indicate if business . . .
Humhber ceased operations this EEECEIEHERIE eI BT 12345
{787y 721-2020 i Yes * Mo Personal ldentification No. (PIN) assigned by
Social Security Administration
Indicate Date: |11I 52004 'l
01234567
Employer Type: IALL OTHERS 'l
Preparer Type: IACCOUNTING FIRM v[ ‘ Cancel ‘ ||

To continue, you must complete all of the following fields: Postal
Address, Municipality, Country, Zip Code, Telephone,
Employer Type, Preparer’'s Type, Contact Person, Contact
Phone and Type of Taxpayer.

If you are a Specialist, please enter your Registry Number.

Include the Personal Identification Number (PIN) assigned by
the Social Security Administration (SSA). To request your
PIN, you may call to (1) (800) 772-6270, Monday through Friday
from 7:00 a.m. to 7:00 p.m. Also, you may obtain it through:
www.socialsecurity.gov/bso/bsowelcome.htm Select “File W-
2s”, “Register and More” and “Registration”. This service is
available Monday through Friday, from 5:00 a.m. to 1:00 a.m.;
Saturdays from 5:00 a.m. to 11:00 p.m. and Sundays from 8:00
a.m. to 10:00 p.m.

If you select Individual in the Taxpayer Type question, you will
not have access to the withholding statements part of the
Program. The following message will appear when pressing
Continue>>, if you selected Individual.

Waming |

If you are an Individual that haz employee's [a: an EMPLOYER] and
wou need to prepare the ‘withholding Statement [w2), select the
"Corparation / Employer” option. Tao chooge ‘Corparation / Employer'
prezs "YES", othenwize, select "MO".

Continued on the next page



Creating a Company, Continued

STEP

ACTION

5

e When you finish entering the information, select Continue >>.

e |t is important that in the following screen you review all the
information, because ONCE YOU CREATE THE COMPANY,
YOU CANNOT CHANGE THIS INFORMATION, except for the
telephone number, contact person, contact phone number and
the PIN assigned by the SSA.

e Select the Form or Forms to prepare (W2, 480.6(X) or Both).

Please make surethe information below is complete and correct. Thig infor mation wil be used to prepare all
the Withholding Statement s, Informative Returns, and for Electronic Filing purposes.

Hame DEPT. HACIENDA ContactPerson OF/CINA DE PATRONALES

Employer's Identification Humber Contact Phone
TITTTTTTY
Postal Address Employer Type Al Others

(T8F) 977-1357

PO BN SR22504 Preparer Type Accounting Firm
Type of Taxpayer Corporation, Employer

Municipalit Coun  Zip Code Specialist Register Humb

SAN SLARN FR oAz a0 12345

Telephone Humber  (787) 72-2020 Personal Identification Ho. {PIN} assigned by Socia
Security Administration

Operations Ceasing Date Q254367

Select form to create
’7 W2 C 4806(x) ~ Both

If the information ahove is correct, press CREATE. If you want to make changes to the
information, press EDIT.

‘ ONCE YOU PRESS CREATE. YOU CANNOT EDIT THIS INFORMATION.

e Press EDIT to change any information or CREATE, if you wish
to continue.

If the file has already been created, you cannot create it again. The
following message will appear:

Warning x|

@ This file already exisks!!

If the company’s file was already created, refer to Open Company
on page 11.

Continued on the next page



Creating a Company, Continued

STEP

ACTION

8

e The file will be created automatically in your computer’s directory
defined in the Utilities menu (see next section).

e The file name will be your “Employers Identification
Number”.104. Example: 123456789.104

As part of the process of creating the file, the Program needs
access to the Internet, if you are not connected, the following
message will appear:

Fleaze verify your intermet connection and by again.

10

e Verify your connection to the Internet and try again.

e |f you have problems with the Internet connection, you may send
us an email with a description of your particular situation to:
techsupport@hacienda.gobierno.pr.

e As an alternative, we can send you by email your company’s file
so that it can be copied directly to your computer directory. If you
prefer this option, write to us at:
w2info@hacienda.gobierno.pr, or send us a fax at (787) 977-
1337 or (787) 977-1338 requesting the file.

e When you receive the email with your company’s file, refer to
page 3 (from step 4 forward) in order to copy the file to the hard
disk of your computer.

10




Open Company

Open e To open a company, proceed with the following instructions:
Company
STEP ACTION
1 e You must agree with the terms of the Department of the
Treasury to continue. Press OK.

The Department of the Treasury, the
Commonwealth of Puerto Rico, and its agents or
employees are not responsible for claims related
to the use of this Program.

Do you agree to these terms?

%

2 e Enter the Employer’'s Identification Number and the New
Access Code, assigned by the Department of the Treasury
twice. Press Enter to continue.

Employer ID Humber

Access Code

Exit

IMPORTANT: On October 29, 2004, the Department of The
Treasury sent a Notification to all employers and
withholding agents with the New Access Code.

11



Main Menu

Main Menu
Screen

File

Forms

This is the main menu once you create or open the company, it contains the
following: FILE / FORMS / UTILITIES

File Forms  Lktilities

2004 W2 & Informative Returns Program
CIDHINFORMATIVAS Data'2004'000000001.104

http:iwww.hacienda.gobierno.pr Tel: (787)-721-2020
Ver. 30 Build____

e Following is a description of the alternatives under each option:

File Forms  Utilities

Company [nformation
Add Farm
Close

Alternatives

Definition

Company Information

You may view the company information
previously created.

Add Form To add forms not created at the moment
of Create Company.
Close Closes the company file and returns to

the previous screen.

Filz | Formz  Utilities

Withholding Statement [433R -2 -2PR]
Infarmative Beturn (480 6]

Alternatives

Forms

Withholding Statement

499R-2/W-2PR and 499R-2¢c/W-2cPR

Informative Return

480.6A, 480.6B, 480.6C and Amended

12

Continued on the next page



Main Menu, Continued

Utilities

File Forms | Ukilities

Calculator
Import Information
Electronic TransFer

Summary and Reconciliation Returns
Print Confirmation Report
Prink Magnetic Media Transmittal Form

Alternatives

Definition

Calculator

Available to make numeric calculations.

Import Information

To import the information to the withholding
statements (499R-2/W-2PR), and informative
returns (480.6A, 480.6B and 480.6C) from a
spreadsheet in Excel, Lotus or text format.

Electronic Transfer

To transfer electronically the forms completed, by
Internet or to a 3.5 floppy disk.

Summary and Reconciliation
Returns

To complete and print the 499R-3, 480.5, 480.6B.1
and 480.30 forms.

Print Confirmation Report

To print the Confirmation Report when the
electronic transfer was processed through Internet.

Print Magnetic Media
Transmittal Form

To print the Magnetic Media Transmittal form when
the electronic transfer was processed with a 3.5
floppy disk.

13




Entering Information to the Forms

Entering
Information to
the Forms

e There are two ways to create the Withholding Statements and Informative

Returns:
Alternative Action
1 Enter the information directly to the corresponding
form screen.
2 Import the information automatically to the
Program.

e To enter information to the forms, proceed with the following instructions:

If... Then...
the option you choose is to | continue on this section.
complete the information

directly to the form’s screen,

the option that you choose is
to import the information to
the forms,

refer to the section Importing Information to the
Program on page 42 for instructions on how to
import the information.

14




Withholding Statements (499R-2/W-2PR)

Forms 499R-

2/W-2PR

To complete the withholding statements, follow the instructions below:

File | Forms  LUtilities

"Withholding Statement(490R-2W-ZPRY  B)  499R-2/W-2PR (Withholding Stakement)

Informative Feturni4a0, 6x) ]

499R-2'-2PR (Corrected Withholding Skatement)  *

STEP

ACTION

1

e Withholding Statement Screen (499R-2/W-2PR)
S

\ EMPLOYEE'S INFORMATION |

1. Name Initial Surname(s) 3. Social Security No. 7. Cost of Pension or

[ ] L] [ I | | A

0.00
Postal Address 4. Civil Status

| l

Municipality Country  Zip Code 5. Spouse's Soc. Sec. No. Control Number

[ J[m]] I [ . | | |

‘ DEPARTMENT OF THE TREASURY INFORMATION | |

SOCIAL SECURITY INFORMATION |

8. Wages 13. Reimbursed 17. Social Security
Expenses Wages

[ 000 | 0.00] [ 0o0] | 0.00]
14, Tax Withheld

21. Social Security
Tips

9. Commissions 18. Social Security 22. Uncollected Social
Tax Withheld Security Tax onh Tips

[ ooo] | 0.00] [ noo] | 0.00]

10. Allowances 15. Retirement Fund 19. Medicare Wages 23. Uncollected Medicare
and Tips Tax on Tips
[ 000] | 0.00] [ 0.00] | 0.00]

11. Tips 16. Contributions to 20. Medicare

CODA PLANS Tax Wthheld
[ 000] | 0.00] [ 0.00]

12. Total=8+9 + 10 + 11

| Save

‘ Create 499R2W 2PR ‘ Cancel ‘

e |n this screen, you will enter the information in the corresponding
form for each employee.

e The required fields are: Name, Last Name, Social Security
Number, Postal Address, Municipality, Country, Zip Code
and any of the income boxes.

NOTE: The Program automatically changes the characters to
capital letters.

Enter the information of the employee for whom you are preparing
the form in the corresponding boxes.

Continued on the next page
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Withholding Statements (499R-2/W-2PR, Continued

STEP

ACTION

e Once you finish entering the first employee’s information, press

Save.

e If you make an error and need to erase an employee data from

the screen, press Cancel.

| Save | Create 499R2/W-2PR

Cancel

fdd
Delete

Close

To add other withholding statements, select from the menu Add

Repeat this process as many times as you need to complete the
withholding statements for all the employees of your company.

Once the first withholding statement is saved, the following buttons
will appear in order to move through the withholding statements:

|< | =
™, 4

499R-2 W 2PR # 1

-

> |

b 4

| First ||Previous|

» ¥
| Next || Last |

If you need to delete an employee’s record already saved that you

see on screen, select Delete from the menu.

Error messages: In each field with an error the Program will show
an icon next to the field. Move the mouse to the top of the icon to

display the error type in the particular field.

1. Hame Initial

Surname(s)

|5unﬂnME

Postal Address

[Flease include the First name. |

IPOSTAL1

16

Continued on next page



Withholding Statements (499R-2/W-2PR, Continued

Printing Drafts e Once the process of entering all the withholding statements data is completed,

and you must print a draft of the forms and review them in order to avoid the transfer
Reviewing the of incorrect information.
Forms

e To print these forms as a draft, select the option Print / 499R-2/W-2PR
Form/All 499R-2/W-2PR from the menu.

File | Print Ltiities
Form 499R-2/w'-ZPR  » [ETa=u il
All 499R-2 'WPR
Copy For Emplowver
Copy For Social Security Administration

WARNING:

If you DON'T REVIEW the withholding statement’s drafts and the information
is transmitted with errors, YOU WILL NOT BE ABLE TO MAKE CHANGES.
You will have to file a Corrected Withholding Statement (499R-2C/W-2cPR) in
paper form, since these cannot be electronically transferred with the
Program.

e The printed form will include a watermark with the phrase “For Review
Purposes Only”.

e To print out the form on screen, select from the menu: Print.

T
4 4 » M & v | From |[1 'I To: _'I Imprimir |

M ainA epart I

w2004 |memrman || CoEEEET

|Currenl Page Mo: 1 |Tula\ Page Mo: 2 |ZDUm Factor: 50%

NOTE: Remember that in order to print the forms without the watermark “For
Review Purposes Only”, you must first complete the electronic
transfer process.

Continued on the next page
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Withholding Statements (499R-2/W-2PR), Continued

Editing the
Forms

e If after reviewing the draft forms, you found an error in any of the withholding
statements, proceed with the following steps:

Steps Action
1 Go to the withholding statements screen.
2 Look for the withholding statement of the employee you need to

edit. (The withholding statements are ordered by social security
number). Use the Previous and Next buttons to search.

3 Once you have found the withholding statement, make all the
necessary changes to the employee’s form.

4 After you finish editing the forms and you are sure that all the forms
are correct, you may begin the process of electronic transfer to the
Department of the Treasury (see next page).

NOTE: Remember that you will NOT BE ABLE TO MAKE CHANGES to the
withholding statements after you have electronically transferred the
same.

18




Electronic Transfer

Electronic .
Transfer e The electronic transfer process can be completed through the Internet or on a
3.5 floppy disk.
e Select from the menu: Utilities / Electronic Transfer / 499R-2/W-2PR
(Withholding Statement).
Screen
File  Forms | Utilties
LCalculator
Impaort Information »
Electionic Tranzfer 4 433R-2M0/-2PF [Withholding Statement] » 3.5 Floppy Disk
Summary and Feconciliation 3 480 B [Informative F eturm) Intemet
Frint Confirmation Report ¥
Print b agnetic Media Transmittal Form »
?[’)'_5 kFIoppy To electronically transfer to a 3.5 floppy disk, complete the following instructions:
is

(if you choose to file through the Internet, go to page 22.)

STEP ACTION
1 e |Insert a blank disk into your computer, and follow the Program’s
instructions until the process is completed. See the following
diagram:
warning X
Are wou sure you wank ko create the Electronic Filing?
Mo
Browsze For Folder
:_3_ My Computer
"1£ 3% Floppy [8:)
--EI Local Dizgk [C:]
g% Compact Disc [E:)
(=9 Cantral Panel
(04 Cancel Mew Folder
o

e Select the directory
and press OK.

where you will create a magnetic media disk

19

Continued on the next page




Electronic Transfer, Continued

STEP ACTION
2 Once you select a directory and the process is completed on the
disk, the following message will appear:
warning x|

@ Electronic file creation was successtul,

warning x|
@ Dot Forgek the creation of the Label that wou will include on wour disk, It rust refer to the Magnetic Media
Rotulation.

: x|

The Department of Treasury skrongly recommends that you make a BACKUP of wour 104 located in
CADHVIMFORMATIYASDatal 2004411111111 1,104 For your personal records,

3 Once this process is completed:

e print the Magnetic Media Transmittal Form, which must be
enclosed with the 3.5 floppy disk.

e this Magnetic Media Transmittal Form is available through the
main menu: Utilities / Print Magnetic Media Transmittal Form
/ Transmittal Form 499R-2/W-2PR.

File Forms | Utilties

Calculator

Import Information

Electronic Transfer

Summary and Reconciliakion Returns
Print Confirmation Repaort

Ll v v v W

Transmitkal Form 499R-2W-2FF.
Transmittal Form 480,65

Print Magnetic Media Transmittal Form

NOTE: The Program completes part of the Magnetic Media
Transmittal Form automatically. You must complete the
name, address and telephone number of the contact
person, the filing date and indicate if it is an original or
corrected disk.

Continued on next page
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Electronic Transfer, Continued

4 o

Select: Print

4 4 » M Q- I'I "I I'I "I Irrprinair |
3 '\El

=]

=10 %]

=

Magnetic Media Transmital Form
For Tax Year 2004
#19R-2'W-IPR FORMS
Wall the Magnetic Media and this 5 EiN: LEILLE
Foran bo: " T =
Company Nama: DEFT. HACTERDA

Departmel af the Treasury
PO Box BO22E0 G

Phang: 75713121

Ean Juan, Paerto Rico DOS0E-2507
Al Park;

| PG B RS0

0
SAN JUAR

(209 [LE1n) 28

Bring the Magnatic Wedis and this
Form to:

Deparmienl of the Tressury

Any inquirkes may be directed ta:

Wal Seciion, Office B-24 Submitter'Centsct Parsen: DFICINADE
Itandants Famirez Buiding I .
10 Pasen Covadanga Bubmitter/Contact Phone; 767677 1317
Sam Juan Pusrto Faoo G0602 il e A et el

Date Submltod:

DOrigknal Flke

Caorrected Flbe

Official Usa Omly

Y

Recehed by Daie: | AR
L [Ev]
Dty iedhiveel
Diskatins
Db retamad b Production Contnl Sedicn Dt el

[=]4]

Current Page Mo: 1 Total Page Mo 1

Zoorm Factor; 0%

21
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Electronic Transfer, Continued

Internet e For the electronic transfer through the Internet, follow the Program’s
instructions until the process is completed.

e See the following diagram:

Warning Ed

Do you want ta send the information to the Department of the
Treasuny?

Tes Mo |

waming

@ Are you sure pou want to zend the infarmation?

Yes Mo I

\ 4

ioternet Electronic Transfer
Connecting INENEEENENENENEENI

Compiling Info. |

Transmiting Data |

Confirmming |

Internet Electronic Transfer

Connecting

Compiling Info. llllllll
@ Transfer is completed,

IRERNENI

ERERNENI

Transmiting Data

Confirmming

Continued on the next page
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Electronic Transfer, Continued

Internet °
Confirmation
Report

e Select Print.

Once the electronic transfer process is completed through the Internet, a
Confirmation Report will automatically appear on screen, which you should
print for your records as evidence of filing.

e |f you do not wish to print the Confirmation Report at that moment, you may
select from the menu File / Close and you will be able to print it at another time.

Screen

@Repurt Preview
4 4 F»
i

WE R - [ Fome |1 2

I To: . I'I

=181 %]

;I | prirnie |

Commonwaalth of Puaro Rico

% Department of the Treasury
d Internal Revenue Area

Electronic Transfer Confirmation

s

Marme: [FETT. HACIEMDA
Employer's Identification Mo (EIN): LLLLLLL
Confinmation Records
Nurmber Data Tirma Farm Typs Received Status
LLEaE) P, 5, THHH T43:308M w3 I oK

|Current Page Mo: 1

|T0ta| Page Mo 1

|ZDDm Factor: 50%

Confirmation °

To print the Confirmation Report of the Electronic Transfer, select from the

Report main menu: Utilities / Print Confirmation Report / Confirmation Report of
499R-2/W-2PR.
Screen File Fnrms|uti|ities

Calculatar

Import [nformation
Electronic: Transfer
Summary and Reconciliation
Privt Confirmation Report

Brirt Magnetic Media Transmittal Farm

3
4
3
3
3

Confirmation Report of 433R -]
Confirmation Report of 480, 6x
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Printing the Forms

Printing the
Forms

Screen

Printing the
Forms

Printing
Specific
Forms

Screen

Printing
Specific
Forms

To print a form, select the option Print / Form 499R-2/W-2PR from the menu.

You will be able to print:

o

0]

a specific withholding statement,
all 499R-2/W-2PR,
the Employer’s Copy, or

the Social Security Administration’s copy.

File

Print  Lltilities

Form 499R-2"W-ZPR F Specific

all 499R-2 "WPR
Zopy for Employver
Copy For Social Security Adrministration

To print a specific form, you can select from the following screen:

0]

(0]

the Social Security number, or

the employee’s name.

Print Form 499022

| Please choose the employee to print |

C. Sec. | | Hame |
| EMPLOVEE SURNAME =l
Continue Cancel

Continued on the next page
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Printing the Forms, Continued

Print °

_ Press Continue, the following message will appear:
Selection

warning

Would wou like to see it on screent

e Answer Yes to view the form on screen.

e Answer No to send the form to print.

e To print the form that appears on screen, select from the menu: Print.

Screen 5/
ey A [rem [ 10 |7 =] i |

MainHepor

Printing the =
Forms i

o D U KM O
b AR [ ——

EMPLOYEE L

PCRTAL |
T =
SAN TUAN MR WO [ i
R .
prrmmilrebterd = T

DEPT. HACIERDA

PO B W1 21501
LRS-
AN JUAN PR -2 i
' TRLTZL M Somy B & Evplreery
Tas Febrm
Ado.
AODO0D01 v 2004

s, B e s s
freey eiara 8 wTora g P see P

WA
THRS COPY MAST 6 SLATIED WITH PO RETCRR

bk g 1wk e b g

Kb oyl A O PRSTS84 VS L TG 5 AT By EaEAL. B T, sddreun oy 2 i Lty rarmber ufasonect, b
P gt 18 by bt T T T,

Current Page Mao: 1 Taotal Page Mao: 2 Zoomm Factar: 0%
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Summary and Reconciliation

Reconciliation File Farms | Utiities
Statement (499 Calculator
R-3) Import Information

Electranic Transfer

Print Confirmation Report Summary of Informative Return - 450.5
Print Magnetic Media Transmitkal Form Annual Reconciliation - 480,66, 1
Annual Return - 480,30

4
4
Surnmary and Reconcilistion Returns— # Reconciliation Stakement - 499 R-3
4
L

e The Program will automatically complete the Reconciliation Statement of
Income Tax Withheld (499 R-3).

e You can only edit or correct the information of the non-shaded fields.
e You can print the form for your records by pressing the Print button.

e Remember that you DO NOT have to send the signed form to the
Department of the Treasury.

Screen _ -
I33-4‘3‘3 R-3 ESTADDO DE RECONCILIACION DE CONTRIBUCION 500 = |EI|5|
ReC onc | | | at | on Bussiness Name Employer's ldentification Number
Statement |
Employer's Name {or Contact Telephone Humber
(499 R'3) sese) (787) 721-2020
|0FICINn DE PATRONALES

Postal Address First date of operations

[P.0. BOX 9022501 | |:|
| |

Municipality State Zip Code

L]
- . Number of Statements Included
Business Location
| | L+ ]
| |

Municipality State Zip Code

= Original ) imended
L ] [ 1 1]

1. wages 25,400.00
|2. Commission 0.00
[3. Atlowance 0.00
|4. Tips 0.00
|5. Total 25,400.00
|ﬁ. Reimbursed Expenses 0.00
|7. Tax withheld 0.00
|8. Retirement Fund 0.00
|9. Contributions to CODA Plans 0.00

‘ Save ‘ ‘ Print ‘ ‘ Cancel ‘

Last date of operations
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Corrected Withholding Statement (499R-2¢c/W-2cPR)

Form e You will only have access to this screen if you have completed the electronic
499R-2¢/W- transfer process.
2cPR

File | Forms  Utilities
Withholding Statement{499R-2/'W-2FR) * 499R -2 -ZPR. (tithholding Statement) [
Informative Return(480.6x) (8 499R-2MW-ZPR {(Corrected Withholding Statement)  » RS- Ratalyd-Ta o la]y

Wiew Correction

e In this screen, you can correct the withholding statement of any employee. You
will only be able to correct the original withholding statement up to TWO times
per employee.

e Select if you are going to correct the original withholding statement (499R-2/W-
2PR) or a previously amended withholding statement (499R-2¢/W-2cPR).

Select Employee to Create Amended

| Select Employee to Create Amended |

" 400R-20WW-2PR " 499R-2c/W.-2cPR

| Soc.Sec. Ho. | | Mombre

[ - | [

e From this screen, you can select:
o the social security number, or

o the employee’s name.

Continued on the next page
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Corrected Withholding Statement (499R-2c/W-2cPR), Continued

Form 499R- d
2c/W-2cPR,

You can only edit or correct the information of the non-shaded fields.

(continued) R
‘ Form 499R-2cAW-2cPR. CORRECTED WITHHOLDING STATEMENT ‘ |
1a. Year 1b. Operations 2a. Employee's 2b. Spouse Social 3. Employer's
Being Ceasing Date Social Security No. Security No. Identification No. (EIN)
Corrected
[oos ] | [p595s5554 | | [mnn |
1. Name Initial Surnarne(s) 5a. Employer's Name and Mailing Address
EMPLOYEE ] [DEPT. HACIENDA |
Postal Address [P-0. BOX 9022501 |
[PosTAL1 | | |
| ‘ icipality State Zip Code
SAN JUAN 00902 2501
Municipality Coun Zip Code ‘ ‘ ‘ | | |
[san Juan | [porze [ | sn. Number 7877212020
Complete line 6a or 6b only if the original information reported was incorrect. Enter the incorrect Social Security No.
and name.
6a. Incorrect Social Security No. Gh. Employee’s Incorrect Name
I = r om
Line a) As Originally Reported b) Correct Information c) Increase (Decrease)
(Difference hetween a and
L]
7. Cost of Pension or Annuity | 0.00| | o]| 0]
8.Wages [ 0.00] | ol | o]
9. Commissions | U-""l |_| Ul ‘ U‘

e When you finish entering the data on the form, press Save.

e Once you create a corrected withholding statement, select the following option
to print:

File | Forms  Utilities

‘Withholding Statement{499R-2MW-ZPR) *
Informative Return{480.65) 4

499R-Z "-ZPR. (Withholding Statement)
409R-2"M-2PR. (Corrected Withholding Statement) »

Creake Correction

Wiew Correction

e Select the corrected withholding statement you want to see:

Select Employee to ¥iew Amended I

| Select Employee to View Amended |

* 499R-2\V-2PR

" 499R-2cAW-2cPR

| Soc.Sec. HNo. | |

Hombre |

| =

Cancel

Press Continue.
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Corrected Withholding Statement (499R-2c/W-2cPR), Continued

e To print the corrected withholding statement, select Print from the menu.

Filz | Print - Ltilities

Copy of Employes
All 493R -2 W -2cPR
Copy of Employer's

Copy of Social Security

e Once you have printed the corrected withholding statement, you must sign it
and file it with the Department of the Treasury, since the Program does not
provide for the electronic transfer of these forms.

e |f the corrected withholding statement changes the total amounts of the
Reconciliation Statement of Income Tax Withheld (Form 499R-3), you must
print and file it along with the corrected withholding statement to the
Department of the Treasury. Remember that you must sign both forms
before filing them.

NOTE: The Program provides for the automatic update of Form 499R-3 when
corrected withholding statements change the total amounts that were
originally filed.
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Informative Returns

Informative
Returns

e To complete the Informative Returns, you must follow these instructions.
Eile | Farms  tilities

Withholding Statement [493R-254-2FR] ® |

Informative R eturn (46 4l 3 Form 480 64 [Income Mot Subject ta \withhalding)
Form 480 68 [Income Subject ta 'Withholding]
Form 480.6C [Income Subject to Withholding - Mon Residents]
Armended Feturn (4806

STEPS ACTION

e Informative Return’s Screen (480.6A, 480.6B and 480.6C)

@FDRM 480.6B INFORMATIYE RETURN INCOME SUBJECT TOW

=lolx|

| PAYEE'S INFORMATION

Hame and Last Name or Entity Name

Social Security No.
or Employer's Ident. No.

Bank Account Number

Postal Address

Municipality Country Zip Code

Control Number

\ | [ PR ] |

FORM 480.6B INFORMATION

TYPE OF INCOME | AMOUNT PAID | AMOUNT WITHHELD

1. Payments for Services Rendered by Individual | 000 | 0.00]
2. Payments for Services Rendered by Corporations | l].l]l]| | l].l]l]|

and Partnerships
3. Payments for Judicial or Extrajudicial inicati | 0.00| | 0.00]
4. Dividends | 0.00| | 0.00]
5. Partnerships Distributions | |]_[|[|| | l:l.l]l]|
6. Interest (excent IRA) | o.00| | 0.00]
7. Dividends from Industrial D

(Act 26 of June 2, 1978) | 000 | 0.00]
8. Dividends from Industrial Development Income | l].l]l]| | l].l]l]|

{Act 8 of January 24, 1987)
9. Pension Plans Distributions | l].l]l]| | l].l]l]|
10. Other Payments | 0.00] | 0.00]

| Save | Create 480.6B | Cancel ‘

form for each individual or entity.

Withheld.

letters.

e In this screen, you will enter the information to the appropriate

e The required fields are: Social Security Number or the
Employer Identification Number, Name, Postal Address,
Municipality, State, Zip Code, Amounts Paid, Amounts

NOTE: The Program automatically changes the characters to capital
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Informative Returns, Continued

STEPS

ACTION

e Once you finish entering the information for the first individual or

entity, press Save.

e If you make an error and need to erase an individual or entity

data from the screen, press Cancel.

Save

Create 48068

Cancel

e To add another informative return, select Add from the menu:

e Repeat this process as many times as necessary to complete all
the informative returns of the individuals or entities of your

company.

| File Print  Utilities

&dd
Celete
Zlose

Once the first informative return is saved, the following buttons will
appear in order to move from one return to another:

| =
Ny

-

o

480.6B #1

el

>

> |
v

4

i

| First HPrevious|

3 4
| Next || Last |

If you need to delete an individual or entity’s record already saved
that you see on screen, select Delete from the menu.

Error messages: In each field with an error the Program will show
an icon next to the field. Move the mouse to the top of the icon to

display the error type in the particular field.

Hame and Last Hame or Entity Name

Postal Address

[Please include the First name.

Printing Drafts e Once you finish entering all the informative returns data, you must print out a
and draft of the forms in order to avoid the transfer of incorrect information.

Reviewing the
Forms
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Informative Returns, Continued

Printing Drafts e To print out the draft forms, select the option Print / Form (480.6A, 480.6B or

and 480.6C) from the menu.
Reviewing the

Forms,
(Continued)

File | Print  Utilities

Form 480,66 » Specific
all 430,66
Copy of \Withholding Agent

e Select: Print / All 480.6A forms.

WARNING:

If you DO NOT REVIEW a drat of the informative returns and the information
is transmitted with errors, YOU CAN ONLY CORRECT THE SAME BY
PREPARING AN AMENDED INFORMATIVE RETURN. It will be necessary to
transfer the informative returns again.

e The printed form will include a watermark with the phrase “For Review
Purposes Only”.

e To print out the form on screen, select from the menu: Print.

Greportorevien JRT=TE]
W4 r W&~ [rom [[1 =[] 10 [ =] ipieic |

|Current Fage Mo: 1 |T0ta| Fage Mao: 2 IZoom Factor: 0%

NOTE: Remember that in order to print out the forms without the watermark
“For Review Purposes Only”, you must first complete the electronic
transfer process.

Continued on the next page
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Informative Returns, Continued

Editing the
Forms

If after reviewing the draft forms, you find an error in any of the informative
returns, proceed with the following steps:

Steps Action

1 Go to the informative returns screen.

2 Look for the informative return of the individual or entity you
need to edit. (The informative returns are ordered by social
security number or employer identification number). Use the
Previous and Next buttons to search.

3 Once you have found the informative return, make all the
necessary changes to the individual or entity’s return.

4 After you finish editing the forms and you are sure that all the

forms are correct, you may begin the process of electronic
transfer to the Department of the Treasury (see next page.)

NOTE: Remember that you will NOT BE ABLE TO MAKE CHANGES to the
informative returns after you have electronically transferred the same.
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Electronic Transfer

Electronic .
Transfer e The electronic transfer process can be completed through the Internet or on a
3.5 floppy disk.
e Select from the menu: Utilities / Electronic Transfer / 480.6X (Informative
Return).
Screen

File Forms | Utilties

Calculator
Import Information
$0OR-2'Ww-2PR (Withholding Statement) »

Electronic Transfer

480, 6% (Informative Returm)

Surmmary and Reconciliation Returns

480,681 (Annual Reconciliation) 3
430,30 (Bnnual Return) »

Print Confirmation Fepark
Print Magnetic Media Transmitkal Form

v " v T

e The following screen will appear:

ELECTRONIC FILE METHOD

Please select the forms you wish to transfer:

¥ | 4806A |
¥ | 4806B |
~ | 4806C |
Disk Internet Cancel

e Select the forms you will transfer electronically. You may select either one, all
or a combination of the forms.

e To continue with the electronic transfer, select:

o 3.5 Floppy Disk, please refer to the Electronic Transfer section of
the Withholding Statements (see page 19), or

o Internet, please refer to the Electronic Transfer section of the
Withholding Statements (see page 22).

e To print the Confirmation Report of the Electronic Transfer, please refer to
page 23.
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Printing the Forms

Printing the
Formsg e To print a form, select the option Print / Form 480.6A, 480.6B, 480.6C from
the menu.
e You will be able to print:
o0 a specific Informative Return,
o all 480.6A, 480.6B, 480.6C, or
o the Withholding Agent’s copy.
Screen
File | Print Utilities
Form 480.66  # Specific
All 480,668
Copy af ‘Withholding Agent
Eglpn?gg the e To continue printing the forms, please refer to the Printing section of the

Withholding Statements (see page 24).
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Summary and Reconciliation

Summary and
Reconciliation

Screen

Summary of
Informative
Returns (480.5)

Screen

e In this option you can review, edit and print the following forms:
o0 Summary of the Informative Returns (480.5)
0 Annual Reconciliation Statement of Income Subject to Withholding
(480.6B.1)
0 Nonresidents Annual Return of Income Tax Withheld at Source
(480.30)
File Faorms | Utiities
Calculakor
Import Information r
Electronic Transfer »
Surnmary and Reconciliation Returns — # Reconciliation Staternent - 499 B-3
Print Confirmation Report 4 summary of Informative Return - 450.5
Print Magnetic Media Transmittal Form  * annual Reconciliation - 450,681
Annual Return - 430,30
e The Program automatically completes the Summary of Informative Returns

(480.5).
Select the form (480.6A, 480.6B or 480.6C) for which you would like to see

the Summary.

You can print the form for your records by pressing Print. Remember that
you DO NOT have to send the signed form to the Department of the
Treasury.

i 480.5 SUMMARY OF THE INFORMATIVE _ O] x|

| FORM 480.5 INFORMATION |

" 480.6A + 180.6B " 480.6C

Humber of Documents | 1 |

Amount Withheld | $145.00 |

Total Amount Paid | $7,841.00|
Print Close

Continued on the next page
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Summary and Reconciliation, Continued

Annual e The Program only completes the 1% and 2" columns of the form. You must
Reconciliation complete the remaining fields.
Statement of
Income 1ol x|
Su bJect to Physical Address ‘ o
. . ® Original € Amended ‘

Withholding | |
(480 . 6 B . 1) Municipality State Zip Code

\ | | L]

1 2 3 1 H 6 Fi
Type of Income Amount Paid Tax Withheld |Excess Credit| Ajusted Total Tax Balance Due

Tax
Tax Withheld | Tax Withheld | Deposited | Deposited in
Previous Year| Excess

1. Services Rendered by
Individuals [ 150.01] 10.00] | -10.00] of 10.00] 0.00]

2. services Hendered by
Corporations and
Partnershins |

250.00] 20.00] of 20.00] of 0.00] 20.00]

3. Judicial or Extrajudici:
Indemnification [ 350.00] .00 of .00 of | 30.00]

4. Dividends

[ 450.00] ] 4] -5.00] of 500 0.00]

5. Partnerships Distributi

[ 550.00] .00 of | of | s0.00]

¢ Once you have completed the form, press Save.

e Once you have completed and save the form, you must print a draft of the

Printing a Draft form and review it in order to avoid transferring incorrect information.

and Reviewing

the Form e Press the Print button. The printed form will include a watermark with the
phrase “For Review Purposes Only”.
WARNING:

If you DO NOT REVIEW a draft of the Annual Reconciliation Statement
(480.6B.1) and it is transmitted with errors, YOU CAN ONLY CORRECT THE
SAME BY PREPARING AN AMENDED ANNUAL RECONCILIATION
STATEMENT. It will be necessary to transfer the Annual Reconciliation
Statement again.

NOTE: Remember that in order to print the form without the watermark “For
Review Purposes Only”, you must first complete the electronic
transfer process.

Electronic e The electronic transfer process can be completed through the Internet or on a
Transfer 3.5 floppy disk.
(480.6B.1)

e Select from the menu: Utilities / Electronic Transfer / 480.6B.1 (Annual
Reconciliation).

File Forms | Utilitie:s
Calculatar
Import [nformation 4
Electranic Tranzsfer 3 499R-25w-2PR [withholding Statement] #
Summary and Reconcilistion Retunz — » 480.6% [Informative Retum)
Frirt Confirmation Fepart 3 480661 [Annual Reconciliation] Dz
Frirt b agretic Media Trangmittal Form » 480,30 [nnual Returm) 4 Internet

Continued on next page
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Summary and Reconciliation, Continued

Electronic
Transfer
(480.6B.1)
(continued)

Nonresidents
Annual Return
of Income Tax
Withheld at
Source
(480.30)

To continue with the electronic transfer, select:

o 3.5 Floppy Disk, please refer to the Electronic Transfer section of

the Withholding Statements (see page 19), or

o Internet, please refer to the Electronic Transfer section of the
Withholding Statements (see page 22).

e To print the Confirmation Report of the Electronic Transfer, please refer to

page 23.

e You can print the form for your records by pressing Print. Remember that you
DO NOT have to send the signed form to the Department of the Treasury.

e The Program only completes the 1% and 2" columns of the form. You must

complete the remaining fields.

ﬁ?480.30 NONRESIDENTS ANNUAL RETURN OF INCOME TAX WITHHELD AT SOUR!

| 1= Original

 Amended

Type of Industry or Business

Municipal Code

|

Industrial Code

=1olx|

|»

1

2

3

Type of Income Amount Paid

Tax Withheld

Contribucion
Depositada

1. Salaries, Wages or

Compensation

11000

5.00]

2. Partnerships Distributions

220.00]

10.00]

3. Sale of Property

330.00

15.00]

4. Dividends

440.00

20.00]

5. Royalties

550.00

25.00]

B.Interest

660.00

30.00]

7. Rents

77000

35.00]

8. Pension Plan

Distributions |

850.00

40.00]

9. Public Shows |

990.00

45.00]

10. Others |

1

010.00

50.00]

¢ Once you have completed the form, press Save.
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Summary and Reconciliation, Continued

Printing a Draft
and Reviewing
the Form

Electronic
Transfer
(480.30)

e Once you have completed and save the form, you must print a draft of the
form and review them in order to avoid the transfer of incorrect
information.

e Press the Print button. The printed form will include a watermark with the
phrase “For Review Purposes Only”.

WARNING:

If you DO NOT REVIEW a draft of the Nonresidents Annual Return of Income
Tax Withheld at Source (480.30) and it is transmitted with errors, YOU CAN
ONLY CORRECT THE SAME BY PREPARING AN AMENDED
NONRESIDENTS ANNUAL RETURN. It will be necessary to transfer the
Nonresidents Annual Return again.

NOTE: Remember that in order to print the forms without the watermark “For
Review Purposes Only”, you must first complete the electronic
transfer process.

e The electronic transfer process can be completed through the Internet or on a
3.5 floppy disk.

e Select from the menu: Utilities / Electronic Transfer / 480.30 (Annual
Return).

File Forms | Utilities

Calculator
Irpart [ nfarmatian

Electroric Transfer

]
3 493R-25-2PR [Withholding Statement]  #
Summary and Beconciliation Returnz  # 48065 [Infarmative Beturn)
Print Confirmation Report r 480.6B1 [Annual Reconciliation] r
Print tagnetic Media Tranzmittal Form  # 48030 [Annual Betum) Drigk,
- lntemet

e To continue with the electronic transfer, select:

o 3.5 Floppy Disk, please refer to the Electronic Transfer section of
the Withholding Statements (see page 19), or

o0 Internet, please refer to the Electronic Transfer section of the
Withholding Statements (see page 22).

e To print the Confirmation Report of the Electronic Transfer, please refer to
page 23.

e You can print the form for your records by pressing Print. Remember that you
DO NOT have to send the signed form to the Department of the Treasury.
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Amending Informative Returns (480.6X)

Zg(;ngx e You will only have access to this screen if you have completed the electronic
' transfer process. Select from the menu: Forms / Informative Return (480.6X)
/ Amended Return (480.6X) / Create Amended.
e |n this screen you can create an amended informative return.
Form

File | Farms  Utilities
Weithbolding Statement [499R-20-2FR] » |
Informative Return [480 5= Form 480,64 [Income Mat Subject to withholding]
Form 480,68 [Income Subject to withholding]
Form 480.6C [Income Subject towithholding - Mon Residents]

Amended Feturn (480 5]

480.6X Screen

Wiew smended

e Select the type of form you want to amend.

select Employee to Create Amended )

| Select Individual or Entityto Create Amended |

" 480.64 ~ 480.6B " 480.6C |

| Soc.Sec. No. | | Hombre |

| = | =

e From this screen you can select:

o the social security number or employer identification number, or

o the name of the entity.

Continued on the next page
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Amending Informative Returns (480.6X), Continued

Form
480.6X
Screen,
(Continued)

Amending
480.6B.1,
480.30

§}FORM 480.6B INFORMATIVE RETURN INCOME SUBJECT TO M

g [=[ 5]

PAYEE'S INFORMATION

Mame and Last Name or Entity HName

[JoHN DOE

Social Security No.

or Employer’s ldent. No.

[ (5] [ oo |

Postal Address

Bank Account Number

[Po BOX 1234 |
|
Municipality Country Zip Code Control Humber
[San Juan T —
FORM 480.6B INFORMATION |
TYPE OF INCOME | AMOUNT PAID || AMOUNT WITHHELD |

1

7. Dividends from Industrial Development Income

1. Payments for Services Rendered by Indiidual

7811| |

145]

2. Payments for Services Rendered by Corporations

o] |

0]

and Partnerships

o

0]

of |

4. Dividends

5. Partnerships Distributions

|

|
|
3. Payments for Judicial or Extrajudicial Ind ificati |
|
|
6. Interest (except IRA) |

|

{Act 26 of June 2, 1978)

of |

8. Dividends from Industrial Development Income

of |

{Act 8 of January 24, 1987)

of |

|
|
9. Pension Plans Distributions |
0. Other Payments |

of |

Cancel

You can only edit or correct the information of the non-shaded fields.

To print and review the draft of the amended form, press Print.

To print the amended forms without the watermark “For Review Purposes

Only”, you must complete the electronic transfer process again.

Please refer to the Electronic Transfer section on page 34.

Once you prepare an amended informative return of any 480.6 form (B or
C), the Program will automatically update the amount paid and amount

withheld columns of forms 480.6B.1 and 480.30, respectively.

You must print and review a draft of the form that changed due to the

amendmen

To print the amended forms without the watermark “For Review Purposes

t.

Only”, you must complete the electronic transfer process again.
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Importing Information to the Program

Importing
Information to
the Program

This section only applies to users that will import information to the Program.

You may import the information (data) to the forms from an “Excel or Lotus”
spreadsheet, or text format.

To see the layout and examples of how the data must be organized, you must
search for the following directory:

o To import to the Withholding Statements:

C:\DH\INFORMATIVAS\Import Layout\2003\Import_499R2W2.xls

o To import to the Informative Returns:

C:\DH\INFORMATIVAS\Import Layout\2003\Import_4806.xIs

Important °

These files (Import_499R2W?2.xIs or Import_4806.xIs) have 2 tabs each: one
includes the data structure layout specifications and the other tab includes an
example of the data.

It is very important to follow the order of the fields as they are shown in the
layout including the headers of each column.

If you are not able to export the payroll data into an electronic “Excel”
spreadsheet or text format from your current accounting application, you
should contact your software provider.

In general, all accounting applications provide tools to generate electronic
spreadsheets.

Continued on the next page
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Importing Information to the Program, Continued

Importing to
the

Withholding
Statements

e From the Utilities menu, select Import Information.

Then, select Withholding Statements.

e Specify the type of file from where the data will be imported.

e See the following screen:

ﬁPlease chooose the type of file to import

| Please specify what type of File you want to import. |

(= EXCEL 97 or " EXCELS
Later
" EXCEL7 " TEXT

Worksheet name.

If it i= an EXCEL document please enter de

[Sample Data

| Import | | Exit

e You must choose the specific file name of worksheet to import the data from

Microsoft Excel to this application.

i Tmport_+09R2WE 15 T ; B _|oixi

& B (£ [} E = = H | J LT
Emplasthia =

1 |Emptizne Empiidds ne SoclabSecurityii | ddessl addressz oty Stabe Tpiode ZpCodeEst Cheltabs

2 [umn Perez 111223333 Calle Matadan #a50 SanJdupn FROT0SE 1234 0

3 |Maria M Malos  BE2ZZIAN Calle Luna R&E-750 Sanfusn PR 0938

L4

5

5|

i

8

3] Excel Worksheet

1|

|

12 -

13|

i

15 |

HoAE W Sarmple Gata | Lavaut |l | ¥l

i
MName of the Worksheet
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Importing Information to the Program, Continued

Importing to
the

Withholding
Statements,
(continued)

e Press the Import button and select the file from the following screen (or from
the directory where you have saved the file):

Laak it I = Impart Layout

-] e ®mcrE-

Impork_4806
Irnpart_490R2W2

File name: I

Filez of type: IEHCE| 97 wiorkzheet
[ Open az read-only

j Open I
j Cancel |

A

If the file does not appear on this screen:

0 Yyou must browse through your computer system to find the location

of the file
o then, select Open.

When the Program finishes importing, the following message will appear,
indicating how many withholding statements were correctly processed:

x

@ Finished importing 4$99R-2 %W-2PR. information with 20 of 23
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Importing Information to the Program, Continued

Importing to the . . .
Wi?hholdging e The error report is a list that includes:

Statements,

(continued) O name,

o0 social security number, and

o the fields of the withholding statement per employee.

ﬁRepurt Preview -0l x|
M 4 »r M [ K] - |1 'I |1 VI Irriprirnie |
B
Records 499R-2/W-2PR with errors
Merserrhir S of 5004
Socinl Lt Ap T Ol S S Arrngnin

aial B Wana Securidy Wans kAama  Addass Musidpaldy  Sil Swhim Spmies Cuplicsin Frre

ETTE R L O O O O O O oo o o @ ©

.......... 1 25 m O O O O O o o o o ®\ i

>}

|Current Fage Mao: 1 |TDtaI Fage Mo: 1 |Z|:uur'n Factor: B0%

e The checked boxes are the fields that have errors.
e To print this report, select from the menu: Print.

e You must:
0 open the “Excel” or Text file,
o correct the marked information, and

0 begin the import process again until there are no errors in the
report.

Continued on the next page
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Importing Information to the Program, Continued

Importing to _ _ _ -
th(f J e The importing process for the Informative Returns is similar to the process for
Informative the Withholding Statements.

Returns

e However, when you select the type of file from where you will import the data,
you must specify and select which informative return you will be completing:

o 480.6A
o 480.6B
o 480.6C

e See the following example:

ﬁiplease chooose the type of file toim |

| Please specify what type of File you want to import. ‘

+ 480.64 " 480.6B " 480.6C

= EXCEL 97 or " EXCELS
Later
" EXCEL7 O TEXT

If it is an EXCEL document please enter de
Worksheet name.

|Sample Data

| Import | | Exit |

e You must choose the specific file name of worksheet to import the data from
Microsoft Excel to this application.

u]rl'lru'lr!_-t"l':lﬂ!.'-!wixll. R - W - _':':' o x|
A =] (2 [} E F [ H | J Ko
Erplacsthly i
1 Evphisne Empiidde ne Soclabecurityein  Addressl Addrecs? ity Stabe TipCode DpCodeEst Chelsta
2 lJemn Perar 111223333 Callz Matadano #5580 SanJusn FROT0S3E 2N
3 |Maria M Malos  BE2ZZTIAN Calle Lusa RE-FE0 San Juss PR 0936
4|
|5
5
7
8
g Excel Worksheet
i
i1
12 e
13|
|
15| =
A
WAk H'\,harnﬂe ot Lapot | =] v
Mame of the Worksheet

Continued on the next page
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Importing Information to the Program, Continued

Importing to _ _
th(flnfor?native e Press the Import button and select the file from the following screen (or from
Returns the directory where you have the saved the file):

(Continued)

(x|
Look in: Ia Irmport Layout j & chi Eg-
Impork_4806
Import_499R2W2
File hamne: I j i I
Files of type: IEHCE| 97 Worksheet j Cancel |
™ Open as read-only
A

e |f the file does not appear on this screen:

0 you must browse through your computer system to find the location
of the file.

o then, select Open.

e When the Program finishes importing, the following message will appear
indicating how many informative returns were correctly processed:

i

@ Finished imporking F480.5& information with 1 of 3

Continued on the next page
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Importing Information to the Program, Continued

Importing to the
Informative
Returns
(Continued)

The error report is a list that includes:
0 name,
o0 social security number or the employer’s identification number, and

o the fields of the informative returns for the individuals or entities.

e The checked boxes are the fields that have errors.
e Refer to example in page 45.
e To print this report, select from the menu Print.
e You must:
0 open the “Excel” or Text file,
o correct the marked information, and

0 begin the import process again until there are no errors in the
report.
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Labeling and Shipping Instructions for the Magnetic Media

Withholdin
Statementsg e Place an external label on the 3.5 floppy disk for the Department of The

499R-2/W-2PR Treasury.

e See the following example:

/Department of The Treasury MMWZPR-l\
Year

EIN:

Name:

\' y,

e |f your company will submit a copy to the Social Security Administration, place
an external label on the 3.5 floppy disk as shown:

/ SSA AWR MMREF-1 \

EIN:
Name:
Address:

City: Country:
Zip Code:
Phone:

/

Continued on the Next Page
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Labeling and Shipping Instructions for the Magnetic Media,

Continued
Informative e Place an external label on the 3.5 floppy disk for the Department of The
Returns 480.5, Treasury.
480.6A, 480.6B,
480.6C, e See the following example:
480.6B.1 and
480.30 / Department of The Treasury
Informative Returns
Year

EIN:

Name:

Tel:
Packaging e Do not use paper clips, rubber bands or staples on the 3.5 floppy disks.

Instructions for Insert each 3.5 floppy disk in its own protective sleeve before packaging.
the 3.5 floppy e Send the 3.5 floppy disk an appropriate container to prevent damage in
disk transit.

e Use an appropriate disposable container.
o Special mailers for 3.5 floppy diskettes are available in the market.

e We do not return special containers.

Address . . . .
Information for ® If you are going to send it by the U.S. Postal Service, use the following
Sending the address:

Magnetic Social Security Administration

Media (3.5 AWR Magnetic Media Processing

floppy disk) to 5-F-17, NB, Metro West

the Social PO Box 33014

Security Baltimore, MD 21290-3014

Administration _ _
e |f you are going to send it through ANOTHER CARRIER other than the U.S.

Postal Service, use the following address:

Social Security Administration
AWR Magnetic Media Processing
5-F-17, NB, Metro West

300 N. Greene Street

Baltimore, MD 21290 - 0300

Continued on the next page
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Labeling and Shipping Instructions for the Magnetic Media,

Continued
Address . ) . .
Information for If you are going to send it by the U.S. Postal Service, use the following
Sending the address:
Magnetic
Media (3.5 Department of the Treasury
floppy disk) to PO BOX 9022501
the Department San Juan, PR 00902-2501

of the Treasury

e |f you are going to send it through ANOTHER CARRIER other than the U.S.
Postal Service, use the following address:

Department of the Treasury
Mail Section, S-14
Intendente Ramirez Building
10 Paseo Covadonga

San Juan, PR 00902

Important In order for the Department of the Treasury to properly read and process the 3.5
floppy disk, it is very important that you do not block the security holes on both
ends of the diskette with the company information label.

Do not Do not
block \ block
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