1099 PRO GUIDE FOR IMPORTING FORM 1095 CORRECTIONS

Overview: Corrections, or updates, can only be created for tax records that currently exist in the 1099 Pro Corporate
Suite software. In order to import corrections for 1095 form types you will need the unique identifier (MatchID)
associated with each record — which is what matches the record from your import file to the record in the software. In
order to gain this information, and a spreadsheet that is useable for importing your corrections, complete the following
steps.

Note: Corrections imports CANNOT be reversed! It is highly recommended that you back up your database prior to
importing corrections. If you are on our hosted environment, with DPS, please contact your Account Manager to
request a backup beforehand.

Step 1: Exporting Records to Attain their MatchID
e login to the administrative portion of the Corporate Suite software

e Select “Utilities” -> “Export 1095 Tax forms to ASClII file.”
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e C(Click “Next”, choose the type of 1095 form that you will be exporting, and select from the filtering options available.

1099 Pro ACA Export Process Wizard

Export the Latest & Greatest including AIR Errors
Entire record i= returned (recipient & all Covered Individuals if any}

Note: deleted and superseded records will always be filtered out
Select the Form type you want to include in this process...
®For 665 . e

B:

(@ Current Snapshot All Records - the latest values will export {pending, printed or filed)

If a record has correction(s) then only the last correction will export @
If a record has not been corrected then the original record will export

() Current Snapshot AIR Errors only - like the above but limited to only records that have
an AIR Error linked to them
If a record(s) is flagged with an AIR Error and the record has not been superzeded, the record will
export
If the latest record is a correction which has an AIR Error, the Correction will export but the original and
any previous correction(s) would be excluded
If a correction hag been issued but the AIR ACK file iz not processed then the correction record would
be excluded
Mote: AIR Errors are linked to records by processing your ACK file(s)

<:_| Back MNext L:> M Cancel ? Help

O Please select the “?” icon to see a chart of the two different export scenarios.
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= Current Snapshot All Records — Exports all records, for that form type, with their MatchID’s and AIR
Error messages, if available.

e AIR Error messages are only available if your data has been submitted to the IRS, you have
received the AIR Acknowledgment file, and you have attached the AIR Acknowledgment file
to the electronic filing session in the Corporate Suite software.

= Current Snapshot AIR Errors Only — This export method exports only those records that have AIR
errors. Itis designed to streamline the correction process after you have filed with the IRS and
attached your AIR Acknowledgment file.
e Select which Filers should be included in the export by clicking “Select Filers To Process”. Tag which Filers should
be included in the export and click “Proceed to Next Step” then click “Next”.
e Choose the destination folder for the export by clicking on “Select the Destination Folder” or just leave it at the
default “C:\1099 Pro\Pro99CS\Exports”.
e Click “Finish”.

Note: The export file that is created has two additional columns for MatchlID and AIR Errors. The MatchID column is
required for the corrections import but the AIR Errors column is for your information only — it will not be imported. This
export file can be:

e Modified and imported directly back into the software as outlined by the instructions in Step 2.
e Used only to get the MatchID information so that you can apply it to the records on your own spreadsheet.

Step 2: Create a Corrections Import Map
e login to the administrative portion of the Corporate Suite software.
e Select the correct tax year, filing entity, & form type from the upper left menu options

F'ut:-lishing. Inc.

Select Another Filer

e Select the “Import Forms” Option from the left-hand menu

General Options

B Filers List
[&: Recipients List

E5 Im port Forms

B Export Forms

e Choose 1098/1099/5498/W-2G/1097-BTC/3921/3922/1095-B/1095-C (ACA) and Puerto Rico forms.

Select the 2016 Forms Type

For Import please select the type(s) of 2016 tax
form. For Filer or Recipient Imports make any
selection.

Select The Type Of Forms To Process
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e Select “Create/Manage/Print Import Maps”.
e Choose the appropriate form type from the list.

Form Selection

Select a Tax Year 2016 Form Type

The form wou select will be used in the current process

—

Form Mame | Description

eall ge
1 ided Health Inzurance Dffer and Coverage
1097-BTC Bond Tax Credit

1098 Mortgage Interest Statement

1098-C Contributions of Motar VYehicles, Boats, and Airplanes
1098-E Student Loan Interest Statement

1098-T Tuition Payments Statement

10994 Acquisition or Abandonment of Secured Property

1093-B Proceeds From Broker and Barter Exchange Tranzactions
1099-C Cancellation of Debt

1093-CaP Changes in Corporate Control and Capital Stucture
1093-01Y Dividends and Distributions

1093-G Certain Government and Qualified State Tuition Program Payments
1099-HC M2 Health Care Coverage

T093INT Interest ncome

1093-K terchant Card and Third Party Metwork Papments

1099-LTC Long-Temn Care and Accelerated Death Benefits
1093-MISC | Miscellaneous Income

1093-01D Original |ssue Discount

1099-PATR | Taxable Distributions Received From Cooperatives

10990 Papments From Qualified Education Programs [Under Sec 529 & 530
1093-R Distributions from Pensions, Annuities, IRAs, Insurance, et

1093-5 Proceeds from Real Estate Transactions

1093-54 Distributions From an HSA, Archer MSA, or Medicare Advantage M5,

< > v
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e C(Click “Add”.

Click “Delimited”.

Click “Next”, “Next”, “Next”.

Click “Browse and locate the file that was most recently Exported.

Click “Next”.

Click “Map by name”.

Click “Next”.

Click “Next”, “Next”, “Next”.

You will now have to choose a title for the corrections import, choose something appropriate like “201X Corrections
Import Map”.

1099 Pro Delimited Import Wizard
Specify a Name and Usage Notes for the 1095-B Import map

This informatien is displayed on the Import map browse to help your users

Enter or update the map name and usage information

[+ The title and description will be displayed for users when they need to
select an Import map to use.

Map description or title: | cliong import map|

Map Usage Notes:
(Optional but
recommended)

| GiBack | [next o | X cancel | ? Hep

e Click “Next”.
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At this point you can optionally choose a default source folder for the custom import map to look when starting new
imports, and also a default name, although the default name is not recommended.

Click “Next”.

Choose “Adjustment/Corrections of Matched Forms”.

1099 Pro Excel Import Wizard
Specify the type of Import

These options let you specify whether new information will update existing forms or replace them

Processing Options for Tax Form Imports

() Standard
All Tax Forms are added as individual records, independent of all other forms and regardless of
whether other forms may exist in the system for the same recipient.
Transactional (aggregation must be enabled)
If an existing forms. are found for a recipient accoerding te the form matching rules currently in effect for
the Filer, the new information will update the existing record and be added as a transaction for that
record. MNon-matching forms are added as new.
Year To Date (YTD)
Existing tax forms are replaced with the new YTD information showing the change in amount. Existing
forms that are not Validated by a record in the import can be dropped in the Zero Drop Process.

() Standard Originals with Matching On
Standard Tax Forms are added az original records if other forms do not exist in the system for the
=ame recipient. Duplicate Originals will be rejected.

E (for AutoCorrection Imports Only)————m—
(®)iAdjustmentsiCorrections of Matched Forms!
The record to correct must exist in the database or the record will be rejected. Existing Pending or
Printed records will be updated for non transactional forms onty. IRS filed records will result in a
correctien. State filed records result in a state correction if there is state impact.

Bacl N ance elp
Back Neaxt ® G | ? Hel

Click “Next” and select the matching process that is required. Take note of the method that the software uses to
match existing information. In order to import corrections for form 1095 you will be required to have the MatchID
value for the record (A unique identifier for each record in the database).

Click “Next” and then select the “Finish” option. The corrections import map is now created.

Step 3: Importing Corrections

Note: Corrections imports CANNOT be reversed! It is highly recommended that you back up your database prior to
importing corrections.

The corrections import process is the same as any other import process after the corrections import map
has been created. Please refer to the 1099 Pro help file or tutorial videos if unclear of how to import data
into the software.

There are few general pieces of information to be aware of when processing a corrections import.

0 Records are matched based on the MatchID. Therefore, the wrong record can be updated if you
use the incorrect MatchlD.

0 Only the records in the corrections import file will be used to update existing record data. If a
record already exists in the software, but is not in the corrections import file, then the record that
exists in the software will be left as is.

0 The corrections import process completely removed and replaces that matched record with the
new information in your corrections import file. Therefore, the import file must have all the
information required on the tax form and all covered individuals / dependents, not just a subset.

Record Status Updates:

0 Pending: Pending records will be updated and remain in a pending status, if matched.

0 Printed: Printed records will be reset to pending and updated, if matched.

0 Filed: Filed records will cause a pending correction(s) to be created, if matched.



