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Question:  How does the Aatrix Electronic filing process work?
Solution: 
NOTE: In version 9.x or higher, you MUST be a local administrator on the computer to run Aatrix®. These rights are required to successfully utilize Aatrix® (process, update, EFile etc). 

Go to Activities>Tax Reporting>Tax Forms and eFiling by Aatrix®. This will bring up the Payroll forms selection window that you may have seen in the W-2 process. You can access all Federal payroll forms and many State payroll filing forms.
Federal forms, select Federal for the Form Type and click the dropdown on the Form field for a list.

State Forms, change the Form Type to State. Select a State from the dropdown list and then click the dropdown on the Form field to see a list of forms that are supported for that state.

After you have selected a form you will have the option to set the date range you want to report on. The Period Type changes dynamically depending on the type of form you have selected.

Once you have selected a form that you wish to produce, click OK and it will perform the calculations for that form. The form will then come up in the Form Viewer. 

NOTE: The W2 process has an extra step in that you first open the W2 Preparer Grid to verify all information is correct then the forms will come up in the Viewer, but are not editable. All editing is done in the grid. 

The interface looks just like the form to be filled out with the values in the system already filled in. All blue fields are editable and data can be manually typed into these fields. Many fields are pre-populated with data from Sage MIP Fund Accounting. Be sure and verify all the data is correct. Required fields are in red. These fields require data to be entered at this point before you can move to the next step in the process.

After filling out the form and checking it for errors you will have the option to print the form to your printer and/or eFile. Printing is done on plain paper with no special forms to load or align. Both the form and the contents are printed out automatically. 

If you choose to eFile, you will be directed to the secure Aatrix® website. After logging into your Aatrix® account and faxing an authorization form you can eFile with just a few clicks. The fee for eFiling a quarterly form is $7.95. If the form entails filing additional information for individual employees there is an additional $.25/employee charge.

If you do eFile your quarterly reports, it is important to be punctual. The deadline for submitting the files to Aatrix® is three days before they are due to the agency to ensure timely delivery. If you file with two days or less there is an additional $25 expedited filing fee. 

Checking for Errors:

It is important to check for errors when processing your forms though Aatrix®. While the information MIP pulls up should be correct, double checking the form before sending it to your taxing authority is always good practice. You can generate reports in MIP to double check the numbers. There are two reports that you may use to verify the information. One is under Reports>Payroll Tax Worksheets. There are report categories for Federal, Local and 941 Tax Worksheet. If this does not provide enough information you can try Reports>History>Taxes. You will need to set up the report and filter on the appropriate criteria. This report gives the greatest amount of detail and is the most useful when troubleshooting.

Case Study – Federal 941 Report
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This is an example of using Aatrix® to prepare a common Federal form -- The Quarterly 941 Report for the 4th Quarter of 2007.

Start by going to Activities>Tax Reporting>Tax Forms and eFiling by Aatrix®.

1) Select the Form Type of Federal

2) Select the Form 2007 941

3) Select the Period Type of One Quarter, the Period as the 4th Quarter and the year as 2007.

After selecting this, click OK . It may prompt you to install an optional update, you should always say yes to make sure you have the latest forms.. This may take a few moments to download and will prompt you when finished. Once the downloads are finished it will pull up the Form Viewer.

The following form should be displayed:
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There are various fields on the form for entering or modifying data.

1) Required fields – These will be highlighted in red. These fields are required and all required fields must be filled in before you may proceed to the next step.

2) Data fields – These are fields that are pre-populated with data from Sage MIP Fund Accounting. All data fields are blue and can be edited. It is good practice to verify that the data in these fields is correct. You can verify with your regular Sage MIP Fund Accounting reports that you previously produced to fill out these forms. 
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Calculated fields – These are fields that automatically calculate based on the data from other fields. If your calculations are not correct, you will need to edit the data fields that this calculation is pulling from.

4) Checkbox fields – You can check or uncheck these fields.

Many forms might have more than one page. If you look at the top left hand corner, you will see the pages on the report. You can click the green arrow to go from one page to the next and back again.
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Make sure to fill out all the information on Page 2.

After all the information has been filled out you have the option to Save the form (and come back to it later), Print  or move on to to the Next Step. 
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You will be prompted to double check your numbers. It is important because what is on the system is what will be filed and you will be responsible for any penalties or delays associated with wrong information.
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After you agree that your form is accurate it will save the form, you may need to hit Next Step again and then it will give you the option to Print or eFile . 
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Click the eFile button. It will open a secure connection with the Aatrix® website and prompt you to log in with your Aatrix® account information. If you have not yet set up an Aatrix® account you can click the Enrollment button to do so. 

You will be required to fill in information about your organization. You will also need the ability to pay by credit card for eFiling all Forms

After you have registered with Aatrix®, you will follow the prompts to eFile your 941. At the end and after the process is over you can always log back in to check on the status of your E-filing. Then you are done!

Important things to remember-

· You can use Aatrix® to file your W-2s as well as many State and Federal Forms. Most forms print to plain paper, there are no special forms to buy.

· To use Aatrix® in version 9.0, you must be a local Windows administrator on the computer that you are using Aatrix®. 

· You should file all of your forms AT LEAST 3 DAYS PRIOR TO THEIR DUE DATE to the taxing agency.. Aatrix® will charge a $25 late fee if you do not submit your eFile within 48 hours of the deadline.

· eFiling may require a filing fee payment. Credit card payment is the only payment type accepted on the Aatrix® website.

· Tax Deposit payments can be made at the time of eFiling through an automatic bank draft. You will need to set up your bank account information on the Aatrix® website prior to eFiling your form. Tax Deposits cannot be made by credit card. 

