e

Y

DSD Business Systems
MAS 90 Enhancements

APIC
Accounts Payable DE-542 Printing

Version 3.71

best

MAS 90 « MAS 200
Master Develooear




A/P DE-542 Reporting

Copyright © 1993-2002 DSD BUSINESS SYSTEMS User's Manual



A/P DE-542 Reporting 3

Information in this document is subject to change without notice.

Copyright 1993-2002, DSD Business Systems. All rights reserved.

APIC A/P DE-542 Reporting User's Manual
Version 3.71
12/30/2002

DSD Business Systems

7050 Friars Road, Suite 100

San Diego, CA 92108

619/683-9900 8:00am to 5:00pm PST
619/683-9975 Fax

Trademarks

Sage is a trademark of The Sage Group, PLC

ProvideX" is a Trademark of Sybex Ltd., Ontario, Canada.

Sybex" is a Canadian registered trademark of Sybex, Ltd., Ontario, Canada.
Windows is a trademark of Microsoft Corporation.

MAS 90 " is a registered trademark of The Sage Group, PLC

MAS SQL " is a registered trademark of The Sage Group, PLC

Unix is a trademark of AT&T.

All other product names and brand names are service marks, and/or trademarks or
registered trademarks of their respective companies.

User's Manual Copyright © 1993-2002 DSD BUSINESS SYSTEMS



4 A/P DE-542 Reporting

Table of Contents

| SECTION A: INTRODUCTION 5]
MV EB RESOURGCES ....uuitiitiititnieitiit et st et sessesse s ssseasessessssesseasesssssseasessessssenssnssssssensensensens 5

S U P P O R T ..ttt ettt ettt ettt ettt ettt ettt ettt ettt ettt ettt et et n e et e aaen e e et enenenas 5
AP I  FEATURES ...ttt i et ettt ettt et e et ea et e e s e et e e s e s enseaeasensensensnensensnnnnns 6

R 0] N ST T T T T TP TP 6
SECTION B: GETTING STARTED 8|
REQUIRED LEVELS ..vuiuiitiitiiiitieiit ettt ettt ettt e easeseesee s e s ea e s e ase s esaeaeasensensensnsensensensnns 8
NSTALLATION . ..uititnititiiait et te et e e et e e e et e e e e e e e e e e e e e e e e s e e et s e e e e e e e et s eanaasenenanans 8
PDSD ENHANCEMENT CONTROL PANEL ..uuiviitiiiii et e e e e e eeen e e 9
Completing Installation and Getting REAAY...........ciiiiuuiiiiiiiiiiiee i e e e eeeieiee s eeeeessseeseenseseenns 11
Report File to be Sent (Magnetic MedIa) ..........ccooeeveviiiiiiiiiiie e 12
FrEQUENCY OF REDOITING ovvuiiiieiiiie ettt ettt e e ettt e e e et se s et esaeeasseasennaaesesnnssaeesnsesessnnsnesenn 12
SECTION C: SYSTEM SETUP 13|
IAPTC OPTIONS ..ttt e et e e e aeeee e e e e eneeeeeeeaeneeneeennnneneeeesennnneeenas 13|
SECTION D: SYSTEM OPERATIONS 15|
[CONTRACTOR MAINTENANCE .....cuvviveeeeeeetiieeeeeetieeeeeenseeseessenseeseessesseeseesensenseessensseeeeeas 15

| ST 15
[CONTRACTOR LISTING ...ttt et ettt e e e e et e e et et e e e eaaaaanas 17
DE-542 SELECTION ..uuuititiiiii e e et e et et e e et et e et et et e e st at e easesaaaeensensanannns 17
DE-542 FORM PRINTING ....tuititiiiiieii et ee et et et et e e esesesaseaseasensesensensensessnsensensenns 18
PDE-542 MAGNETIC FILE CREATION ..u.uuitiitiiiieiteetieaee et seaseasensssessensensessnsensensesssensensenss 19

DIE =542 U P D ATE . ...ttt ettt ettt ettt ettt e ettt e e e e et e e e e e ea e eeasenseansensensenannnn 19
LICENSE AGREEMENT 20|
FAX TRANSMITTAL FORM 22|

Copyright © 1993-2002 DSD BUSINESS SYSTEMS User's Manual



A/P DE-542 Reporting 5

SECTION A: Introduction

This manual contains a description and instructions for this DSD product. Operating
instructions are included for the features added by this product to MAS 90. For
instructions on using MAS 90, refer to the appropriate MAS 90 manual, or call your
MAS 90 reseller. DSD Business Systems offers excellent MAS 90 support, at an hourly
rate.

Web Resources

DSD web site: http://www.dsdinc.com
The Enhancement page contains:

Current Release Schedule
Purchasing Information
Installation Instructions
Product Support
Enhancement Links

APIC A/P DE-542 Reporting: http://www.dsdinc.com/enh/pages/apic.html
The product web page contains:

Product Description

Adobe Acrobat Product Description

Web Links

Current Product Version Table

Product Installation File Download

Product Manual in Word 97 and Adobe Acrobat Formats
Revision History

FAQ

DSD provides product support through MAS 90 resellers. Support is provided for the
current version. Older versions are supported at an hourly rate. DSD'’s telephone
number is 619/683-9900. Fax: 619/683-9975.

For a hard error, where the program displays an error dialog, H’
report:

Error number.
Program name.
Line number.
Program version.
Exact sequence that caused the error, including menus and menu selections.
Other pertinent information.

MAAS G0 =« WAS 300
Master Developar
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If leaving a message or faxing, please include:

Your name.
Your phone number (and fax if applicable) and extension.

It is possible to be unable to duplicate a problem, because of data corruption or
because we have not exactly duplicated a particular operating environment. In such
circumstances, we can only continue to try to fix the problem if we can either access the
system with Symantec PCAnywhere or by some other means access or duplicate the
system.

APIC Features

APIC has been designed to allow the user to automatically scan for Vendors that meet
the requirements of the State of California for DE-542 reporting. When Vendors are
found that must be reported to the California EDD department, records are created in
the new DE-542 contractor file and they are flagged as needing to be reported. The
user may elect to print the DE-542 form for those Contractors, or they may be written to
a magnetic media file, and submitted on a diskette.

DSD Business Systems has worked with the State of California to ensure that users of
this module will be in complete compliance with the new laws.

APIC does not modify standard MAS 90 programs so it is likely to be compatible with
other A/P enhancements. Check with us to confirm that. The only change to the existing
MAS 90 system is the addition of the new DE-542 menu selection in the Accounts
Payable module.

APIC contains these new reports:

» Contractor Listing: This new report is available from the DE-542 Menu, or via
the print button in Contractor Maintenance. It allows the user to list all Contractor
records that have been created in conjunction with DE-542 printing. The report
can be printed in Summary or Detalil, it can be limited to just those Contractors
who have pending DE-542’s, or a range of Contractors may be selected.

* DE-542 Selection Register: This new report is available from the DE-542 Menu,
and lists all Vendors who have been flagged for DE-542 submittal. This report
informs the user if there are any problems with the Contractor’s information that
might cause submitted DE-542’s to be rejected by the State.

* DE-542 Form Printing: This new report prints contractor information in the
format specified by the State. They may be mailed or faxed to the EDD. This
report also allows the user to print a packet of test forms for submittal to the
EDD, and it allows the user to adjust the position of the printout on the page.

* DE-542 Magnetic Media: This new program creates a submittal file, for those
users who wish to send a diskette instead of faxing or mailing the forms. It also
allows the user to create a test file for submittal to the EDD.
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» DE-542 Options Listing: This report is available via the print button in the DE-
542 Reporting Options screen.
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SECTION B: Getting Started

* If you reinstall or upgrade one of the MAS 90
modules listed in the following table, you must

also reinstall this Enhancement.

* Enhancements from different Master Developers are generally not designed to
work together. If installed together, problems are likely to occur.

* Check with DSD before installing more than one Enhancement.
* Do notinstall this Enhancement on MAS SQL Systems.

Required Levels

MAS 90 Module ' Required
_ Module _ Required Level

| AP | Y | 3.71 |

Installation

The following instructions are for installing to Windows. For UNIX instructions see
the “INSTALL.HTM” HTML file on the CD-ROM (you can use a Windows machine to
view it.) It will guide you in mounting the CD-ROM on the UNIX file system and running
a UNIX installation script.

1. Back-up: Exit all MAS 90 / MAS 200 sessions. Back-up existing MAS 90 / MAS
200 data.

2. Check Levels: MAS 90 / MAS 200 module levels must match those listed above.

3. Run Enhancement Setup Program: Insert the installation CD-ROM. The
installation will normally run automatically, otherwise, run SETUP.EXE on the CD-
ROM. This can be run from the server or a workstation. Follow on-screen
instructions. If installing from an e-mail message or from a Web download, run the
program sent to you (or downloaded). This will self-extract and run same Setup
program.

4. Re-Start MAS 90 / MAS 200: MAS 90 / MAS 200 will be updated.

5. Unlock the Enhancement: DSD Enhancements must be unlocked to run. When
any part of the Enhancement is run for the first time, the DSD Enhancement
License Agreement and Activation window will appear. Follow the steps shown
on that window. You can click the Help button for more detailed instructions.

Note: On the next page is a screenshot of the DSD Enhancement License
Agreement and Activation window.

After accepting the License Agreement, you can then select the type of unlocking
that you'd prefer. The choices are Normal, Demo and Web.

Normal Unlock: You will need to unlock the Enhancement by calling DSD during
business hours (8am to 5pm PST) at 619-683-9900.

Web Unlock: If the system that is running the DSD Enhancement has web access
and you have a DSD WebUnlock code, can unlock the Enhancement without
assistance using WebUnlock. When this option is selected, the window will change
to show the WebUnlock entry section. Enter the WebUnlock code and click the
Unlock button.

Copyright © 1993-2002 DSD BUSINESS SYSTEMS User's Manual
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* Entering a WebUnlock code will unlock all DSD Enhancements that have
been licensed.

* The MAS 90/ MAS 200 system that is being used must have web access for
this option to be available.
* You can get a WebUnlock Code from your DSD Enhancements sales
representative.
Demo Unlock: If a Demo mode is available for the Enhancement you're running,
you will be able to Demo unlock the product without assistance from DSD for demo
purposes.
» Creating a Demo Unlock is a good way to temporarily unlock DSD
Enhancements off-hours, if you do not have web access and/or an
WebUnlock code. Later, you can unlock the product fully, during business

hours, BT ——
Note: You can also unlock a -
EFTE g

S i

DSD Enhancement through the
VRIS T FEAD T T O L AN DR B ORE PROEEAG), SCROLL T THE

DSD Utility Suite window. This A i S AL S,
is accessed at the bottom of the
Library Master Utility menu. In

EFTATANT. THE: TN TAARE 1 UOSR By [P BSESS ST TEN, I T DG RS PO THER USE Ty
W Al DOELEATT Wl T TS CET FORTH E THES TLETOREN LTH S CREDREHT. DRl OF LEShit TS
FaCs e CoRETUTER LOTERTANGE OF NeeSs FER. F THE TEEWS. OF 505 LICEREE: aRF w01 CCERPAiaE.
THE CLEE TGS bk " DTN 8, FULL FEFLSD OF A RCUEY PAD IF THIS LSS, LMD, P DR O P
FETLFRED W Tl 5 b D v T THIE DERLER Faiind it 7 s A0 D

the DSD Utility Suite window,
click the DSD Enhancement

Control Panel button on the 1':,:.:.“.::-::“ i::-:'-::.:- 1::.:'1”"—""”
bottom of the window. Then, SSSr T L I
select the Enhancement with e e e i ek e i |

'E-u-C“rn-':‘mw

your mouse from the list of
Enhancements and click the
Unlock Product button on the
right side of the window.

Convert Data: After

Fonhat WaemOH |

. Qﬂl

Fal

WO | O R

registration, the Data

Conversion window will appear. Follow on-screen instructions to complete data
conversion. You can exit the conversion program without converting data. The
Enhancement will not proceed, however, until data is converted. If you enter an
enhanced program and data has not been converted, the conversion program will
run again.

DSD Enhancement Control Panel

Starting with version 3.70, all DSD Enhancement products include DSD’s Utility Suite
menu and DSD’s Enhancement Control Panel. The DSD Utility Suite is accessed
from the Library Master Utilities menu. The DSD Enhancement Control Panel is
accessed from a button on the bottom of the DSD Utility Suite window.

The DSD Enhancement Control Panel is a simple to use yet powerful system to help
maintain DSD Enhancements installed on a MAS 90 / MAS 200 system. To use it,
select an Enhancement product from the list on the window and then click the button,
on the right side of the window, which corresponds with the desired task.
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View Manual: This button will [y ——— 2 oici
display the product manual for PR e =

the selected Enhancement e T R TR e et |
using Adobe Acrobat. For this Chech vt b s |
to be possible, the PDF file for Pt pirn s |
the corresponding manual |
must be in the “MAS90/PDF” comveriputn |
folder in the MAS 90 system. If Progran Pacs Ly |
the file is not present, and the |

system has web access, the
correct PDF file will be
automatically downloaded from
the DSD website, put into the

“MAS90/PDF” folder and then == Femmistnms==s CHASTIM Loilibdin libslimess
displayed. _tm | |

St mn Enhencarseni from b i ST [ e ter i)

Check the Web for Updates:
This button will check the DSD website to see what the current build is the selected
Enhancement and alert the user if a later version is available. This requires a web
connection on the MAS 90 / MAS 200 system.

Reinstall from Web: After a verify dialog, this will automatically download and reinstall
the selected Enhancement from the DSD website. This requires a web connection on
the MAS 90 / MAS 200 system.

Unlock Product: This will cause the DSD Enhancement License Agreement and
Activation window to appear. Using this window is described on the previous page. This
button is disabled if the selected Enhancement is already unlocked.

Convert Data: After verification, the selected Enhancements data conversion program
will run.

Program Patch Utility: Only use this option under the guidance of a DSD
Enhancement Technician. That person will guide you in its use.

Run Program: This button is enabled for certain DSD Utility programs only.
Additional Controls

Help: The Help button, located at the bottom left of the window, opens an HTML help
file similar to the above.

Get Adobe Acrobat: Opens the Adobe Acrobat website to the page where Acrobat can
be downloaded and installed.

There are also links to the DSD website and the Enhancement page on that site.
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Completing Installation and Getting Ready

Trigger the Data Conversion program by selecting the DE-542 Reporting Options
selection in the new DE-542 Menu. After the Unlocking Wizard and Conversion
Programs have run, the DE-542 Reporting Options panel will be displayed, as shown
in the System Setup section. Enter all of the required information and settings.

Once the DE-542 Reporting Options have been set properly, the DE-542 Selection
program should be run. It will select all Vendors who have not received a DE-542 this
year, and whose payments to-date exceed $600. You should print the Selection
Register when prompted.

The Selection Register will show you if any problems exist with the Contractor records.
There will be a problem with each and every Contractor record that was created,
because until you access each of those records, and add the information required by
the State, they will not be suitable for transmittal!

Access Contractor Maintenance, and for each record flagged in the Selection
Register, supply all of the necessary information. If you have already sent DE-542’s for
some of the selected Contractors this year, then flag them as already having a DE-542
by entering the Date and Amount Reported into the Contractor Maintenance window.
This will prevent you from duplicating a previous submittal (only one Contractor
submittal is required per year).

Additionally, the new law requires that you submit a DE-542 for a qualified Contractor if
you have entered into a contract with them, whether or not payments have been made.
So, for any contractors who you have entered into contracts with, since the last time
you made a DE-542 submittal, you must access (or create) their Contractor record, and
record the details of the new contract.

After you have entered the necessary information, re-print the Selection Register to
make sure that all Contractor records are OK.

If you will be submitting printed DE-542 forms to the EDD, you can do so without prior
approval from the EDD. This is possible because DSD has previously submitted test
forms to the EDD, and their approval number for us and for you has been issued and is
stored in the APIC Options screen.

However, it is strongly recommended that before you submit printed forms, you order
the standard template DE-542 form from the EDD and use this red template to position
the printout exactly in the blanks on that form. Failure to do so may cause the EDD to
return your forms un-scanned. The DE-542 Forms printing program allows you to
move the printout up or down or left or right on the page, so that they can be exactly
aligned on your particular printer.

To order template form: For 25 or more forms, telephone 916-322-2835. For less than
25 forms, telephone 916-657-0529.

If this is your first submittal, and you are submitting a diskette file, then you must first
obtain and complete a DE-164 Magnetic Media Filing Registration form. Under the
heading “Filing Information” you must check the Other box and write in “Independent
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Contractor” or “ICR” in the space provided. The registration form and your test file
should be mailed to:

Magnetic Media Testing Unit, MIC 15
Employment Development Department
PO Box 826880

Sacramento, California 94280-0001

Question regarding the Independent Contractor Reporting program should be directed
to the hotline at (916) 657-0529. DSD Business Systems cannot answer questions
regarding the submittal of test forms or files.

Once you have all Contractor records completed, you may print the DE-542 form, or
create a magnetic media file.

Report File to be Sent (Magnetic Media)

If you create a Magnetic Media file, it is saved in the ..\APccc (ccc is your Company
Code) subdirectory, and has the name INDCONTR. This file must be saved to a
diskette, and mailed to the EDD.

After the forms have been printed, or the file created, you may update the DE-542 file,
when prompted.

Frequency of Reporting

DE-542 submittals must be made within 20 days of qualified Contractor activity. It is
therefore suggested that this process be duplicated once every two weeks.
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Section C: System Setup

APIC Options

The new DE-542 [T06 542 hrpormg Dppors ——________________________mmE|
reporting Options [ Poxkom Calioray incepmaent Coniacto 06 540 Fioptng | Federd D bunbey  [Treeeeen
window has been Cuers DE542 Feew N Coltorras dccount uarte [FFEmeer
added as the last Last DE-542 Reparting Dale: (01BN SocwlSecsip bumm [T
selection on the new e I T o
DE-542 Menu. The Cortct Prarsam FiLLD virE
new window is shown e [re11 BrscuaCraee
to the right. Cy frmiE
Perform DE-542 Sias o C—
Reporting: Selecting L e ==
this option allows Delwdt Repatrgethod [Tam 7]  EOD Foswapmovd Husbes [E00 100000
access to all of the DE- P e Lot Prageven Cigte o the D8543 0o the Bl Dale [Fagrard e 7]
542 programs.

acone | Lo | i)
Current DE-542 Year: N

This is the calendar
year for which you are currently reporting DE-542 activity. It should always correspond
to the 1099 Year field in A/P Options.

Federal ID Number (FEIN): This is your assigned FEIN. Omit hyphens. Itis a
required field.

California Account Number: This is the Employer Account Number assigned by the
California EDD. It is an 8-character code. Do not enter blanks or hyphens.

Social Security Number: If your company is a sole proprietorship, enter the owner’s
Social Security Number, omitting hyphens.

Address and telephone fields: Enter this information as appropriate. Do not enter
hyphens into the Zip Code or Telephone Number fields.

Default Reporting Method: You may enter None, Form or Magnetic Media. If you
set this to None, you may still use Form Printing or Magnetic Media, however, you will
not be automatically prompted after the Selection Register is printed. If you select
either of the other two options, you will automatically be prompted to run the selected
submittal program, after the Selection Register is printed.

EDD Form Approval Number: This is the EDD-issued approval number. DSD
Business systems has been issued an Approval Number of “EDD 01038” which is also
your Approval Number. This field should not be changed.

Print the latest Payment Date on the DE-542 or the Run Date: This field should be
set to Payment Date in order to adhere to the new law. Unfortunately, if you do not
remember to run these programs every two weeks, you may be assessed a penalty if
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you fail to report a Contractor within 20 days of making $600 in total payments, or
entering into a contract for more than $600. If you set this field to Run Date, you will
always be assured of not being fined for late reporting, however you may be in violation
of the law. Do so at your own risk, and against our recommendation.

Print button: This button is located to the right of the Cancel button. When pressed,
the report panel is displayed, and the user may perform the standard printing functions
such as changing printers, previewing, etc.
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Section D: System Operations

Contractor Maintenance

2 ioix]
Vanda No. [07.5NDERS 3] ¥ | Ao Ao Flepas Werdol |
Bapoat |nifcensbon:

Firsl M aives |HILL H.I I Las Mated |[SHOERS

%% Mo |333353’!3’E

Addmgy |10 HAIN STHEET

Gy [oRemGE Stahe [C5 Fplode [219E0
Dt of ek [ 52 pubrittal [101,71.10 dumcuri sporied | G000

[T lrahuche ihiz conbaciod mrist DES2 jun Lacl Pl Dadee I Fumoird b sl | oo
Coract Infoeresion

[# Corisct Slull:la:el E s abiceny sl I Cordrack Srngs | 1000000

M4 w|m gooept | Loncel | Deer | @

ABC | IR0

Contractor Maintenance allows you to create records for Contractors who will be
included in your DE-542 submittal. These records contain more information than is
stored in the Vendor Masterfile, and you may save them permanently so that if and
when the Vendor must have another DE-542 next year, you do not have to re-enter the
information, if it has not changed.

The Contractor records are created automatically for you by the DE-542 Selection
program, but that program cannot supply ALL of the necessary information. The DE-
542 Selection program uses as much information as possible from the Vendor
Masterfile when the scan is run. It is necessary for you to access all such records, in
order to provide the missing information, if there is any.

Fields

Vendor No: If you enter a Vendor Number for an existing Contractor, the record will be
read and displayed. If you enter a Vendor Number for a Vendor who has no existing
Contractor record, that record will be created automatically for you, with information
taken from the Vendor Masterfile. You may not create a record for any Vendor for which
the 1099 Type is not “I” (individual).

You should only have to create records in Contractor Maintenance for Contractors with
whom you have entered into a contract. DE-542 Selection cannot automatically create
such records for you.

A Contractor Lookup is available by selecting the Lookup Button or selecting the <F2>
Button. This lookup displays all contactors set up in Contractor Maintenance.
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A Vendor Lookup is available by selecting the Vendor List Button (flashlight) or
selecting the <F3> button. This lookup displays all vendors in the Vendor Masterfile.

Vendor and memo buttons: The Vendor button allows you to maintain the Constant
and Description button for the selected Vendor, and the Memo button allows you to
read or create new memos for the selected Vendor.

Report Information block: This is descriptive information for the DE-542. Do not use
hyphens in the Zip Code.

Date of Last DE-542 Submittal: This should be blank for newly created Contractor
records. This field is automatically updated by the DE-542 Update, and should
normally not be changed manually. However, it may be necessary for you to enter a
value here if the Contractor was selected by the DE-542 Selection program, but you
have already submitted a DE-542 for the Contractor. This may be the case when you
first install APIC on your system.

Note that DE-542’s are only suppressed for a Contractor if this date falls within the
current DE-542 year. For example, let’s say that you submitted a DE-542 for 01-
ANDERS on 06/14/05. The DE-542 programs will not print another DE-542 for 01-
ANDERS during 2005, but as soon as 01-ANDERS exceeds $600 in payments in 2006,
it will be selected for DE-542 submittal.

Amount Reported: This is the amount reported on the previously submitted DE-542.
This field is updated automatically and should normally not be changed manually.

Include this contractor in next DE-542 run: If this field is selected, this Contractor
will be included in the next DE-542 submittal. When this field is selected the next two
fields are enabled.

Last Pmt Date: This is the date on which the Contractor’s total payments for the year
met or exceeded $600. If this date is more than 20 days earlier than the submittal date,
then you may be fined by the EDD.

Amount to Report: This field contains the total payments made during the year to this
Contractor. If there is a contract, then this field contains the contract amount.

Contract: If this field is selected, the remaining fields will be enabled.
Contract fields: Enter the contract information into these fields.
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Contractor Listing

When thlS program |S T Conlracton Listing

selected by pressing the
. . [rve R
Print button in Contractor

Maintenance, or when it is

r_ Farid oy coriracion wha have besn ssleciad lor cunent DE 52 panling

selected from the DE-542 et 4 Siating Encing

Menu, the window shown Venda turbe |7 [0 a e aj

at right is displayed. [HF Dikcelet Seies 600 Firies P | [ | Prirkis 5 sl I
This program prints a list of AT | 01/1820m

all selected Contractors, in
Summary or Detail form. The user may elect to list only those Contractors who have
been selected for current DE-542 printing. A range of Contractors (Vendors) may also
be selected.

DE-542 Selection

When this program is "] DE-542 Printing Selection |
selected from the DE-542

Menu, the window shown All'Yendarz will be scanned for unreported DE-542 payments. |f any are found,
at right is displayed and thoze wendar: have not been reparted during this calendar year, they will be

included the nest time that DE-542's are printed.
The Current DE-542 Year

is displayed, and may be Current DE-542 Year |m
changed. It should only be
necessary to change this Procesd | Cancel | §|

field once, at the |
beginning of the new
calendar year, after all DE-542’s from the previous year have been printed.

This program scans the current year’s total 1099 payments for every type “I” Vendor,
and only selects Vendors (Contractors) for printing if their payments to-date have met or
exceeded $600, and only if they have not yet had a DE-542 submittal.

If a Vendor is selected, one of two things happens. If there is an existing Contractor
record (from last year), then that record is flagged for printing on the next submittal, the
Last Pmt Date field in the Contractor record is updated from the same field in Vendor
Maintenance, and the total year-to-date payment amount is entered into the Amount to
Report field in the Contractor record. If there is not an existing Contractor record for
the Vendor, then one is created using as much Vendor Description and Constant Data
as possible.

When the DE-542 Selection process has completed, you will be prompted to run the
DE-542 Selection Register.

| | ABC | 0141842001
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DE-542 Form Printing

When selected, this window is displayed:

[] DE-542 Form Printing =— |

Thiz repart will print DE-542'z in the format zpecified by the EDD for all contractors who have been Hagged for DE-542
reporting by the DE-542 Selection program.

Teszt report Earm

IHF' Officel et Series GO0 Prirter Prink | Presiew Prirter Setup...

..........

| | | ABC | 0141872001

The Test report button produces a report containing 25 sample records. This report
may be sent to the EDD in order to obtain forms approval from them.

If the Form button is pressed, the 71DE-542 Form Alignment |
screen at right is displayed. The first

two fields allow the user to adjust the Mumber of blank lines ko print at top of farm I
horizontal or vertical position of the Murmber of blank columns ta print at left of form |—3
form on the page, in order to facilitate o

forms alignment with a variety of Fine adjustment - dowin [ 0
printers. Fire adjustment - right I 0

The Fine adjustment fields allow the
user to adjust the form down or to the
right by less that a full character or full
line. The range of values will differ from printer to printer, but it is suggested that you
start with a value of 50, and increase it or decrease it, depending on the position of the
information on the form. When you are measuring the effect of your new settings,
remember that the fine adjustment settings may have a very small effect on the location
of the printout on the page. When DSD tested this feature, we found that settings from
40 to 100 were appropriate for graphics printers, and values of 5-10 were appropriate
for dot matrix printers.

The printed form meets the EDD specifications in every way, and may be faxed or
mailed to the EDD. It is recommended that they be mailed, because the faxing process
causes distortion that may prevent your data from being scanned properly.

If you have any questions regarding the EDD specifications or procedures, you should
contact the EDD at (916) 255-0649.

ok | LCancel |

Copyright © 1993-2002 DSD BUSINESS SYSTEMS User's Manual



A/P DE-542 Reporting 19

DE-542 Magnetic File Creation

When selected, this window is displayed:

[rrﬂ DE-542 Magnetic Media File Creation [_ ol =] |

Thiz program will write DE-542's to the INDCOMTR file for all contractors who have been Hlagged for DE-B42
reparting by the DE-542 Selection program.

Create test file Cancel

| | | ABC | 01/18/2001

The DE-542 file meets the EDD specifications and should be mailed to the EDD. The
INDCONTR file contains the DE-542 information, and it is saved in the A/P data
subdirectory for your company.

The Create test file button allows the user to create a sample file containing 25
records. This file may be sent to the EDD in order to obtain approval from them for
magnetic media submissions.

If you have any questions regarding the EDD specifications or procedures, you should
contact the EDD at (916) 651-6945.

DE-542 Update

After the DE-542 Form Printing or DE-542 Magnetic Media file Creation programs have
completed, the following prompt will be displayed:

1 MAS 90
® Do pou wizh to update the Contractor DE-542 file’?

If you click Yes you will not be able to re-print the current DE-542’s. Clicking Yes
causes the update program to scan all Contractor records. All “Include...” flags are
unselected, and the Date of Last DE-542 Submittal and Amount Reported fields are
both updated.
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License Agreement

IMPORTANT: THIS SOFTWARE IS LICENSED BY DSD BUSINESS SYSTEMS, INC. TO CUSTOMERS
FOR THEIR USE ONLY IN ACCORDANCE WITH THE TERMS SET FORTH IN THIS CUSTOMER
LICENSE AGREEMENT. OPENING OR USING THIS PACKAGE CONSTITUTES ACCEPTANCE OF
THESE TERMS. IF THE TERMS OF THIS LICENSE ARE NOT ACCEPTABLE, THE CUSTOMER MAY
OBTAIN A FULL REFUND OF ANY MONEY PAID IF THIS UNUSED, UNOPENED PACKAGE IS
RETURNED WITHIN TEN (10) DAYS TO THE DEALER FROM WHICH IT WAS ACQUIRED.

1. LICENSE. DSD BUSINESS SYSTEMS, INC., a California corporation as Licensor and owner
hereby agrees to grant you as Licensee a non-exclusive license to use the enclosed software subject
to the terms and restrictions set forth in this License Agreement. Title in and ownership of all
programs and program enhancements or modifications written by DSD Business Systems, Inc. shall
remain at all times vested in DSD Business Systems, Inc. The right granted by this Customer
License Agreement and your payment of the non-refundable License fee is the right to use the
Program in accordance with the terms of this Customer License Agreement. Delivery of a copy of
the Program to you is made solely to enable you to exercise this right.

2. COPYRIGHT. This Program is copyrighted and all rights are reserved by DSD BUSINESS
SYSTEMS, INC. and SAGE, INC. You may not copy or reproduce any part of the Program except to
copy the Program for backup purposes. If you make a backup copy you must reproduce and include
the copyright notice on it. The distribution of the product is intended for the use of the original
Licensee only and for use only on the computer systems specified. Lawful users of this Program are
hereby licensed only to read the Program from its medium into the memory of a computer only for
the purpose of executing the program.

The documentation is also copyrighted and all rights are reserved. This document may not, in whole
or in part, be copied, photocopied, reproduced, translated, transmitted or reduced to any electronic
medium of machine readable form without prior consent, in writing, from DSD BUSINESS
SYSTEMS, INC.

The Licensee recognizes that DSD BUSINESS SYSTEMS, INC. has expended considerable time,
effort and money to develop the licensed Software and Manual and that DSD BUSINESS
SYSTEMS, INC. will be substantially damaged by its unauthorized use, sale or distribution. In
addition to recovery of all damages and the obtaining of injunctive relief as provided by law, in the
event legal action must be taken to enforce this provision, the Licensee will pay DSD BUSINESS
SYSTEMS, INC. all reasonable legal fees incurred in enforcing the rights of DSD BUSINESS
SYSTEMS, INC. under this provision.

3. RESTRICTIONS ON USE AND TRANSFER. The original and any backup copies of the Program
and its documentation are to be used only in connection with a single computer or network fileserver.
You may physically transfer the Program from one computer to another, provided that the Program is
used in connection with only one computer or network fileserver at a time. You may not distribute
copies of the Program Documentation to others. The Program is to be used exclusively for business
purposes and not for personal, family or household use. YOU MAY NOT USE, COPY, MODIFY, OR
TRANSFER THE PROGRAM, IN WHOLE OR IN PART, EXCEPT AS EXPRESSLY PROVIDED
FOR IN THIS LICENSE AGREEMENT. IN ADDITION YOU MAY NOT MODIFY, ADAPT,
TRANSLATE, REVERSE ENGINEER, DECOMPILE, DISASSEMBLE THE PROGRAM, OR
CREATE ANY DERIVATIVE WORK BASED UPON THE PROGRAM.
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10.

WARRANTY. DSD BUSINESS SYSTEMS, INC. software is licensed "as is" with no warranties of
any kind, either expressed or implied, other than the following: DSD BUSINESS SYSTEMS wiill
repair any bugs or flaws found in the software. Flaws of a critical nature which affect the basic
functionality of the software will be repaired on an "emergency" basis, with a corrected distribution
diskette sent via UPS Blue or equal. Flaws of a non-critical or cosmetic nature will be repaired on a
timely basis, and a corrected distribution diskette sent via UPS ground or regular mail. All incidental
or consequential damages that result from any defect in the software, even if DSD Business
Systems, Inc. has been advised of the possibility of such damages will be assumed by you.

LIMITED WARRANTY FOR DISKETTES. To the original licensee only, DSD BUSINESS
SYSTEMS, INC. warrants the magnetic diskette on which the Program is recorded to be free from
defects in materials and faulty workmanship under normal use and service for a period of ninety
days from the date the Program is delivered. Any implied warranties of merchantability and fitness
for a particular purpose are limited in duration to the period of ninety (90) days from the date of
delivery. If, during this 90 day period, a defect in the diskette should occur, the diskette may be
returned to DSD BUSINESS SYSTEMS, INC., 7050 Friars Road, Suite 100, San Diego, California,
92108, or to any authorized DSD BUSINESS SYSTEMS, INC. Dealer, and the diskette will be
replaced without charge to you, provided that you have previously returned the Warranty Registration
Card along with a copy of your sales receipt for the Program.

NO OTHER WARRANTIES. No dealer or distributor of DSD BUSINESS SYSTEMS, INC. products
or any agent of DSD BUSINESS SYSTEMS, INC. is authorized to make any representation of
warranty with respect to the Program except those expressly stated in the Customer License
Agreement.

LIMITATION OF LIABILITY. Neither DSD BUSINESS SYSTEMS, INC. nor anyone else who has
been involved in the creation, production or delivery of this program shall be liable for any direct,
incidental or consequential damages.

TERM. This license is effective until terminated. You may terminate it at any time by returning the
Program and Documentation together with all copies, modifications and merged portions in any form
to DSD BUSINESS SYSTEMS, INC. The license will also be terminated by DSD BUSINESS
SYSTEMS, INC. immediately and without notice if you fail to comply with any term or condition of this
License Agreement.

ACKNOWLEDGMENT. Your opening this package, use of this program or signature on the warranty
registration card acknowledges that you have read this customer license agreement and agree to its
terms. You further agree that the license agreement is the complete and exclusive statement of the
agreement between yourself and DSD BUSINESS SYSTEMS, INC. and supersedes any proposal or
prior agreement, oral or written, and any other communications between yourself and DSD
BUSINESS SYSTEMS, INC or dealers and distributors of DSD BUSINESS SYSTEMS, INC

products relating to the subject matter of this agreement.

ASSIGNMENT. You may not sublicense this license or the Program. You may not rent this Program
or the use of the Program. You may not transfer this copy of the Program unless the recipient agrees
in writing (and a copy of such acceptance is sent to DSD BUSINESS SYSTEMS, INC., 7050 Friars
Road, Suite 100, San Diego, California 92108) to accept all of the terms of this Customer License
Agreement. Any attempt by you to otherwise rent, sublicense, assign or transfer any of the rights,
duties or obligation hereunder is void and may be the cause for immediate termination of the license.
DSD BUSINESS SYSTEMS, INC. may assign any of its rights and obligation under this agreement
to any party without notice to you.
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Fax Transmittal Form

To: DSD Business Systems Customer Fax: 619/683-9975
Service
From: Name: Phone:
Company: Fax:

Date: [ | # Pgs Including this Page:

Subject:  check One: CProduct Problem [CSuggestions

Product: APIC DE-542 Reporting I Version: 3,71

This page may be copied
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