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WITHHOLDING TAX

Utah State Tax Commission

Thank you for contacting the Utah State Tax Commission.

Today we are going to discuss the Employer Withholding Tax.

This presentation will include how to electronically file Employer withholding information on
Taxpayer Access Point.

We will also discuss some new filing requirements and changes in the law.
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Tax Commission Resources

Monday-Friday from 8:00 a.m. to 5:00 p.m.

¢ Customer Service o Taxpayer Advocate Service
801-297-2200 or 801-297-7562 or
1-800-662-4335 1-800-662-4335 x7562

¢ Technical Research Unit ® Email
801-297-7705 or taxmaster@utah.gov
1-800-662-4335 x7705

® Website
tax.utah.gov

For phone assistance during business hours, you may call the Technical Research Unit, or you
could reach them by email at taxmaster@utah.gov

If it is after business hours you can always go to the tax commission website at tax.utah.gov for
more information.
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Withholding Instructions

Publication 14, Withholding Tax Guide contains:

« General instructions

« Withholding tables

o Due Dates
— (New dates for 2016)

Another resource for additional information is Publication 14, the Withholding Tax Guide
Pub 14 contains general instructions related to the withholding tax.

Pub 14 includes withholding tables to help you calculate how much should be withheld from an
employees paycheck.

Pub 14 has been updated, it should say “effective January, 1 2016”



Slide 4

Withholding Forms

« TC-941, Utah Withholding Return
» TC-941PC, Payment Coupon for Utah Withholding Tax

« TC-941R, Utah Annual Withholding Reconciliation
— Paper form no longer accepted for employer withholding

These are the withholding forms.
The TC-941 is for filing and reporting quarterly wages and withholdings.

The TC-941PC is the payment coupon that is meant to be mailed in with a withholding payment.
This payment coupon ensures that a payment is credited to the correct period. It is not
necessary to send in the TC-941PC payment coupon if the payment was made electronically.

The TC-941R, is the Annual Withholding Reconciliation. This is how employers report the total
wages and withholdings for each year. It is also where employers report the number of W-2s or
1099s issued for each year.

New for 2015 tax year: The paper form TC-941R is no longer accepted by the tax commission for

reporting annual employer wages and withholdings, this information must now be reported
electronically.
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Publications

Publication 14, Withholding Tax Guide and Tables for
Utah Income Tax

« Publication 32, Online Filing and Paying of Withholding
and Mineral Production Taxes

« Publication 43, Electronic Funds Transfer

Publication 57, Military Personnel Instructions

« Publication 58, Utah Interest and Penalties

You may wish to review these publications for additional information on filing and paying your
withholding taxes.
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General Withholding Information

What is Withholding Tax?
Why is there a Withholding Tax?
Who Must Withhold Taxes?

Before we discuss electronic filing, | would like to briefly discuss the basics of the Utah
withholding tax.

| will discuss:

e What is the Withholding Tax?

e Why does the Withholding tax exist?
e Who is responsible to withhold taxes?
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What is Withholding Tax?

« Your employee’s money you remit to the state for them.

« A prepayment towards the employee’s income tax
— Employer withholds from wages or income paid
- Employer send the funds to the Tax Commission
— We apply the funds to employee’s annual income taxes

The Withholding tax is the money an employer withholds from their employee’s paycheck and
sends to the Utah tax commission on behalf of the employee as a prepayment on that
employee’s annual Utah income tax.

The Withholding tax is considered a trust-fund tax because the employee, and the state of Utah,
are trusting the employer to keep the withheld funds safe until it is time to send those funds to
the State.

Although it may feel as if it is a tax on the employer, it is not. The withheld funds remain the
employee’s money while in the possession of the employer and even after the funds are
forwarded to the tax commission. Once forwarded to the tax commission the funds may be
claimed by the employee as a credit against that employees annual Utah income taxes. Any
remaining amount after the tax liability is paid is then refunded to the employee.

During this process the money NEVER belongs to the employer and therefore it is NEVER the
employer’s money to spend on personal or business expenses.

An employer may even want to have a separate bank account in which to place the withheld
funds until the funds are sent to the tax commission. This would help to ensure that the
withheld funds are kept safe and separate.
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Why is there a Withholding Tax?

The withholding tax system:

« Helps Utah employees save enough money to cover
their annual Utah income tax liability.

The purpose of the withholding tax system is to help Utah employees save enough money
throughout the year to cover their annual Utah income tax liability.

This way, when the employee files their Utah annual income tax return, they will have sufficient
withholding credits available to cover most, if not all, of their tax liability.
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Who Must Withhold Taxes?

An employer who:

« Pays wages to any employee
for work done in Utah

« Pays wages to a Utah resident
employee for work done
outside of Utah

« An exception may apply for
employers of the spouses of
military personnel.

- See Publication 57 for info.

Wages include salary, commission, bonus, and cash value of any other compensation.

Who must withhold Taxes?

Any employer who pays wages to any employee for work done in Utah must withhold from
those wages. This is the case regardless of whether the employee is a Utah Resident.

Also, any employer who pays wages to a Utah RESIDENT employee for work done outside of
Utah must withhold from those wages even if the Utah Resident is working out of the state of
Utah.

Note: Wages include salary, commission, bonus, and cash value of any other
compensation.

If an employer has an employee who is the spouse of an active duty military
member, that employer should review Publication 57 because special withholding
rules may apply.
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What’s NEW for 20167

To combat income tax refund fraud, the Utah Legislature
passed Senate Bill 250 which makes the following changes:

1. 2015 Annual Employer Withholding Reconciliation due
electronically by January 31, 2016.

2. 2015 W-2’s and 1099’s due electronically by January
31, 2016.

Only 1099s with Utah withholding must be filed.

This allows the Tax Commission to rapidly check for
fraudulent returns by electronically comparing individual
returns with employer submitted information.

So what is new relating to the withholding tax:

To combat income tax refund fraud, the Utah Legislature passed Senate Bill 250 which makes
the following changes:
* An employer MUST now file the 2015 Annual Employer Withholding Reconciliation
electronically by January 31, 2016., additionally
* An employer MUST also submit the 2015 W-2’s and 1099’s electronically by January 31,
2016.
* Please remember that only 1099s reporting Utah withholding must be filed with the
Utah tax commission

The purpose of SB 250 and the required electronic filing is that it allows the Tax Commission to
rapidly and accurately check for fraudulent returns by electronically comparing individual
income tax refund claims with employer submitted withholding information to verify a match.
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Electronic Filing Methods

Taxpayer Access Point (TAP) — File, Pay & More

Since the new law requires electronic filing, let me explain HOW a person electronically files.
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Taxpayer Access Point (TAP)

TAP is a free, convenient and secure way to:

« File/amend returns

« Make payments (ACH debit & credit accepted)
« View correspondence

« Request payment plans & waivers

« View account history

[(®72?) UTAH’S TAXPAYER ACCESS POINT

FOR INDIVIDUALS

el
(8

The approved method for electronic filing withholding returns with the Utah State Tax
Commission is through Taxpayer Access Point, or (TAP) for short.
TAP is a free, convenient and secure way to:

File or amend returns

Make payments either by ACH debit or credit card

View correspondence sent by the tax commission

Request payment plans or waivers of penalties and interest,
View account history,

and much more
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Three TAP User Types

Business Owner Third-Party Submitter
You Accountant Payroll Rep

There are three main types of people who may be filing Withholding taxes on Taxpayer Access
Point:

Business owners who are filing on their own behalf.

Third parties such as accountants or tax preparers who provide full service management of
the withholding accounts of their clients, and

Submitters like an payroll services who prepare and submit withholding information on
behalf of their clients but who are not authorized to view all of the confidential withholding
account details.
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Owner’s Registration Requirements

» Business account(s)
- Federal Employer Identification Number (FEIN)
- Legal Name or DBA

« Sole proprietor business account(s)
— FEIN or SSN
— Legal Name or DBA (if using FEIN)
— First and Last Name (if using SSN)

Business Owner
You

A business owner will need the following information to register on TAP:

If the Business is not a sole proprietorship then the owner will register for a regular
business account on TAP:

. To register for a business account the following information is needed:
. Federal Employer Identification Number (FEIN) that the business is operating
under
. Legal Name or DBA
. If the business is a Sole proprietorship then the sole proprietor will register for a sole
proprietor business account on TAP:
. To register for a sole proprietor business account the following information is needed:

* SSN of the Sole proprietor, and
* First and Last Name of the Sole proprietor
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Third Party’s Registration Requirements
Manage client’s account(s)/Third-party access

« 3 Parties FEIN

« 3 Parties Legal Name or DBA

« Client’s tax account number

« Client’s Utah tax amount from a previously
filed return or Client’s tax account PIN

If an accountant or other third party preparer will be managing their client’s account(s), the 3
party will need the following information:

. The 3™ Party preparer’s federal employer identification number (FEIN);

. The 3™ Party preparer’s Legal Name or DBA;

. The Client’s tax account number(s) to which the third party is trying to gain access, AND

. The Client’s Utah tax amount from the last filed return on that tax account,

. If the 3™ party preparer does not know the Client’s tax amount from the last filed return,
the 3" party can still gain access to the Client’s account by providing the account PIN #.

. However, the account PIN # can only be obtained from the client, the tax commission

cannot disclose the account PIN # to a 3™ party.
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Submitter’s Registration Requirements

« Submit client’s Withholding returns
— The Submitter’s FEIN
— The Submitter’s Legal Name or DBA

« Since Submitters cannot access tax
account information, a Submitter will
not be able to view or manage the
withholding account for which they
are submitting information.

Submitter
Payroll Rep

A 3" party payroll provider could also submit withholding information on a client’s behalf by
registering as a submitter, to register as a submitter we need:

* Submitter’s FEIN

* Submitter’s Legal Name or DBA

Note: Submitters will not gain access the confidential tax account information. A submitter will
only be able to submit withholding returns, W-2s and 1099’s electronically.

A 3" party would choose this option if they needed to submit withholding information
electronically but did not need to view the Withholding account details on TAP.
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TAP Registration — Notes

« A3 Party’s or submitter’s information must be
registered in the tax commissions system before a TAP 3™
party or submitter login can be created.

« Fora 3" party to add access to a client’s account the
client must be registered for their own TAP account.

- Withholding information may still be submitted without the
client having a TAP login.

Before a 3" party preparer or a submitter can register for a username and password in the TAP
system, the 3" party’s or Submitter’s business information must be in the tax commission
database.

The 3" party’s or submitter’s information WILL be in the tax commission database if the third
party or submitter has any type of tax account of their own with the tax commission.

Special Note for 3 party preparers — as a security measure, before a 3 party preparer can add
access to a client’s account the client must have already created their own TAP login.
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If You Haven’t Registered with Us

TC-69
Rev. 6/15

@ I UTAH STATE BUSINESS AND TAX REGISTRATION

{Emplwyer Withholding License No Fee 2,3,14

l/smmnemrzm Party Preparer No Fee 2,14

File early! It takes 15 business days to get an account.

tax.utah.gov/forms/current/tc-69.pdf

If an employer has not register for a Employer Withholding License with the tax
commission, the employer must complete form TC-69, Utah State Business and Tax
Registration to obtain a withholding license before individuals may be employed within
the state of Utah.

If a 3™ party preparer or Submitter has not registered as a business in the tax
commissions system, the submitter or 3" party preparer must complete TC-69, Utah
State Business and Tax Registration to register with the tax commission.

*xx p 30 party will not need to complete form TC-69 to register if the 3" party has any
type of tax account of their own with the tax commission. This is because when the 3"
party has a tax account of their own the 3" parties information will already be in the tax
commission system.

IMPORTANT: Do not wait until the filing deadline to register because it can take up to
15 business days to get an account number.)
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Starting with TAP

Tax Services - Individual & Business

e
=r 3

e
TAP - Taxpayer Access Point
File and pay most Utah taxes online

taxexpress.utah.gov

Once you have registered your business information with the tax commission, you can
create a login on our Taxpayer access point (TAP) online system.

To start with TAP, go to taxexpress.utah.gov and click the “TAP” link under this picture in
the “Individual and Business” category.
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UTAH’S TAXPAYER ACCESS POINT

FOR INDIVIDUALS FOR BUSINESSES & SIGN UP

Import TC 430 (Govt. Use)

Import TC 430 (Govt. Use)

If you already have login information you may login here.

If not, click the Sign Up link in the upper right hand corner to create a username and password.
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Choose Access Type

Home

Step 1 ot4 [ nent ]
Help. .
Cantact Us

TaxExpross Business TAP Registration

lequest. Reglarabon - Add
DACAccam TAP REGISTRATION
| am ragistering for accass fo

3. Manage my client's account(s)

4. Submit my chent's WIthKIng retums/documents an/or Mineral Production Withhokling

The first step in the sign up process is to select your registration type.
| will go over each registration type.

Our first type of registration is for a business owner registering for his own business account.
Depending on whether the business is an entity or a sole proprietorship the business owner will
select either option 1 or 2. The difference between these options is based on how the business
is registered with the tax commission.

If the business is registered under the business’ federal employer ID then select option 1.
If the business is registered under the business owner’s SSN then select option 2.
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Complete Each Step Before Submitting

T O sepiora ) QETID)

Business TAP Registration

IMPORTANT: Be sure to complete all the steps by clicking NEXT before trying to Submit.



Slide 23

Enter Business Information

CI»

Toggle Log

Last Request: 597ms
(883ms)

- FEIN or State Assigned FEIN
+ Business name or DEA

n
Request

BUSINESS INFORMATION

Business TAP Registration

You must enter e following MIOMAN 10 continue

egan Note for Tax Preparers and 3rd-parties — REgISIEr With your Own name and taxpayer |0, You can a0d ACCEss o YOur cUSIomer's ScCount(s)
2 Kater

1D Type

1D Number

DBALegal Name:

Federal Empioyer ID#

Required

Format 9a-gese99s

On step 2, the business owner is required to enter the business ID number and Legal Name.

If on Step 1 you chose option 1, your ID number is the business’ FEIN and the DBA/legal name

is the registered name of the business.

If on step 1 you chose option 2 for sole proprietorship, your ID number is the Sol proprietor’s

SSN and the legal name is the Sole Proprietor’s first and last name.
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Create Username & Password

[ v JONSTITTRNSY e

Business TAP Registration

Last Reguest: 314ms

Passwords are 8-20 characters long are case sensifive and must include at least. ane upper case letier, one lower case letter and ane number
(222ms) 1)

(Example: neaAety:

Note for Tax Preparers and 31d-parties ~ Regisier wilh your 0wn Name and 13xpayer ID. You ¢an 36d BCCess o YOur cusomer's Bcounts)
later

LOGIN INFORMATION

Usemame (Create a unique ID)

Required

e

impYortan¥ for
passward rgtover,
4 P

Step 3 is where you’ll create your username and password.

The contact information that you provide here is for password recovery. This contact
information does not have to match the information associated with the business or any
particular tax account.

Once you hit next, step 4 will confirm that the information entered is correct. If correct, the
registration may be submitted by clicking SUBMIT.
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Record Your Confirmation Number

Be sure to record your registration confirmation number or print this page.

This number makes it easier for us to help if you have problems logging into your new account.
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Check your eMall

Testing: UTS Online Registration Inbox

TAPSupport@utah.gov
Your new registration request has been processed. The first time you log in t

TAPSupport@utah.gov

tome '~

Your new registration request has been processed.

The first time you log in the authorization code yz9htk will be required
Click here to log into TAP

GENERICO

1234 N MAIN BOUNTIFUL, UT 84010 i vl do not have the

authentication code:

Call us at 801-297-7705
or 1-800-662-4335

After you register, you’ll get an email with your authentication code.

Put this code in the Authentication box the first time you log in.

This email should be sent to the email address you just entered during the registration.
If you do not receive this code or if you have lost it call the technical research unit at the
number listed here and a new code can be sent out to you.
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TaxExpress

Import TC 430 (Govi. Use)

Import TC 430 (Govt. Use)

you lo¥ in from thd¥ computer.

When you are ready to log into TAP, enter your username, password, and the authentication
code in the Login box.

You will get an authentication code each time you log in unless you check “Remember
Computer” at the bottom of the login page.

However, for the security of your account, ONLY check “remember computer” if you are on a
secured computer.

If you have forgotten your login information, use the links in the login box to recover or reset
your username or password. For the security of your account the technical research agents do
not have access to your password so they will not be able to give it to you if you call.
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Contact Authorization

The first time you log into your TAP account, you’ll see this screen. It’s an extra layer of security.
Please choose how you would like future authentication codes to be sent to you.
You may choose Text, Email or both.

We suggest you choose Send Text or Email because then if access is lost to one the
authentication code can still be sent to you through the other.



Slide 29

Add a Tax Account

GENERICO

When a business owner logs into their TAP account for the 1* time, there will not be any tax
accounts listed.

The business owner will need to add access to any tax accounts they wish to manage online.

Click Add Access to an Account in the upper right to start.
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Choose Account Type

Step1of3

Account Registration

Wilhnolding Wineral Frod (WWE)

Choose the account type being added.

Many account types can be chosen, but for the purposes of this training, we will select
“Withholding (WTH)”
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Enter Account Detalils

 prevous Y TTTERY ver: )

Account Registration

Quick Tip

Last Request: 156ms. ¥ your pr y fled TC-941.
(139ms)

Decode Info

Bl Do not have your PIN or
the tax amount from the
previous TC-9417?

Call us at 801-297-7705
or 1-800-662-4335

Step 2 in adding an account will ask for the account number of the account being added.
Be sure to enter all of the account number including the letters at the end.
Authorization to access an account must be verified.

There are 2 methods to verify authorization to access a withholding account.

Either you can use:

e the previous tax amount from the last filed TC-941 or

e the Account ID PIN which was sent by letter.

Call us if you do not know your ID PIN and you do not know or do not have a previously filed tax
amount.

Once the information is entered, Click NEXT to proceed.

Step 3 confirms the information entered, if correct, click SUBMIT
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Account has been added

GENERICO NAMES AND ADDRE SSES

GENERICO

Last Request: 357ms.
(334ms)

Dacogs Info.

e ccounl Type __Name Frequency Adaress
(12345678003 WTH__ varhholding GENERXO Annua 1234 North Main, Bountidul, UT

When you return to the HOME screen you will know that the account has been successfully
added if it is listed under the “Accounts” tab.

You can follow the same process to add access to any other tax accounts.

Once access to an account has been added, Click on the account number in blue to see the
details of that account.
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Manage my Client’s Account(s)
Third-party Access

sepiots [ ment ]

Business TAP Registration

Once a business owner has set up their own TAP account using the steps just outlined, the
business owner may give their accountant or other tax representative permission to access their
tax accounts as a third party.

The registration process is slightly different for third-parties. They will choose option 3 for the
registration type.



Slide 34

Third-Party’s Business Information

[ pevnn N TILT]

Business TAP Registration

The third party enters their
own information and
confirms he has permission
to access the Client’s
account.

Mota for Tax Praparers and 3rd-parties - Regisier wi your own name

1 you 3re 3 tax preparet or d-party Who Gperales under a SSN or TNt
Sign Up {individual) option

'BUSINESS INFORMATION

The 3" party preparer will enter their own ID number and Legal Name, not their client’s. This is
because the purpose of this registration is to create a username and password for the 3 party
not for the client. The client should already have their own login information.

The 3™ party must also check the box at the bottom next to the statement asserting that the 3
party has authorization to access their client’s account(s).
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Finish Registering as a Third Party

The process from here is the same as just outlined for the business owner.
Make sure that the contact information entered is that of the 3™ party preparer not the client.

A 3" party preparer should not disclose their login information to their clients because the 3™
party may have access to multiple client’s accounts.
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Client’s Account must be Added

ADORESSES

GENERIC-TAXPREP

[
1a) ment
REQUESTS? NOTKCES® LETTERS
MY ACCOUNTS'

MY ACCOUNTS
Account id AccountType  Name Frequency  Address

See tutorial and instructions at tax.utah.gov/training/tap.

After a 3™ party preparer has created a TAP account and logged in, they must still add access to
their client’s tax account(s).

Click Add Access to an Account to start.
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Choose Account Type

Gy D G

Account Registration
TogoieLog

Last Request: 19ms
ms)

B SELECT ACCOUNT TvPE

B e

Withhokiing Mineral Frod (WHE)

Choose the account type to be added.
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Enter Client’s Account Details

 prevous Y TTTERY ver: )

Account Registration

Quick Tip

Last Request: 156ms. ¥ your pr y fled TC-941,
(139ms)

Decode Info

LRl This is where the third
party enters the client’s
information. The
account PIN must be
obtained from the

client.

When a client’s tax account is being added to a third-party’s TAP login, the 3" party will enter
the client’s account information and verify that they are authorized to access the client’s tax
account.

The 3" party must enter the full account number including the letters.
The 3™ party must then verify authorization by entering:

The Utah Tax amount from the previously filed quarterly TC-941. If the 3" party has been
preparing past returns they should have access to this information. If the 3 party does not
have access to this information then the only alternative available for the 3" party to add
access to their clients account is by providing the account ID PIN number.

However, the Account ID PIN cannot be provided by the tax commission to the 3™ party
preparer, it must be obtained directly from the business owner.
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Client’s Account is Added

ADORESSES

GENERIC-TAXPREP

[
1a) ment
REQUESTS? NOTKCES® LETTERS
MY ACCOUNTS'
MY ACCOUNTS Hide History ¥ Fitler

Account Id Account Type Name Frequency  Address Balance
(2345575003 WTH _ winholdng____GENERICO Ronual 1334 North W, Bounil U7 000]

See tutorial and instructions at tax.utah.gov/training/tap.

Now the client’s tax account is added to the preparers TAP login.

Notice that the Preparers information is listed at the top and the Client’s information in listed
under the accounts.

A 3" party preparer may add access to all of their client’s accounts under the same TAP login.
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Submit my Client’s Withholding

Submitter Access

Home.
swpiofa

- P [ _rent ]

Contact Us

TaxExpross Business TAP Registration

Occasionally, a payroll representative may need limited access to a withholding account.

Payroll representatives must also create their own TAP account so we know who is submitting
withholding information on behalf of businesses. Submitters will use option 4.

Please note: if you have already registered under option 3 you do not need to also register
under option 4. A registration under option 3 has all of the withholding submission abilities as a
registration under option 4 and more.
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Submitter’s Business Information

[ pevnn N TILT]

Business TAP Registration

You must enter the following infoemation b continue:

(336ms) + Business name of DBA

You must read and check the tiselaimer bex before elicking OK

The submitter enters his own
y0u are 2 tax preparee or 10-part Who operates Under a SSN or TN ¢ |nf0rmat|(_)n ?”d conﬂrm_s he
(S0 U e et opon | has permission to submit
withholding data on behalf of
the Client.

Mota for Tax Praparers and 3rd-parties - Regisier wi your own name

'BUSINESS INFORMATION

Like the third party preparer, the withholding submitter will enter their own ID number and
Legal Name, not the client’s.

They must also check the box stating they have your authorization to submit wage and
withholding information on behalf of their clients.
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Finish Registering a Submitter

I e G

Business TAP Registration

The registration process is the same for a withholding submitter as | just outlined for the 3™
party preparer.
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Submit Client’s Withholding info.

S AND ADORESSES

GENERI-PAYROLL
s 1111 PAYROLL AVE, SLC. UT 84150

Last Roquost; 459ms.
(420ms)

Decode Info

wa2iwac Submitters use these links to

1099 submit withholding information for

TCH75R

TC41841R (Mt Acet their Clients.
Only)
ACH Debit Rea Payment
Fsed Langth e Layout Submitters cannot add access to
Download Excel Templates . A )
view a Client’s tax accounts

Notice that no accounts show up under the withholding submitter’s login. This is because the
withholding submitter does not have access to the client’s specific account details.

Additionally, the “Add access to an Account” link is not in the upper right corner as it is for the
3" party preparer.

A withholding submitter is only authorized to submit withholding documents electronically.
They will use the links in the Withholding Actions box on the left to electronically file
withholding documents on the client’s behalf.

This is the equivalent of dropping the withholding returns, W-2s and 1099s in an electronic
mailbox to satisfy the new electronic filing requirement.
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Filing
Due dates

Returns
Reconciliations

Now that we have discussed TAP registration, let’s discuss how to file a return.
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Due Dates

Returns are due by the following due dates:*

FILING PERIOD DUE DATE (filing & payment)

January 1-March 31 (15t quarter) April 30

April 1 —June 30 (2"d quarter) July 31

July 1 - September 30 (3" quarter) October 31

October 1 — December 31 (4th quarter) January 31 (the following year)
(February 1, 2016)

January 1 — December 31 Electronically by January 31

(Annual Reconciliation) (February 1, 2016 for 2015 tax year)*

January 1 — December 31 Electronically by January 31

W-2’s/1099’s/675R’s (February 1, 2016 for 2015 tax year)*

*or next business day if due date is a weekend or legal holiday.

See all due dates at tax.utah.gov/calendar.html

Returns are due on the last day of the month after the period ends. The due dates for the
quarterly returns are the same for 2016 as they were for 2015. Additionally, the quarterly TC-
941 returns may still be filed on paper.

However, the DUE DATE HAS CHANGED for the TC-941R Annual employer withholding
Reconciliations, W-2s, and 1099’s. The Due date is now January 31 after the tax year ends and

these must now be filed electronically.

Because January 31, 2016 is a Sunday, these forms are due February 1, 2016.
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Filing Returns

« Electronically through Taxpayer Access Point (TAP)
- Fastest and easiest way

« On paper using form TC-941, Utah Withholding
Return

P —— .
Utah Withholding Return .

Note: You must file your TC-941R, Annual Reconciliation, electronically.

There are two ways to file your quarterly TC-941 withholding returns:

* Electronically through Taxpayer Access Point (TAP), OR
* On paper using form TC-941, Utah Withholding Return

However, Regardless of how the quarterly TC-941 is filed, the TC-941R, Annual Reconciliation,
must always be filed electronically.

Since the annual reconciliation must always be filed electronically, we recommend also filing the
qguarterly return electronically in order to familiarize yourself with the TAP system.
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Zero Returns
« File a return even if you don’t have any

withholdings for a period.

« We will estimate your tax and assess penalties
and interest if you don’t file a zero return.

As a reminder, returns MUST be filed for all active withholding licenses, even if no wages were
paid and no money was withheld for a particular period. If there were zero wages and
withholdings then it must be reported on the return for that period.

If you do not file a return on an active withholding license, the wages and withholding may be
estimated and penalties may be assessed.
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Filing a Quarterly Return (TC-941)

aEssEs

GENERICO
A A

Lust Request: 439ms
(188ms)

Decose Info

My Accounts
Wiihoiong ]

PERIODS REQUIRING ATTENTION
Period Retum Status Tax  Penaly nerest  Creas

When you access the account ID, you will see the Attention Needed tab. This tab shows the
status of each filing period, such as late, overdue or processing.

This screen also shows if there is tax due or if penalties and interest have been assessed.
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File Now

(L NAME § AND ADORE $5ES LwANT To. P Accouns |
Back Legal Name GENERICO Req 10 CH08é ACcount
Lo Mai AdiAdd Request Walver
(398ms)
—
TN Recuests® 5" LETTERS
——

To file a return, Click File Now next to the period you wish to file.
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Amended Returns

Utah Withholding Return TC-941

3000.00

30000
15000

Check this box if you are amending a previously submitted return. If you check this box the
previously filed return will be replace by this return. You will need to pay any difference
reported in the Utah tax withheld.
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Enter Withholding Amounts

Utah Withholding Return TC-941

TAX Detail

UT wages, compens: s for this period 300000

30000
15000

Enter the total wages paid and amounts withheld for all employees during the period covered
by the return.



Slide 52

Authorization

Utah Withholding Return TC-941

3000.00
30000

15000

When everything is correct, check this box to confirm the information is accurate.
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Finish Later

Utah Withholding Return TC-941

TAX Detail
300000

30000

15000

If you are not ready to submit, you may click Save and Finish Later.
Be aware that a saved return is NOT considered a filed return and will not prevent penalties.
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Submit your Return

Utah Withholding Return TC-941

Last Request: 223ms
(166ms)

TAX Detail

or his period 3000.00

30000

15000

Click Submit if you’re ready to file.
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Electronic Signature

Utah Withholding Return TC-941
\'/ PLEASE USE THE BUTTONS ON THE TOP ANO BOTTOM KAVIGATION TO SUBMIT THiS FORM

Last Request; 151ms
(120ms)
MENDED (Resiacement NOT net diflerence

FEN
555151515

When you click Submit, you’ll be asked for your password. This acts as your electronic signature.
It is the same password that was used to login to the TAP account.
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Return Confirmation

When a return is filed you will receive a confirmation number.

This confirmation is ONLY for filing the return, you must still pay the Total Utah Withholding
reported and you will receive a separate confirmation number for any payment.

We’ll talk about payment methods in a moment.
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When you return to the Attention Needed tab, you should see that the Return Status has

changed to Pending.

Status

| WANT TO...

WITHHOLDING NAMES AND ADDRESSES
Federal Employer ID# 55-5151515  Legal Name GENERICO

Quarterly 12345678-002°WTH  Mailing Account Adt Add
Wy Balance

Pending

Pay Effective Balance

Payment Source

Requestto Close Account
Request Waiver
View W-2 or 1099 Summary

SO REQUESTS' ACTIVITY NOTICES LETTERS”
ATTENTION NEEDED* JEZ (S]]

PERIODS REQUIRING ATTENTION

Fil
Period Return Status Tax  Penaly Inferest Credits  Balance Messages &
31-Mar-2014 _Late-Processed View Return Pay 1,906.55 38132 3513 1,906 55 41645 Make a Payment
30-Jun-2014 | Pending View Request Pay 0.00 000 0.00 000 000 pending
30-Sep-2014  Processing View Request Pay 0.00 0.00 0.00 000 0.00 Pending
31-Dec-2014  Multiple Returns  Return List Pay 0.00 0.00 0.00 o000 0.00 File Return
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Requests Tab

GENERICO NAMES AND ADDRESSES 1 WANT TO..
Federal Employer ID # *-*+26665  Legal Name GENERICO Add Access to an Account
Wy Balance

541645  Mailing Address 1234 N MAIN SLC UT 84150 Wiew Wy Profile
Request Waiver
Request Pay Flan or e-Reminder
Make Multiple e-Payments

ACCOUNTS' REquEsrs' H'ﬂct:s“ LETTERS®
s

REQUESTS WAITING TO BE PROCESSED
e ———————————

Filter

Confirmation #  Submitted Account Id Account Type Period

Title Status
0-504-117-504  10-Nov-2015 12345678-002-WTH Withholding

Click the “Requests” to view the submitted return.

When you click on the Requests tab.

You will see the any returns, submissions or payments which are Waiting to be Processed.
Click on the confirmation number of a request to view the details of that request.
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View Request

REQUEST INFORMATION

Status Pending

Logon ggeneric

Federal Employer ID # 555161515

Name GENERICO
Withhalding 12345678-002-WTH
Period 30-Jun-2014
Submitted 10-Nov-2015 19:19:20

When you view a request, you may withdraw, change, or print the request.
You may only withdraw a return or a payment until it has processed.

After a return has been processed, the “withdraw” link will no longer be available and you must
click “CHANGE” to amend the return.
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Search Tab

'WITHHOLDING NAMES AND ADDRESSES 1 WANT TO... m
Federal Employer ID # *+-+++6565 Legal Name GENERICO Request to Close Account
Quarterly 12345678-002-WTH  ailing Account Adt Add Request Waiver

My Balance View W-2 or 1099 Summary

Pending
Pay Effective Balance

Payment Source

[IE000) REQUESTS' ACTIVITY NOTICES’ LETTERS'

PERIODS FROM 11-NOV-2013 Change Date I Fil

Period Retum Status Tax Penalty Interest Credits  Balance Messages
31-Dec-2014  Multiple Retums  RetumList  Pay 000 000 000 000 000 File Return
30-Sep-2014  Processing View Request Pay 000 000 000 000 0.00 Pending
30-Jun-2014  Pending View Request Pay 000 000 0.00 000 0.00 Pending
31-Mar2014 Late-Processed  ViewRetum Pay  1906.55 38132 3513 190655 41645 Make a Payment
31-Dec-2013 Multiple Retums ~ Retunlist  Pay 315281 34797 1564 351662 0.00

From the account detail screen, you can use the Search tab to find specific returns that have
already processed.

Click the Change Date subtab to search for a specific date range.
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Notice the 4™ guarter period of each year shows Return List instead of View Return or View

Request.

Multiple Returns

'WITHHOLDING NAMES AND ADDRESSES 1 WANT TO... m
Federal Employer ID # #5555 Legal Name GENERICO Request to Close Account
uarterly 12345678-002-WTH  Mailing Account Adi Add Request Waiver
iy Balance S41645 View W-2 or 1099 Summary
Pending §
Pay Effective Balance 56645
Payment Source Setup
e Y REQUEST ACTIVITY  NOTICE: LETTERS'
ATTENTION NEEDED® [N

PERIODS FROM 11-NOV-2013
Period Refur Status Tax Penalty Interest Credits  Balance Messages

‘ 31-Dec-2014  Multiple Retums  Retum List %’ay 000 000 000 000 000 File Return
30-Sep-2014  Processing View Request Pay 000 000 000 000 0.00 Pending
30-Jun-2014  Pending View Request Pay 000 000 0.00 000 0.00 Pending
31-Mar2014 Late-Processed  ViewRetum Pay  1906.55 38132 3513 190655 41645 Make a Payment
31-Dec-2013 Multiple Retums ~ Retunlist  Pay 315281 34797 1564 351662 0.00
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Return List

P Request @08 ? x

RETURN LST

Received Date Retum s

WTH Annual Recon Overdue

WTH TC-041 Retum

PERIODS FROM 11.HOV-2013
Ferioa

Retum Status Tax  Penaly  inerest

N Credis.  Balance Messages
Wiliokling 014 MultpleReums  Remis  Pay .00 000 0.00 000 0.00 File Return
] v ay 000 0.00 0.00 0.00 Pending
ay o0 000 000 00 Pending
ay 30855 415,45 Make a Payment
Pa 584 351662 0.00

This is because there are two returns due that quarter. The 4t quarterly return and the annual
reconciliation.

Click File Now to file the returns.
| just showed you how to file the quarterly return.
Now I'll show you how to file the annual reconciliation since it must now be filed electronically.
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Paper Reconciliations — TC-941R

TC-941R
Rev. 12109

T O

e Dt (mdyyyy)

02292016
Chech i AMENDED
o

—— {rapacarvart, ol i fecancs])

5 TotslLiah wages, compersalion,
reparid on W-2s 8nd 10895, or T .
3. ot toceal ncom it

4. Tolal Usch incame tax vl
5. Utah tacwithhed s e

« No longer accepted (even if you have an old form)
« Must be filed electronically by January 31

You may have received a paper form TC-941R for 2015 in the withholding form packet mail to
you.

However, due to the changes in the law after these were mailed, the tax commission can no
longer accept the paper form TC-941R.

If you received one in the mail, please throw it away and file the information electronically.

If you send in a paper form TC-941R, the tax commission must treat it as unfiled and penalties
will be assessed
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Annual Reconciliation

TAR STACK

TC-941R Reconciliation

Tax Detail

Completing the reconciliation on TAP is just like filing the paper TC-941R return.
You enter the totals for the whole year rather than just for the quarter. You’ll also
let us know how many W-2s or 1099s you issued on Line 1.

Note: You should include all W-2s on line 1, but only 1099s reporting Utah withholdings
need to be counted on line 1.

For lines 2-4, enter the Total Wages and withholdings reported on the W-2s and 1099s
counted on line 1.

Line 5 is for the Utah Withholding amounts you reported on your quarterly returns.

Line 6 will add the amounts you entered on line 5. This should match line 4. If not, line 7
will show you the difference.
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Electronic Signature

Home
TAP STACK

Help

Contact Us

TaxExpress TC-941R Reconciliation

Toggle Log & GEEL IR GTRSITLTIESGT N  PLEASE USE THE BUTTONS ON THE TOP AND BOTTOM NAVIGATION TO

Last Request: 168ms
(112ms) AMENDED (Replacement NOT netdifierence)

Are you sure you want to submit this request?

eceived

My Accounts
Withhalding Enter your password and click OK to submit v-2015

Password | sy ‘
- :

Once again, you'll be asked for your password as your electronic signature when you click
Submit.
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Reconciliation Confirmation

Remember to record your confirmation number. This confirmation page also reminds you to file
your W-2s or 1099s if you haven’t already.

I’ll show you how to do that now.
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Submitting W-2’s and 1099’s electronically

GENERICO NAMES AND ADDRESSES IWANT TO.

Federal Enpioyer ID # 5555 Legal Name GEMERICO
. £ hing Addram L2340 N kA

Last Requast: 1973ms
{1834ms)
Decote Info

Name Fre: Address
GENERICO Quane 1234 N WAIN SLE UT 84150

W2/W-2C

1099

TCH75R

TC.941/941R (Mult Acct
Only)

ACH Debit Req Payment
Fixed Length File Layout
Download Excel Templates

Use the withholding actions panel to electronically submit your W-2s and 1099’s.

Remember, only 1099’s reporting Utah withholdings must be submitted.
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Three Ways to Submit

Withholding Actions

Click an 0ption below 1 e your withihoiding forms.
Click Back 1o start over.

Click the Pub 14 Employer Wanholding Tax Guide’or Pub 32 Onine Filing and Paying' hyperinks forinstuctions.

W-2/W-2C and 1099

Manual Entry (Manually enter the Employer and each Employees 1099 information)

Excel Import (Import a previously downloaded Excel template)

Fixed Length File Upload (This option requires software to create the file)

You can submit your W-2’s and 1099’s in three ways:

* Manual entry directly into TAP
* Excel spreadsheet import (This is where you upload the excel template)

Fixed-length file upload (This is where you upload the .txt file created by your tax software)

First we will walk through manual entry of W-2 information.
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Submitter’s Information

Save and finish later

W-2

Follow the steps below. Your account ID is 14 characters ending in WTH. If you are entering multiple W-2's,: “Click Save and Finish Later often
“You may prefer our Excel template to import your data. See Pub 32 for more details. Note: Do not submit this form if you do not have employees.
Your account won't be updated

Submitter Name: Submitter FEIN: User ID:
GENERICO

Date:
55-5151515

ggeneric 11-Nov-2015

Contact Name: Contact Phone: Contact Email:
George

ggeneric@email.com

The submitter is the person logged in to TAP so their information is pre-populated.
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Step 1 — Employer Information

Cancel Save and finish later

W-2

Follow the steps below. Your accountID is 14 characters ending in WTH. If you are entering multiple W-2's,: *Click Save and Finish Later often
*You may prefer our Excel template to import your data. See Pub 32 for more details. Note: Do not submit this form if you do not have employees.
‘Your account won't be updated

Submitter Name:

Submitter FEIN:  User ID: Date:
GENERICO 55-5151515 ggeneric 11-Nov-2015
Contact Name: Contact Phone:  Contact Email:

George: ggeneric@email com
STEP 1: Enter EMPLOYER Information

FEIN equred AccountlD Treguied Tax Year [required :

Name S Required l

aasress 1 oo Format: 99-0999999

Address 2

City State [|jr = Zp g

The employer information could be different from that of the submitter so it must be entered
manually.
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Step 2 — Add Employee(s)

W-2

Follow the steps below. Your account D is 14 characters ending in WTH. If you are entering multiple W-2's,: *Click Save and Finish Later often
“You may prefer our Excel template to import your data. See Pub 32 for more details. Note: Do not submit this form if you da not have employees.
Your accountwon't be updated.

Submitter Name: Submitter FEIN:  User ID:
GENERICO

Date:
55-5151515 ‘ggeneric

11-Now-2015
Contact Name: Contact Phone: Contact Email:
George

ggeneric@email com

STEP 1: Enter EMPLOYER Information

FEIN 55-5151515 AccountiD 12345678002 WTH | T YE47 (2014 H
Name GENERICO

Address T 1234 N MAIN

Address 2

City sLC State |7 n Zp [g4150

STEP 2: Add Employee

The STEP 2 link will appear after you’ve entered the employer information. Click the link to
begin entering employee data.
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Employee Details

W2 Detail 0o 8 ? x

Click 'Add another W-2' below to continue or click 'Cancel' to start over.

Enterthe form. Click "+ W-2'to enter another W-2. Click 'OK’ when you have entered all your forms.

Employer W2 Submission
B Add another W-2

Tax Year Employee's SSN Employee FirstName  Employee Last Name

=+ Add another W-2
-

Click Add Another W-2 to begin entering the W-2 information.
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Enter Employee Withholding Amounts

Tip
A0 SHOMArW- el T CONUE o Sk CANGET 1 512 0ver

Enter e farm Click '» -2 0 enter anoiner W-2. Clik 0K when you have enteved il your orms.

1P Deleie tisW-2 record fy Copyrow [ W2

a. Employee's 8N Tax Year
01

5. Employers FEN

555151515

. Empioyars Name, aucress, ano P cade

GENERICO

1234 N MAN Federal Wages and Tax Ameumss

. . 1088, s, atr 2 Feaine e wmneia
e L s 0.00 000
moloyee's FirstName LastHame Sus 3 Social sec wages

a um
051 10.epin Care Bene. 11.Non Quaiyng
000 1]
Adress 2 120 401 5 Stansory Employee
]
e sae 20 120, 4008 [

126 408K

Uran wages and Tax Amownts
15 Employer Ush AccountiD 16, Utan Wages 17. Utah Ineoeme Tax
12346676-002-WTH 000 (1)

I Delele this W2 recors g Copyrow [ W2

Enter the exact information for each line item on the W-2's you issued.
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Multiple W-2’s

T

B Doem W amcont T Comyrow B W2

Foderal Wages and Tax Amournes

Click on the “add W-2"link again to open another W-2 template.
Continue adding W-2s until all are added.

Each new form will show a new tab with the employee’s SSN.
Click any tab to edit the information for that W-2.

A red circle on the tab next to a SSN means that there is an error on that W-2.
You will need to go back and correct any errors before submitting.

If you are entering more that 10 W-2s you may consider using the excel template which | will
discuss in a moment.
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Completing W-2 Data

I Oeiom s W recont T Copyrow [ W2

13t Wages and Tax Amounts

12345678.002- WTH

Click OK when you have entered all the W-2s.
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Verify W-2 Amounts

Submitter Name

GENERICO

Contact Name:
Geerge

STEP 1: Enter EMPLOYER Information
FEn 5 SR TR - |

ac T - B

STEP 2: Add Employee

3 7000000 350000

Verify the Total W-2s, Total Utah Wages paid, and total withholdings match what you reported
on the Annual reconciliation.
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Step 3 — Legal Disclaimer

You MUt vee) your intormaton by ¢hecling the legal

S3mer bo then clich F2 -S0ME- Buton
100 WS W8 10 3v8 6 nAOrMTGn yOu Nave Ered ang suOME e, click e ~Save and Fnish Late-Duton
Nese: Save 30 inish et wil ot upGase to your accounts)

) Ready for Submission AT TS

Submitter Name. Submitter FEIN:  User ID;

Date
GENERICO 55151515 agernc $1-N0v2015
Contact Name. Contact Phone:  Contact Email

Gecrge ‘ggeneric@amal com

STEP 1: Enter EMPLOYER Information

0 12345678-002WTH T3 Year (2914 B

S - | s
STEP 2: Add Employee

3 7000000

STEP 3: Legal Disclaimer

Read and click the Legal Disclaimer.
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Save or Submit

) Ready for Submission AT TS

Submitter Name Submitter FEIN:  User ID; Date.
GENERICO 551515 «, N
Contact Name. Contact Phone:  Contact Email

George ‘ggeneric@amal com

STEP 1: Enter EMPLOYER Information
ssistets | Ao [guggraozwi T i

STEP 2: Add Employee
- T
STEP 3: Legal Disclaimer

G I nere

Click Save and finish later if you are not done.
Choose Submit if you are ready to complete the submission.
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Enter Your Password

You must veet
100 Wouks (W8 1 save.
Nese: Save 303 finsh e w

o

s Fonw
Submitter Name.

GENERICO

Are you sure you wantto submitthis request?

+Nov-2015
Enter your password and click OK to submit "
Contact Name

Password

-
STEP 1: Enter EM|

555151615

10 12345678-002-WTH

cener
2N uAN
STEP 2: Add Employee

3 7000000

STEP 3: Legal Disclaimer

Again, enter your password.
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W-2’s Submission Confirmation

Print Confirmation . Submit TC-941R (Manual) Submit TC-941R (import)

Nov 11,2015, 20:21:55 (Mountain Time
Submitter- \W-2 Data

Thank you for using TAP

Your confirmation number is 1-695.824-128

Your request to submit the following has been sent.
Total # of Records: 3

Total Utah Tax Withheld: 53 500.00

Total Utah <2 $70,000.00

If there were Issues wilh your request, you will receive an email from TAPSUppor@Litan.goy
Have you filed your TC-641R yet? Ifnot Select either Submit TG-341R (Manual) ta manually enter your reconciliation data or sel
41R (import)

t Submit TC-

You ¢an also file the TC-841R from your account
Click Exit - HOME - click on your account number and choose your December tax periods return list - file now

choose annual recon period
Do notsend a paper copy of your retun
Please printthis screen for your records

Ifyou have guestions, please contact

« TAP Help: TAPSUpport@utah gov or 801-297-399
« Business or Income Tax: Taxmaster@utah.gov or 801-297-2200 (800-662-4335)
« IFTA, IRF and SFU: MCTAP@utah.gov or 801-207-5200 (888-261-0556)

And remember to record your confirmation number.
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Request Tab

PC INDUSTRIES LLC NAMES AND ADDRESSES

Federal Employer ID # 15555 Legal Name GENERICO

| WANT TO..

Add Access to an Account

My Balance 541645  Mailing Address 1234 N MAIN SLC UT 84150 View My Profile

Request Waiver

Request Pay Plan or e-Reminder
Make Multiple e-Payments

ACCOUNTS! [2ellZ3g3l NOTICES® LETTERS®
WAITING TO BE PROCESSED? 2 \;lell]

REQUESTS WAITING TO BE PROCESSED
—————————————

iter
Confirmation#  Submitted  Accountid Account Type Pariod Tt 13t ]
1-695-824-128  11-Nov-2015 W-2 Submission Pending
1-710-373-120  11-Nov-2015 12345678-002-WTH Withholding 31-Dec-2014 WTH Reconciliation Pending
0-504-117-504  10-Nov-2015 12345678-002-WTH Withholding 30-Jun-2014 TC-941 Pending

Remember, you can always see the status of your submissions on the Requests tab.
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Correcting Errors

PC INDUSTRIES LLC NAMES AND ADDRESSES | WANT TO...
Federal Employer D # =a5555  Legal Name GENERICO Add Access to an Account
My Balance 541645  Mailing Address 1234 N MAIN SLC UT 84150 View My Profile

Request Waiver
Request Pay Plan or e-Reminder
IMake Multiple &-Payments

ACCOUNTS! [2ellZ3g3l NOTICES® LETTERS®
WAITING TO BE PROCESSED? 2 \;lell]

REGUESTS WAITING TO BE PROCESSED Filter
C # Submtted | Accountid AccountType Perind Titls Status

‘ 1-695-824-128  11-Nov-2015 W-2 Submission ‘ Pending
1710-373-120  11-Nov-2015 12345678-002-WTH Withholding 31-Dec-2014 WTH Reconciliation Pending
0-504-117-504  10-Nov-2015 12345678-0024WTH Withholding 30-Jun-2014  TC-841 Pending

Notice the W-2 Submission confirmation number is black with no clickable link.
This is because W-2 information can not be edited after it’s submitted.

However, you can submit a W-2C to make changes to an incorrect W-2.
Only submit a W-2c for the W-2 that is incorrect do not resubmit all of the W-2s
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Submitting 1099’s and TC-675R’s

PCINDUSTRIES LLC NAMES AND ADDRESSES

Legal Name GEMERICO

Maiting Agdress 1234 N MAIN SLC UT 84150

Last Request: 283ms
{23%ms)

Submited | Accountld Account Type

12345578-002WTH
0v-2015 12348678-D02-WTH W

TE s At If you need to change a
ACH Debit Req Payment submitted 1099 or TC-675R
P Lengh e Loyt Email: tapsupport@utah.gov

Download Excel Templates

The process to enter 1099 or TC-675R information manually is similar to what | just
demonstrated for entering W-2 information.

If you discover a mistake on a submitted 1099 or TC-675R, you must submit a new 1099 or TC-
675R with the corrected information.
Please, only submit the corrected 1099 or TC-675R and email the confirmation number and

explanation to tapsupport@utah.gov to prevent duplication of the 1099 or TC-675R
information.
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New Excel Template Option

PCINDUSTRIES LLC NAMES AND ADDRESSES

Last Request: 283ms
{23%ms)

Decode ko

Account id AccountType | Period

1Z345678-002WTH Winholding
e L) 15 12345678-D02°WTH Wihhalding
W2IW3C
1099
TCET5R

TC.941 /041R Mult Acct
Only)

ACH Debit Req Payment
Fixed Length Fle Layout

Download Excel Templates.

You can now submit your information using our Excel template.
Click this button to download the template and see detailed instructions.

Note: You MUST only use our formatted and approved excel template. Any other excel files will
be rejected.

The W-2s or 1099s for different employers MUST be submitted on different excel templates.
Third-party preparers must submit a different template for each one of their clients.

Up to 249 W-2s or 1099s can be submitted per excel template.
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Fixed Length File Upload

Withholding Actions

Click an 0ption below 1 e your withihoiding forms.
Click Back 1o start over.

Click the Pub 14 Employer Wanholding Tax Guide’or Pub 32 Onine Filing and Paying' hyperinks forinstuctions.

W-2/W-2C and 1099

Manual Entry (Manually enter the Employer and each Employees 1099 information)

Excel Import (Import a previously downloaded Excel template)

Fixed Length File Upload (This option requires software to create the file)

If more than 249 W-2s or 1099s must be filed the fixed length file upload option must be used.

The fixed length file is the type acceptable to the Social Security Administration and can be
generated by most payroll software.
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Paying

Due Dates
Payment Options

Let’s talk about making payments.
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When to Pay

Payments are due by the following due dates:”

Monthly Quarterly
Monthly Filing Period  Due Date Quarterly Filing Period Due Date
January February 28 (or 28) January-March April 30
February March 31 April-June July 31
March April 30 July-September October 31
April May 31 October-December January 31
May June 30
June July 31
July August 31
August September 30 Annually
September October 31
ﬁi‘ﬁ:{aer ggi:mzz 310 Annual Filing Period ~ Due Date
December January 31 January-December January 31

*or next business day if due date is a weekend or legal holiday.

See all due dates at tax.utah.gov/calendar.html

The Payment due dates have not changed for 2016. The payment due date will depend on
whether the business is an annual, quarterly or monthly payer. If you do not know your
payment frequency contact the tax commission.
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Payment Options

« Cash (in person only)

« Mail in a check or money order

« Online with Taxpayer Access Point (TAP)
— ACH Debit from a checking or savings account
— Credit Card (a transaction fee will apply)

« Electronic Funds Transfer (EFT)
- See Publication 43

P:‘_%
€y
s

""\
KA.
=

S —

There are several ways to make your payments:
* Cash payments can always be made in person at tax commission offices
* Checks or money orders can be mailed in

* You can pay online through Taxpayer Access Point using ACH debit or credit card. Please be
aware that transaction fees will apply for credit card payments.
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Payment Coupons

« Coupons may be mail with account information and due
date preprinted.

« Be sure you use the correct coupon for the period.

« Blank coupons can be obtained at:
tax.utah.gov/forms/current/tc-941pc.pdf

- Payment Coupon for Utah Withholding Tax, TC-941PC
Tax Type Utah Account ID Payment Parod Exorg mrdtryyy Paymert Due Date (mmadyyyy
Withholding : 12312014 1312015

w
T
H

Account name:

If you choose to pay by mail, please include a TC-941PC payment coupon with your payment.
Preprinted coupons may have been mailed to you with your annual withholding packet.

Each preprinted payment coupon has a bar code directing the payment to the period shown on
the coupon.

Be sure you send the coupon for the period you are paying.

If a coupon has been lost, blank coupons can always be obtained at this link.

If you pay electronically on TAP a payment coupon is not required.
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Payment Links — Dashboard

GENERICO

There are several links in TAP to make a payment. You can click this payment link from the
HOME screen.
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Payment Links

WITHHOLDING NAMES AND ADDRESSES | WANT TO...
Federal Employer ID# 55-5151515  Legal Name GENERICO

Requestto Close Account
Quarterly 12345678-002-WTH  Mailing Account Adi Add Request Waiver

Wy Balance 541545 View W-2 or 1099 Summary
Pending 15000

Pay Effective Balance $566.45 ‘

Payment Source Setup

[0 ReQuESTS' ACTVITY NOTICES LETTERS”
ATTENTION NEEDED* JEZ (S]]

PERIODS REQUIRING ATTENTION Filter

Period Return Status Tax Penalty

Interest Credits Balance Messages
31-Mar-2014  Late-Processed  View Return 1,906.55 381.32 3513 190655 416 45
30-Jun-2014  Pending View Request Pay 0.00 0.00 0.00 0.00 0.00 Pending
30-Sep-2014  Processing View Request Pay 0.00 0.00 0.00 0.00 0.00 Pending
31-Dec-2014  Multiple Returns  ReturnList  Pay 0.00 0.00 0.00 0.00 0.00 File Return

You can also direct your payment to a specific period by clicking one of the PAY links next to the
period you wish to pay.

If you use the pay effective balance link at the top, the payment will automatically be applied to
the oldest outstanding balance.
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Penalties and Interest

Penalties

Interest

If you file and pay on time, you won’t have to worry about accruing penalties and interest.
However, let me show you how penalties or interest could apply.
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Late Payment Penalties

Days Late Greater of:
1 through 5 $20 or 2%

6 through 15 $20 or 5%
16 or more $20 or 10%

« Failure to pay full tax amount due on time

If you don’t file returns and pay on time, you will be assessed penalties according to the number
of days you are late.
The minimum Penalty is $20.
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Reconciliation Penalties

These penalties will be assessed if don’t file electronically.

Form(s) Days Late Amount

TC-941R 15 $50

W-2 & 1099R 15 through 30 $30 per form
— up to $75,000

W-2 & 1099R | 31 through June 15t | $60 per form
— up to $200,000

W-2 & 1099R June 2nd $100 per form
— up to $500,000

See Publication 58, Interest and Penalties, for details

With the legislative changes associated with senate bill 250, there are new penalties if the
annual reconciliation, W-2s or 1099s are not filed electronically by the due date.
For the W-2s and 1099s the penalties are greater the more overdue they are.
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Interest

« Interest rate remains 2% for 2016

« Calculated from the date payment
was due until payment is received

« Accrues on any outstanding
balance.

« Liens may be issued against real
and personal property.

The interest rate is subject to change each calendar year. The rate remains 2 percent for 2016.
Interest is calculated from the date the return was due until full payment is received.

Liens could be filed against real and personal property if necessary to collect unpaid withholding
tax.
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Tax Commission Resources

Monday-Friday from 8:00 a.m. to 5:00 p.m.

e Customer Service
801-297-2200 or
1-800-662-4335

¢ Technical Research Unit
801-297-7705 or
1-800-662-4335 x7705

o Taxpayer Advocate Service
801-297-7562 or
1-800-662-4335 x7562

® Email
taxmaster@utah.gov

® Website
tax.utah.gov

That is the end of our Training.
Thank you for your time.

Please use these resources if you need additional help.




