941R EXPRESS
QuickStart Guide for Processing 940Rs

Use this guide when using 941R Express to produce a Schedule R for Form 940

[A) 24IREXPREDS

PRODUCT OF



TABLE OF CONTENTS

Logging In t0 941R EXPIreSS.....ccccveiviieiiiiiiiiiiiiiineccnsnccncnecssse s sesnessns 3
Uploading Your 940R Payroll File ...........ciiiviiiiieiiiiiiiiiieecnecnceccccneee, 4
Downloading Your Completed Schedule R..........ccccceeiiiiiiiinnniiiniinnnnnniinnieneen. 6
70N o 011 3 T ) R 10
Matching Schedule R Values to Aggregate Form 940 values.......eenneeenneeenneeseeennees 10
Technical Specifications for your 940 Payroll File ........nneeeseeessessseesseeessesssssess 10
(@ 2= 4= 10
REQUIrEA DAtA EISIMENLES ..ottt esiseesis s sss s sssss s ssis s ssssssssssssasssssssssssssesen 10
Comma SePArated ValUES (CSV).. v eeerisssecerssssssessinsssssssisssssssissssssssssssssssssssssssssssessssssssssss 11
L L=z Lo LT gl a0 OO 11
LDz 2= I a0 N 11
A=Y 1 1= N 12
Creating Your File from @ SPrea@aSNEEL.....oeereeeersesseeseeeeissserissssessssssssssssssssssssssssssssssssss 12
TroubleShOOtiNG YOUF CSV FilE .. iseesrrcerrereeseeeseeteesssesessesssss s ssssssssssssssssssssssss st ssssssessassssans 12

(A) 941R EXPRESS ?

APRODUCT OF ANNKISSAM



Logging In to 941R Express

—

Go to https://941r.annkissamprojects.com
Click the blue Log In button located in the green box.

941R Express

USE FOR FORMS

240

AND 941!

Sign up today
for 941R EXPRESS.

First-time visitor? Register Now

4

Already registered? Login

Enter the Email and Password that you created during registration. Click the
blue Log In button.
a. If you ever forget your password, click on Forgot Password? and follow
the instructions.

Login

(A) 941R EXPRESS
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Email jamarri.ivy@annkissam.com

Password ‘ ......... |
oot Passwara? | —oacx

You are now logged in to 941R Express. This is the homepage from where you
can navigate to all the sections of the system.

Welcome Jamarri lvy! [NiSHEgeMyACSoUE] Logo

941R 940R

Logged in.

Welcome to 941 R Express!

Click the 940R or 941R links above to get started. For more information, check out our Quick Start Guides:

- 941 Quickstart Guide
= 940 Quickstart Guide

941R Express is a tool that helps you create your Schedule R for Form 941 and Form 940 from your payroll records. Remember that this tool
does not send the return to the IRS. After using this tool to create your Schedule R, be sure to print it or download it. Then, match it to your Form
941 or Form 940 and send both to the Internal Revenue Service. We cannot submit your Form 941/Form 940 or Schedule R to the IRS for you.
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Uploading Your 940R Payroll File
1. Log in to 941R Express.

[A) 941REXPRESS
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Email jamarri.ivy@annkissam.com

Password ‘ ......... |

Forgot Passworg? || - Bac
2. Click 940R (located in the upper left corner of the screen).

941R Express Welcome Jamarri lvy! | ManageMyAccount Logo

941R  940R g

Logged in.

Welcome to 941R Express!

Click the 940R or 941R links above to get started. For more information, check out our Quick Start Guides:

« 941 Quickstart Guide
940 Quickstart Guide

941R Express is a tool that helps you create your Schedule R for Form 841 and Form 940 from your payroll records. Remember that this tool
does not send the return to the IRS. After using this tool to create your Schedule R, be sure to print it or download it. Then, match it to your Form
941 or Form 940 and send both to the Internal Revenue Service. We cannot submit your Form 941/Form 940 or Schedule R to the IRS for you.

3. This is the Listing 940Rs page, which will list all 940R forms created by you.
From this screen you will be able to create, show, delete, and download CSVs
and PDFs of your 940R forms and data.

Listing 940Rs
It looks like you haven't uploaded any files, yet. If you need help getting started, you can:

+ click here to download a copy of our 940 QuickStart Guide, or
+ click here to download a copy of a validly formatted CSV file
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4. Click the green Create 940R button (located in the lower left corner of the
Listing 940Rs box).

5. Enter all of the required information on the New 940R File page.

New 940R

Name Finest F/EA EIN XX-XXOOXXX

Year 2017 s

csv Choose File | NO file chosen

Comment(s)

Save File

a. Inthe Name box, enter the name of the agent associated with the EIN.

b. Inthe EIN box, enter the Employer Identification Number for the Agent
associated with this Schedule R. This is the Employer Identification
Number that is used on the Form 940 that this Schedule R will
accompany.

c. Inthe Year box, enter the year for which you are reporting. This year is
also listed on the top of your Form 940.

d. Inthe CSV box, you will need to upload your payroll CSV file. Click the
Choose File button to search for the file on your computer. When you
have located the file that has been formatted for upload to 940R Express,
click on it once and then click the Open button at the bottom of the page
(or you can just double click on the file).

e. You are not required to enter anything into the Comment box, but you
may find it helpful to use this space for a personal reminder. For
example, you may enter the name of the program that your payroll file
represents. The comment will not appear on your final Schedule R form.

f. After you have entered all of the required information, click Save File.

6. Your information will be received and you will be taken to the next screen which
will inform you if your file was successfully uploaded. Your file will be accepted
and processed in the order with which it was received. If there are no errors with
your payroll file upload, a blue box at the top of the screen will inform you of the
successful upload. See Appendix for Technical Specifications for your 940
Payroll File below on pages 10-12.
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a. The information on the Showing 940R page will also show you the
details associated with your uploaded 940R, including the status of
processing.

Showing 940R

Here are the details associated with your uploaded 940R.

940R Overview
Status processing
Agent EIN 909090909
Agent Name QuickStart FE/A
Year 2017
Pages (rows) 2 (40)
PDF (size) N/A
csv sy
Uploaded On 03/31/2017 09:39 PM
Due Date 01/31/2018
Comment QuickStart Guide

Downloading Your Completed Schedule R

1. You can check the status of your uploaded file in several ways:
a. 941r@annkissam.com will send you an email stating that your form has

been successfully processed, with a link to the completed form.

If you have already logged out of 941R Express, you will be asked
to enter the email and password that you created during
Registration. If you ever forget your password, click on Forgot
Password? and follow the instructions.

If you are still logged in to 941R Express, clicking the link from the
email will take you directly to the show page for the file.

(A) 9418{ | °



[Quickstart Guide-2017] Success Inbox  x

941r@annkissam.com
tome |~

Click HERE to check it out

b. Click 940R (located in the upper left corner of the screen). The Listing
940Rs page will list all 940R forms created by you. The far left column
entitled Status will list the status for each Schedule R. Locate the
desired file in the list.

i. When a Schedule R is successfully processed, the Status will say
completed. Otherwise the state will say processing.

Uljng 940Rs
Status Year Agent EIN Agent Name Comment
processing 2017 909090909 QuickStart FE/A QuickStart Guide m &

2. Locate your desired file on the Listing 940Rs page.

a. Click the PDF 2 icon to view your - form.
9

(S
b. Click the CSV =¥ icon to view your original payroll file.

Show
c. If you click the blue Show button Lo , you will be able to view the
details of the payroll file on the Showing 940R page.

d. If you click the red Delete button - , you will be able to delete the
Payroll File from the Listing 940Rs page.

e. You can also use the PDF and CSV icons on the Showing 940R page to
download your completed form or to download the original payroll file that
you uploaded.

3. Click the PDF'B icon. Depending on the configuration of your computer, the
Schedule R will either automatically download to your computer as a PDF or
open in your browser.
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a. Note: Open the file in Adobe Acrobat’ for best view, as file may appear
differently in preview mode.
4. Locate the recently downloaded file on your computer and open it. You will see
the data from your uploaded payroll file populated onto the form.

»n | QBREFRESGE| @]z |@®[ea]-]||HB| e 2|
his file includes fillable form fields.
ou can print the completed form and save it to your device or Acrobat.com.

— 8BOSLL ]
Schedule R (Form 940): Allocation Schedule for Aggregate Form 940 Filers OMB No. 1545-0028
(December 2011)
Department of the Treasury — Internal Revenue Service
(EEr:l':))loyer identification number ‘ 2 3 _ 4 5 6 ‘ 7 ‘ 3 9 ‘ 0 ‘ (Same as Form 940):
Name as shown on - 2017
Fammoto Quickstart FE/A ‘ I:
Read the separate instructions before you complete Schedule R (Form [940). Type or print within the boxes. Complete a separate line
for the allocated amounts of each of your clients.
(a) (b) (c) (d) (e) U] (9)
Client Employer State Total taxable FUTA | Total adjustments Credit reduction Total FUTA tax Total FUTA tax
Number wages to to FUTA tax amount after from
(EIN) from Form the listed client EIN allocated to the to the listed client allocated to the Form 940, line 13,
940, line 1a, | from Form 940, line 7a | listed client EIN from | EIN from Form 940, listed client EIN from plus any payment
or Schedule Form 940, line 9 or line 11 Form 940, line 12 made with the
A (Form 940) line 10 retum allocated to
the listed client EIN
1 100000000 M| A 1«10 111 1.12 1«13 114
f f
2 100000001 M| A 2«20 2 - 21) 2.22 2 - 23| 2.24
f f
3 100000002 M| A 3.30 3.31 3.32 3.33 3.34
I f
4 100000003 M| A 4«40 4 .41 442 4.43 4«44
I f
5 100000004 M| A 5.50 5a51 5.52 5453 5.54
t t
6 100000005 M A 6 = 60 6 = 61 6= 62 6= 63 6= 64
I f
7 100000006 M| A 7«70 771 772 7= 73| 7«74
I |
8 100000007 M| A 8 .« 80 8«81 8 .82 8«83 8 .84
f f
9 100000008 M A 9«90 9 .91 9.92 9.93 9«94
I I
10 100000009 U| T 10 = 00 10 = 01 10 = 02 10 = 03 10 = 04
f f
11 100000010 NIM 1.10 1.11 1.12 1.13 1.14

5. If not automatically saved to your computer, click the Save H
the page.

6. Whether you open the PDF from your web browser or through the PDF System

icon at the top of

Viewer, you will be allowed to Print the form by clicking the Print H icon at the
top of the page.
7. Click the blue Print button to print the completed Schedule R (Form 940).

Lif you do not already have Adobe Acrobat Reader, download at
https://get.adobe.com/reader/



Print

860531
Total: 2 sheets of paper Schedule R (Form 940): Allocation Schedule for Aggregate Form 940 Filers ONE N, 15450028
Docaester 201
Sesarsrert of he Treanry — b Pevaece Serven
cancel | 23
ancel Erepioyer identfication mumber .
| = 00 CDOOCEEE]| |———
Name e [Quiciostan FEVA ] ol
L Officejet Pro 8600 [51F... Read the saparate Ftructiorss baom you complete Schecule R (Fom 940). Typs or print within the baxes, Comphte & separate ine
Destination F Hp for the allocated amounts of sach of your clsats.
B = 7 [ n ot
e FUTA tan
Change... [ 0 FUTA tan amoues abocun s
J L) o t 'orm 940, e
72| e | e e s o ary
Zom bor .t s o vt
e whocared
opr
Pages s All 1 100000000 M| A o 10) 1ell 1e13 1a14
2 100000000 | M| A 2.4 20) 2.2 2,23 2024
~ - . s 100000002 | M| A 34 30) 3431 3.33 3034
- - o 100000003 | M| A 4040 4041 4043 dess
s 100000008 |m]|a <.<d 5451 5e53 Sest
. o 100000005 |m|a b.‘ﬂ 661 6463 6ot
Copies 1 7 100000006 | M| A 7.« 20| 7.7 .7 7.7
s 100000007 |m]|a 5480 5451 8a 83 584
s toooo0o08 | v |a 9.4 90) 9,91 9.93 9.5
Color Black and white v 0 100000009 fufT 10 « 00} 10 01 104 03 10404
100000010 | N [m Y| 1ot 1a13 1o ie
2000000 G la « 20) 2.21 2.3 2024
i3 10000002 |w]a 34 30) 3431 3433 3o
Paper size Letter v 18 100000013 M| A 4 4 40) 4,41 4043 4,44
5 10000001s w1 S50 5451 5453 Sest
16 sebnctal for clents.
Aot s amcurtaaniees 1
e 76+ 00 76415 76 4 30) 764 45 764 60
Options « Fitto page
Two-sided 162 o 00) 162 o 25| 162 o 50 162 o 75 163 o 00
Print using system dialog... (\C38P)
238 « 00) 238 « 40| 238 o 80| 239 « 20| 239« 50

Open PDF in Preview

For Paparwork Raduction Act Notice, ses the instnictions.

Sebedule A Form 0433 (12-2011)

8. Review the form to be sure there are no mistakes. If something is incorrect,
there is likely a mistake in your original payroll file. You can make corrections to
your original payroll file and go through the steps to upload it again, or you can

simply make corrections in the completed Schedule R form.



Appendix

Matching Schedule R Values to Aggregate Form 940 values
Schedule R is the detailed information to accompany the aggregate Form 940,
Employer’s Annual Federal Unemployment Tax Return. ltis critical that the data that
goes onto your Schedule R matches the data on your Form 940.

Compare the total of each column on line 19 (including your information from line 18) to
the amounts reported on the aggregate Form 940. For each column total, the relevant
line from Form 940 is noted in the column heading.

The totals on Schedule R, line 19, must match the totals on Form 940. If the totals on
Schedule R, line 19, do not match the totals on Form 940, there is an error that must be
corrected before submitting Form 940 and Schedule R.

Technical Specifications for your 940 Payroll File
Use these Technical Specifications to format the client payroll data. Client payroll data
uploaded to 940R Express is used to complete the Schedule R.

Download a sample 940 Payroll file at:
941r.annkissamprojects.com/sample csvs/download 940r

Overview

The Schedule R for Form 940 requires certain payroll information for each client an
agent represents. For purposes of Schedule R for Form 940, the Internal Revenue
Service refers to the employers represented by the agent as “clients.”

The agent uploads client specific payroll data to 940R Express on a properly formatted
Comma Separated Values (CSV) file.

941R Express will populate that data onto the Schedule R for Form 940 in the correct
location. A finalized PDF of the completed Schedule R for Form 940 can then be
downloaded and printed by the agent.

Improperly formatted CSV files of payroll data will yield errors in 941R Express and
cannot be processed.

Required Data Elements
Your CSV should be formatted per the below:

* Each client’s data goes on its own row in your file.
e Each row must include each of the data elements below.
e Each data element must occur in the order shown below.

10



* Only include information applicable to the quarter for which you are reporting on
the Schedule R.

940R
Order Data Element Format Example
1 Client Federal Employer Identification = 9 numeric 123456789
Number characters or
= Optional dash (-) 12-3456789
2 State Abbreviation = Two letters MA
3 Total taxable FUTA wages allocated to = Numeric characters = 1200.00
the listed client EIN = No comma (,) or
= Two decimal places = $1200.00
4 Total adjustments to FUTA tax = Optional dollar sign  241.12
allocated to the listed client EIN %) or
$241.12
5 Credit reduction amount allocated to $74.40
the listed client EIN or
74.40
6 Total FUTA tax after adjustments $17.40
allocated to the listed client EIN or
17.40
7 Total FUTA tax deposits plus any $17.40
payments made with the return or
allocated to the listed client EIN 17.40

Comma Separated Values (CSV)
* Each data element must be separated by a comma (,)
* Do not use commas anywhere else in the file; only use commas to separate data
elements
* It does not matter how many spaces you have between each data element and
the separating comma
* Do not use apostrophes ()

Header Row
=  Your file MUST have a header row

= Data in the header row WILL NOT go onto the Schedule R Form
= You can name your headers anything of your choice
= The header name for each data element must be separated by a comma
= Do not use commas in any of the header names
Data Rows

= Each client’s data goes on its own separate row
» Every data element must be filled for every client
» [f the data element value is ‘0’, enter a 0; do not leave the element blank

11



= [f the value of the data element is less than a dollar, put a zero in the dollar
position
o Forexample, $0.42 or 0.42, NOT .42

Zero Values

* If the value of a data element is 0, enter $0, $0.00, 0, or 0.00
* Do not leave any data elements blank for any client rows

Creating Your File from a Spreadsheet

If the payroll data required for the 941R Express process is in a spreadsheet (such as
Excel), you can easily create your Comma Separated Value (CSV) file for upload to
941R Express.

1. In your spreadsheet, make sure you have a row for each client.
2. Make sure you have a column for each of the data elements listed in “Required
Data Elements” outlined on pages 10-12.
Make sure your data elements are in the order outlined on pages 10-12.
Make sure each client has an EIN in the first column of the client’s row.
Make sure the EIN has all 9 numeric characters.
Make sure you have the correct data for each client in each column.
a. If the data element is blank, enter ‘0’ or ‘0.00’
7. Make sure you do not have any commas or apostrophes in your spreadsheet.

a. You can double-check this by using your ‘find’ or ‘search’ feature in your
spreadsheet and searching for a comma. After searching for a comma,
search for an apostrophe.

b. If you find any commas or apostrophes, remove them.

8. After verifying that all data in your spreadsheet is accurate, you can save your file
as a CSV.
9. For example, go to File>Save As

a. Inthe drop down box called “Format”, select “CSV”

i. Note: the process for saving a file as a CSV may differ based on
your operating system, spreadsheet software, or software version.
10. After saving your file as a CSV, you can upload it to 941R Express. See page 4.

S

Troubleshooting Your CSV File

Having trouble uploading your CSV file to 941R Express? Start by formatting your file
per the Technical Specifications on pages 9-11. If that doesn’t help, the following
should help you troubleshoot.

When you upload a file to 941R Express and the file has a problem, 941R Express lists
the errors in your file. The error chart shows the line in your file on which each error

12



occurs and information about the error. Go to that line in your file and correct it before
trying to upload your file again.

For example, if the error chart says you have an error on Line 3, go to the 3™ row down
after your header row in your file.

Treat your header row as line 0. The first client listed in your file is on line 1. The
second client listed on your file is on line 2 and so on.

Row Errors
Row # Errors
1
Client ein: 10000000,
has to be a nine digit number
3

Client ein: 1000000,
has to be a nine digit number

Once you have found and repaired any errors, you may upload the file again, following
the steps on page 4.
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