
Title:  FAQ-Aatrix® Corrections User Guide
This is a guide to making corrections, modifications and additional or missed filings in Aatrix. Before you make a correction or additional filing you must have completed at least one part of the original filing. If you are attempting to follow these instructions but you are not finding any history it is possible that you may not have completed a filing.
You would use these instructions to:
· Reprint forms that have already been printed (Page 4)

· Do additional Filings that have not been completed (Page 5)

· eFile forms that may have only been printed (Page 6)

· Correct any type of filing  (Page 7)

· Add or Delete records to a Filing (Page 8)

· Start your filings over collecting new data (Page 12)

· Starting over when you have eFiled (Page 13)

If you have not yet completed a filing, you should consult the appropriate user guide for instructions on how to do your initial filing.
The 1099 and W2 correction process is very similar, enough so that instructions for one are applicable to another.  This document uses the 1099’s as an example but the steps are the same for W2’s. When the 1095 Correction programming is completed it will also follow these instructions.
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Getting to the History File Options

The first step in doing any type of correcting or additional filing is to get to the History File Options screen. 

To do this, you go into Activities>Tax Forms and eFiling by Aatrix®.

If the Form Updates Button is available be sure to select it. This ensures you have the latest updates to all your filings.
If updates are done, then in the Form type choose History. 
Then at the bottom chose OK. 
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After clicking OK you should be taken to the History File Options Screen. Look for the Filing that you wish to correct. Select it and click EDIT
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One the History Screen you may see the same filing multiple times. Pay attention to the Status column. If the status is Record then that filing has been completed in some way. If the status says Draft that means that the filing has not been completed.

If after choosing the History you want and then clicking EDIT, it takes you through the company information wizard or the Aatrix grid it is because it is not a completed filing (most likely a Draft). You must have completed at least one filing or have a draft to access the History window show in the next section. If you printed some but not all the forms the filing may not have been recorded. You will need to go through filing process as like the first time and do your filing.
If Your History is Missing

If you go to the History Option and your list of History Files comes up and is blank or your form is not there the chances are that the history was never saved for whatever reason. 

If you are sure that have completed a filing and it is not showing, then you can give Support a call. You can also call Aatrix at 1-701-746-6814 so they can investigate. It is possible the links to the files have gotten lost.

The normal location for history is on your server in the MIP SHARE folder

\\<servername>\MIP SHARE\Aatrix\Companies

[image: image3.png]033MISC
095/1094.C
095/10948

Tope
1039

ACA Affar.
ACA Affar.

State

Peiod
s
s
s

Status
Record
Draft
Draft

Details

Clck View for cetail
Clck View for cetail
Click View for cetail

Date Saved

172172016 11:402.
12/23/2018 6020,
1212202018 5415,





History File Options

Once you have gotten into History you will see a screen that looks like this.
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This screen is where all actions can be taken.

From this screen you can do the following actions
· Reprint forms that have already been printed. 

· Do additional Filings that have not been completed. This can be used to print a form that has not been printed (for example Payer Copies when all that has been printed is Recipient) 

· eFile forms that may have only been printed

· Correct any type of filing

· Start your filings over collecting new data.

You will also see a list of completed actions to help keep track of what filings have already been completed.
NOTE: For certain State Filings you may see incomplete even if you previously selected to do them. This may be because the state filing was not required, therefore was not done and shows as incomplete.

Reprinting Forms

The first task that can be done with the History File Options is to Reprint Completed forms.
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Choose this option to reprint a filing that has already been printed. 
After you choose this option you will see the Reprint Options screen. This will let you select the filing that you wish to reprint.
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NOTE: You can only reprint filings that have been completed. If you go to reprint and find the filing you want is not available it is because it was never printed the first time. To complete this filing, you should go to the eFile or Print Incomplete Option.
When reprinting federal and state copies there is an option to reprint and additional copy or reprint it as a record copy with a watermark. If you need to reprint a copy that you will use to file with the government you should choose original. If you want to simply reprint a copy for your records you should choose the Records Copy. The watermark will prevent the possibility of a duplicate filing.

If despite your choices of Original, you continue to get watermarks it is because you have efiled. Once you efile the ability to print or reprint non-watermarked forms is disabled to prevent an accidental duplicate filing.
When you click Next it should take you into the form viewer where you can review what is to be printed.

Print Additional Forms or Filings
The eFile or Print Incomplete option will let you do several things. The first thing is that it will let you print a filing that has not been printed. For example, you may have printed the recipient copy of your forms but not the payer copies. Another example would be that you have printed the recipient copy but have not yet efiled with the government.
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After choosing this option you will get the Printing and Filing Options Screen.
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This screen will let you do any additional printing you wish. 

NOTE: You can only print out filings that have NOT been printed. Filings that have already been printed will be grayed out and unavailable to print. If you need additional or replacement copies of those filings you should use the Reprint Completed option in the History File Option window.

When you click Next it will bring up the form viewer and you can review the forms to print.

Do Additional eFiling

The eFile or Print Incomplete 1099’s can also be used to process additional eFiling. These can be filings that you have not done anything for (such as a State eFiling you have not done) or it can be an eFiling of a process that you may have initially chosen to print out. You might have originally printed out the Federal Copies but then changed your mind and decided to eFile them. In either case you would select this option. 

This will bring up the Printing and Filing Options screen.
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From here you can choose what type of eFiling you wish to do.

After you have selected eFiling and click next the system will still bring the forms up in the form viewer. This is to allow you to review them for accuracy and print a record copy of them if you desire. It does not mean you have to file paper copies. After you have gone through the form viewer you will be prompted to log in and submit your filing to Aatrix®.

Correct Completed 

If you have already completed a filing but discovered there is a mistake or correction of some kind you will need to choose the Correct Completed Option. This is also what you would choose if you have discovered you need to add additional records that were left off or remove any that were included by mistake.
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When you choose this option you will be taken to the Aatrix® Grid which will display all of the records that are currently in the system. 

Making Corrections

To make a correction to an existing record you locate the record in the grid, go to the cell that needs to be corrected and type over the existing value with a corrected value. You can correct both numeric and non-numeric information this way.

When you make a correction to a record in the Aatrix® Grid you will see that the corrected value will be a different color than the uncorrected records. In addition the Row Header will be highlighted a different color. This allows you to quickly spot your corrections.
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Adding a Record

If you need to add a record that was missed the first time it can be done in the correction process. To do this you would go to the bottom of the grid and Right Click and Choose Insert.
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This will insert a row at the bottom of the grid. You will need to type in all of the information into the grid for that record.
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Deleting a Record

If you have a record that was included by mistake the first time you can delete it out of the grid. To do so Right Click on the row header of the record and choose Delete
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You will notice that the row does not disappear; instead, it becomes either blanked out or grayed out.
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This is normal. The reason the record does not delete is because Aatrix® has to keep track of its previous existence and its value in case a correction form is required.

After you have made all your corrections go through the validation process. If there are any failures, they will be marked in red and you will be prompted to correct them.
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Corrected vs Replacement Forms-
When doing corrections for 1099/W2 the output can be different.

Validation Questions for Correcting
After the validations, you may be asked if you have distributed any copies (if you have eFiled you may not get this question).
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The answer to this question will help determine what type of corrected form you get.

If you have distributed copies to the government already you may get a corrected form (like a W2-C). 

If you have not distributed copies a duplicate form will be printed.

When the form viewer comes up it will load ALL forms in the filing. Not just the ones that are corrected. If you do not wish to print all the forms you can simply select the page numbers you wish to print and print only those forms.

If there are any supplemental forms like a W3 or 1096 those will come up as well.

NOTE: When eFiling corrections the file that you transmit will REPLACE in its entirety your previous filings. Because it is a complete replacement you do not want to delete any records unless they were including in error.

Question: 

I told the system that my copies had been distributed and was expecting a correction form but I did not get it. How come?

Or

I told the system my copies have not been distributed and was expecting a duplicate original but got a correction form. How come?
Answer:

If you have previously selected and transmitted an eFiling to Aatrix® it will check the status of this filing before printing. If you have submitted the filing but Aatrix® has not submitted the filing to the government than in effect your originals have not been distributed. 
Consequently if Aatrix® has submitted your filing to the government then your filing has been submitted.
This status from the eFile server over rides your selections on the grid.
Question: 

If I eFile any corrections will there be a charge?
Answer:

It depends. 

-If you eFiled Federal Only (1099 or W2) there will be no charge.

-If you eFiled state and Aatrix has NOT submitted your filing to the state there will be no charge for the replacement.

-If you have eFiled State and Aatrix HAS submitted your filing to the state there will be a charge for the number of records that were corrected/added/deleted.

-If you chose the complete filing option you will be charged for an additional filing and your vendor/employee will be mailed a new/corrected tax form.

Start Over

The Start Over Option allows you to discard you existing data, collect fresh data from the database and start over with the printing and filing process.
You would use this option if you had not submitted your filings yet and wanted to pull additional information in from the database. If you choose this option you will lose any changes that you have made in the Aatrix®  grid since it is pulling fresh information from the database.
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If you have already submitted a filing and choose this option you may be told that it is not available from the History Option.
You can close this screen and then go and choose a New filing 

For 1099’s Open Aatrix, choose New and then the Form.

For W2’s Open Aatrix and choose the form you want. 

You will be asked if you have distributed any copies. 
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If you have distributed copies, then the ability to start over will be disabled. Instead, you will be instructed Correct Completed instead to make changes. 
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Efiling and Starting Over

If you have eFiled you will notice that the Start Over option has been disabled. This is to prevent your local data and your eFiled data from getting out of sync. If you have eFiled you should not choose the Start Over option, you should choose to correct completed instead. 
If for some reason you cannot use the correct completed option you still may be able to start over. You will need to do the following:
-Log completely out of Aatrix® and Abila MIP.
-Go to the Aatrix® eFile website and log in.

https://efile.Aatrix.com/Public/Login.aspx
-You can then go to check the status of your filings.

IF your filing has not been submitted to the government you can delete you filing on the eFile website.

-Log back into MIP Abila and then go back into Aatrix®. Start Over should now be an option.
If any portion of your filing has already been submitted to the government, you will not be able to delete it from the eFile website. You should use the Correct Completed Option instead. If for some reason you still need to start over, you will need to contact Aatrix® support to get your file released. They can be reached at (701)-746-6814. Abila cannot assist you with this.
