
i 
 

 

TAXTIME USA, INC. 

941/MI UNEMPLOYMENT TAX EXPRESS 2012 

2012 W-2/1099 Express 
 

TABLE OF CONTENTS 

 
 

                    PAGE 
License Agreement       iii 
Hardware Requirements      1 
Forms Generated   1 
Installation        2 

Single User   2 
Network Installation        3 

Register MI Unemployment Tax Express   4-5 
Create Unemployment Tax Express Icon for Network Stations 5 
Error Messages & recommended solutions   6 

Getting Started        7 
General Menu Overview      7 
Icon Definitions for Tool Bar (including backup & restore files)  8 
Import From PPT Express®/MI Sales Tax Express®/Business Startup 9 
Proforma 2011 into 2012      10-12 
New Client File       13 
Edit Browse Window       13 
Doing a Return 

General Information Screen     14 
Using forms in software      14-21 
W-2/1099 Module       22-23 
Print Preview        24 
Print a Return        24-25 
Client Status Report       26 
Setup        27 

System Configuration 
Firm Name, Address, Phone and ID   27 
Miscellaneous Defaults    27 
Printing Defaults     29-30 
Program & Database Location     31-35 

(Changing database location) 
W-2/1099 Margin Configuration   35 
Codes Entry      36 
Preparers Maintenance     37 
Instruction Letters     37-39 

Please see www.taxtimeusa.com for the Frequently Asked Questions 
                 
 
 



ii 
 

 

 
 

Need Help!  Read The Manual!!! 
Or call tech support!!! 

 
Tech Support: (248) 642-7070 or e-mail your question to: support@taxtimeusa.com 



iii 
 

 

TaxTime USA, Inc. Software Customer License Agreement 
 

LICENSE: TaxTime USA, Inc. (“TaxTime”) owns the enclosed software program(s) (“Program”) and all 
copyrights and other rights and interest in such Program.  As licensee, and on behalf of one proprietorship, 
partnership or corporation (“Company”) identified on the front of this license agreement, TaxTime grants you a 

non-transferable, non-exclusive license to use the enclosed Program and any other software developed or 
furnished by TaxTime for which you have paid the applicable fees, (in object code only) and related 
documentation subject to the terms and restrictions below. 

 
RESTRICTIONS: You may use the Program on up to ten computers at a time, within the one Company, at a 
single location.  You may use the Program on up to ten computers in a network, at a single location, provided 

the network fee is paid.  Additional site locations may use the program, provided the second site license and, if 
applicable, network fee is paid for each location.  Additional Companies practicing at the same location may 
use the program provided a separate license agreement is signed and the second site license fee and, if 

applicable, network fee is paid by each additional Company.  You may not transfer the program electronically 
over a network.  You may not distribute copies of the Program or documentation to others.  This is a non-
transferable license and you may not transfer this license to any third party.  You may not use, copy, print, or 

transfer the program or documentation to another computer, except as explicitly allowed by this license.  
Licensee acknowledges the Program and documentation contains valuable trade secrets and copyright material 
of TaxTime and may only be copied as permitted by this license.  You may copy the machine-readable form of 

the Program only for back-up or archive purposes, provided that no more than three (3) copies are in existence 
at any one time without prior written consent from TaxTime.  You must include the TaxTime copyright notice 
on any copy.  You may not copy, in whole or in part, any documentation which is provided in printed form with 

the Program.  Free support of Program is limited to one hour of phone support. 
 
PROFESSIONAL RESPONSIBILITY: The licensee is solely responsible for the accuracy of all tax returns 

produced by the Program.  Using the Program does not relieve the licensee of any professional obligations 
concerning preparation and review of tax returns. 
 

TERM: This license continues in effect until terminated.  You may terminate this license only by destroying all 
originals and copies, of the Program and documentation, in any form.  The license will also terminate if you fail 
to comply with any term or condition of this license.  You agree upon such termination to destroy the Program 

and documentation together with all copies in any form. 
 
DISCLAIMER OF WARRANTY OF PERFORMANCE: TAXTIME MAKES NO WARRANTIES, 

EITHER, EXPRESSED OR IMPLIED, AS TO THE QUALITY, PERFORMANCE OR 
MERCHANTABILITY OF THIS PROGRAM, NOR AS TO THE FITNESS FOR ANY PARTICULAR 
PURPOSE OR PARTICULAR RESULTS OBTAINED THROUGH USING THE PROGRAM.  YOU 

ACCEPT THIS PROGRAM “AS IS” AND ASSUME ALL RISK OF DEFECTS AND ALL COSTS OF 
SERVICING, REPAIRS AND CORRECTIONS.  
 

LIMITED WARRANTY ON DISKETTES/CD-ROM (“CD”): TaxTime warrants the original magnetic 
diskette/CD on which the Program is recorded to be free from defects in material and faulty workmanship under 
normal use and service for a period of ninety (90) days from the date you receive it.  If during this ninety-day 

period, such a defect should occur, you may return the diskette/CD to TaxTime for a replacement diskette/CD at 
no charge.  Replacement of the diskette/CD is your sole and exclusive remedy.  TaxTime assumes no 
responsibility under this limited warranty for, and will not replace any diskette/CD with defects due to accident, 

abuse or misapplication.  TaxTime makes this warranty to you as the original licensee only.  This limited 
warranty gives you specific legal rights, and you may also have other rights which vary from state to state. 
 

LIMITATION OF LIABILITY: TaxTime will not be liable for any indirect, incidental, or consequential 
damages resulting from the use of the program, even if TaxTime has been advised of the possibility of such 
damages.  Some states do not allow the exclusion or limitation of indirect, incidental or consequential damages, 
so the above limitation may not apply to you.  TaxTime assumes no responsibility for claims of infringement by 

third parties. This license is the complete and exclusive statement of the agreement between you and TaxTime.  
All other communications and agreements written and oral are superseded.  Your use of the Program and 
signature on the reverse side acknowledges that you have read this license and agree to be bound by its terms. 

 
TaxTime USA Inc. * 30800 Telegraph Rd., Suite 1775 * Bingham Farms, MI 48025 * (248) 359-8025 

www.taxtimeusa.com
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TaxTime USA, Inc. 

941/MI UNEMPLOYMENT TAX EXPRESS 2012 

 

Instruction Manual 
 

   
I. HARDWARE REQUIREMENTS 

The following equipment is required to use 941/MI Unemployment Tax Express: 

• Pentium III processor 

• 256 megabytes of RAM or higher 

• 50 megabytes of free hard disk space 

• Windows 2000™, Windows XP™ , Windows Vista operating system™ or Window 7™ 

• Hewlett Packard (HP) Laser Jet Series III™ or higher (or compatible) with at least 2 meg 
of RAM (Some HP III compatible laser jet printers will work with one meg of RAM, see 
section on printing a return) 

• CD-Rom drive (if CD installation used – otherwise a secure internet connection needed) 
 
Preferred equipment  

 Pentium IV processor 
512 megabytes of RAM 
HP Laser Jet Series IV™ or higher (or compatible) with at least 2 Meg of RAM 

 

I. FORMS GENERATED 

•••• If 941/Unemployment Purchased 

• MESC 1020 Quarterly Tax Report 

• MESC 1017 Wage Detail Report 

• 1025 Employer Request for Address / Name Change 

• MI Registration – Form 518 

• MI Discontinuance Form 1772 

• UIA 1110 Application for Michigan Unemployment Tax Credit 

• FUTA Form 940 

• Federal Form 941 

• MESC Amended Returns – Forms 1019 and 1021  

• Taxable Wage Report (showing MESC and FUTA excess and taxable wages by 
employee for each quarter and MESC and FUTA tax computation) 

• Gross Wages Report  (showing gross wages by employee for each quarter and year 
to date) 

• Instruction Letters 

• Client Status Report 
 

••••  If W-2/1099 Purchased 

•••• W-2’s Plain Paper Copy A’s, 4 up Copy B, C and 2 

•••• W-3 

•••• 1099-MISC, 1099-R, 1099-INT and 1099-DIV 

•••• 1096 
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II. CD INSTALLATION (for e-delivery follow separately e-mailed instructions) 

941/MI Unemployment Tax Express can be loaded as a single user version (on up to ten 

computers at one location) or as a network version (on up to ten computers at one 

location).  

SINGLE USER (SITE) INSTALLATION 
1) To install  941/MI Unemployment Tax Express please insert the CD-ROM in the CD-ROM 

drive.   
2) Click on START and then click on RUN.   
3) Type in: E:\setup.exe (where e: is your CD-ROM drive) and hit Enter or click on OK. 

        
4) If this Security Warning appears, please click on Run to continue with the installation. 
5) MI Unemployment Tax Express Setup will appear. Click on NEXT to continue with 

Installation.    
6) Click on YES to accept License Agreement.  
7) To install MI Unemployment Tax Express to the default folder: C:\UIAEXP12 click on 

NEXT.  To change the drive, path or directory click on Browse when prompted and enter the 
appropriate drive and path to install to and click OK.   

8) The system will then prompt you for a Program Folder.  The default is: MI Unemployment 
Tax Express.  Click on NEXT to accept this folder name.  The system will create a program 
folder called MI Unemployment Tax Express. 

9) When installation is finished your system will indicate: Setup Complete.  Click on FINISH. 
10) Install will automatically put a 2012 MI Unemployment Tax Express icon on your desktop. 
11) After MI Unemployment Tax Express has been successfully installed you are ready to use the 

program. 
12) To use MI Unemployment Tax Express: click on the 2012 MI Unemployment Tax Express 

icon or click on Start, click on Programs, click on MI Unemployment Tax Express and 
then click on MI Unemployment Tax Express.  

 
NOTE – If you do not register your software at this time you can do so later by clicking on SETUP 
and then clicking on REGISTER MI UNEMPLOYMENT TAX EXPRESS 
 
NOTE – If you ordered a DEMO version of MI Unemployment Tax Express, click on 

CANCEL. 
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III. NETWORK INSTALLATION 
The installation process allows the user to install the software on the network drive and the user 
needs only to create a shortcut to: UE12.EXE on the network drive from his or her machine. 
 
Note: The software does not need to be loaded on each machine when running in a network 
environment. 

1) To install MI Unemployment Tax Express please insert the CD-ROM in the CD-ROM 
drive.   

2) Click on START and then click on RUN.   
3) Type in: E:\setup.exe (where e: is your CD-ROM drive) and hit Enter or click on OK. 
4) MI Unemployment Tax Express 2012 Setup will appear.  Click on NEXT to continue 

with Installation.    
5) Click on YES to accept License Agreement.  
6) To install MI Unemployment Tax Express to your network drive, click on BROWSE.  

The Choose Folder window will come up.  Change the default folder from:  
C:\UIAEXP12 to:  F:\UIAEXP12 by TYPING the Letter F: over the default C:  (where F: 
is your network drive) the path should then read F:\UIAEXP12.  If you want to install to 
a different path you must type in the entire path and folder name where the software is to 
be installed.  It should look similar to the example below: 

 
7) Click on OK and then click on NEXT.    
8) The system will then prompt you for a Program Folder.  The default is: MI 

Unemployment Tax Express.   Click on NEXT to accept this folder name.  The system 
will create a program folder called MI Unemployment Tax Express.   

9) When installation is done your system will indicate: Setup Complete.  Click on FINISH. 
10) Install will automatically put an Icon on the desktop that loaded the program. 
11) After MI Unemployment Tax Express has been successfully installed you are ready to 

use the program. 
12) To use MI Unemployment Tax Express 2012: click on the 2012 MI Unemployment Tax 

Express Icon or click on Start, click on Programs, click on MI Unemployment Tax 

Express and then click on MI Unemployment Tax Express.    



4 
 

 

REGISTER UNEMPLOYMENT TAX EXPRESS 

 
To Register 941/MI UNEMPLOYMENT TAX EXPRESS 2012: 
When you first go into program the above Registration Screen opens or from within program: click 
on SETUP and then click on REGISTER UNEMPLOYMENT EXPRESS. 
To use Website Registration (you must be connected to the internet):  
1) From the Registration screen select Website Registration. 
2) Enter in your Customer # and the password EXACTLY (it is case sensitive) as it appears on 

the Program Registration Form included in your shipment. Click OK. 
3) The system will automatically register the software. 
NOTE:  If you are using a firewall it may display a warning message that txfrms05.exe is trying 
access the internet.  Respond in a way to allow access, so registration can be completed. 
 
 
 
To use Manual Registration:  
1) From the Registration screen select Manual Registration and then click Registration Details. 
2) A Registration window opens (See Below), enter the Company Name and Address as provided 

by TaxTime on the enclosed registration sheet. Enter Yes or No to the network question and 
enter the password from the enclosed registration sheet.  Click Ok. 

3) The system will register itself. 
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To Register using a “Location”: 

1) TaxTime will email a registration file to you 
2) Follow the instructions in the email. 
3) Click on OK. 
 
Note: 

To upgrade a DEMO program to a registered/licensed program and/or to upgrade a single user 
version to a network version please e-mail us at: sales@taxtimeusa.com or fax us at (248) 359-
8025 with your upgrade request or give us a call at (248) 642-7070.  The needed upgrade file 
can be e-mailed or regular mailed to you after payment has been received.   

 
TO CREATE A 941/MI UNEMPLOYMENT TAX EXPRESS 2012 ICON FOR NETWORK 

STATIONS OR SINGLE (SITE) LICENSE USERS:   
1) Right click on the Desktop click on New then click on Shortcut.   
2) “Create Shortcut” windows will popup. 
3) The user can either type in the exact command line, for example: 

• Network users:  F:\APPS\UIAEXP12\UE12.EXE    (skip to step 8)  

• Single users:  C:\ UIAEXP12\UE12.EXE  (skip to step 8) 
OR click Browse. 

4) A browse window will pop up.  
5) In the Look in drop down select the drive where you installed MI Unemployment Tax 

Express. 
6) In the browse window find the folder MI Unemployment Tax Express 2012 was installed to. 
7) Once the folder is open double click on UE12.EXE or click on UE12.EXE and then click 

Open. 
8) Then click Next. 
9) The system will then ask for a name for the short cut; type in: MI Unemployment Tax 

Express 2012.   
10) Then click Finish. 
11) Your shortcut has now been created.  To enter MI Unemployment Tax Express just double 

click on the icon. 
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Possible reasons if you experience problems while going into the MI Unemployment Tax 

Express: 
1) If you get an error message: “Error Code 101 Sharing violation: Site Version – only one user 

can use the system at one time” you loaded the program as a site license and two or more users 
are trying to access the software at one time.  We recommend upgrading to a network version 
if you want more than one person using MI Unemployment Tax Express at the same time.  If 
there is not another user trying to access the software at the same time when you get this error 
message then we recommend the following: click on Start then click on Find.  Click on Files 

or Folders.  In the Named field type in: UE12.LDB in the Look in field make sure it says: 
My Computer.  Click Find Now.  Once found click on it and hit the delete key on your 
keyboard.  Go back into MI Unemployment Tax Express. 

2) If you get an error message: “SQL State error message” or “Driver Error message” you do not 
have the most current Data Access Drivers needed by our software.  We recommend that you 
update your Windows system on the machine having the access problems.   You can do this by 
running MDAC.EXE from the MI Unemployment Tax Express CD-ROM.  This will update 
your system with the most current Windows Data Access Drivers.  To Run MDAC.EXE first 
exit all open programs.  Then click on Start, then click on Run then type 
D:\MDAC\MDAC2_5SP\MDAC_TYP.EXE and hit Enter (where D: is your CD-ROM drive, 
change if necessary).   Follow the program instructions. 

3) If you get an error message: “ODBC Microsoft Access Driver Login Failed – Could not find 
file C:\UIAEXP12\UE12.mdb” or the message “Error Code 1000 Critical Error Database Not 
Found” it is probably because you moved your current year database to a location other than 
the same directory where your MI Unemployment Tax Express  program is located.  You need 
to change the database path in Setup/Configuration.  To get the system to point to the proper 
database location click OK on the error message.  A “Login box” will then appear; click 
Database.  A “select database window” will then appear.  Use this window to locate 
UE11.mdb.  When you find UE12.mdb highlight it by single clicking on it and then click OK.  
The window will close and the login window will reappear, click OK.  MI Unemployment Tax 
Express will now start.  You must go to Setup, Configuration, and Database Tab and change 
the path to UE12.mdb by following the instructions in Setup - Configuration – Database in this 
manual or the instructions on the screen.  
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GETTING STARTED 
To Start 941/MI UNEMPLOYMENT TAX Express 

• Click on Start. 

• Click on Programs. 

• Click on MI Unemployment Tax Express. 

OR 
If you created an icon for 2012 941/MI Unemployment Tax Express you can double click on it 
to go directly into program for information on creating a New return or Editing an existing 
return go to the section in the Manual called “Doing A Return.”  To review various program 
defaults and/or to customize MI Unemployment Express, click on Setup from the Menu Bar.  

 
IV. GENERAL MENU OVERVIEW 

 
 
 
 
 
 

 
 

File Menu 

New Return: Create new Client file. 
 
Edit Return:  Opens Edit Return Browse Window for existing clients. 

 
Save As:  Save current client to another file name. 
 

Delete Return: Delete highlighted return(s) 
 
Backup: Backup highlighted client return(s) 

 
Restore: Restore client files from an external file. 
 

Import from PPT: Imports General screen information from PPT 
Express or Sales Tax Express and Business Startup. 
 

Proforma: Proforma’s your 2011 files into 2012. 
 
Printer Setup: Allows user to select a different printer to print 

forms/returns to. 
 
Exit: Exit the program. 

Setup Menu 
Configuration: Allows the user to customize the system. 

 
Codes Entry: Allows user to enter default names for 
Title. 

 
Instruction Letter: Edit existing/create new instruction 
letters. 

 
Register MI Unemployment Tax Express: Allows the 
user to register the software. 
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V. ICON DEFINITIONS FOR TOOL BAR 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

Note: 
To select multiple client files to Delete or Backup use your mouse and Click on the first desired file 
and press the shift key and then Click on the last desired file.  To select multiple non-continuous 
files press the CTRL key and use your mouse to Click on each desired file.   

Opens Edit Return Browse Window (Use to open an existing client file) 

Setup / Configuration 

Exit Program 

Restore client files (use only to restore a previously backed up files 

Backup client files 

Save current changes of the file you are working on 

Delete selected client files(s) 

Printer Setup – Change printer selection 

Close Window 

Change Browse Sort Order 

Opens a New Return 
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VI. IMPORT FROM PPT/SALES TAX OR BUSINESS STARTUP  

  
 
 
 
 

 
 
 
 
 
 
 

 

To import general screen information from PPT Express, Sales Tax 
Express or Business Startup Express, click on File from the menu bar and 
then click on: Import from and select either PPT, Sales Tax or Business 
Startup.  Use the down arrow in the Look In box to find the PPT Express 
2012, Sales Tax Express 2012 or Business Startup (TXFRMS05) folder.  
The program will then display the database file (ppt2012.mdb or st11.mdb 
or txfrms05.mdb).  Double click on that file name.  

The Import from PPT/Sales Tax/Business Startup Express window will open.  Click on 
Select All Files box to import all files or use the Ctrl key to select multiple non-
continuous files by holding this key down and use your mouse to select files one at a time.  
Once you have highlighted the files to import click on Start Import.  
 
To select a continuous group of files Click on the first file to import and Shift Click on the 
last file to import. Once you have highlighted the files to import click on Start Import.  
 
Close screen when done. 
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VII. PROFORMA 2011 DATA TO 2012 

To proforma Unemployment Express 2011 data to 2012: 
1) Click on File from the Menu Bar. 
2) Click on Proforma.  The default directory for your prior year files is the same drive as this 

year’s program (change if necessary).  The default folder is: UIAEXP11  
 

NOTE – MI Unemployment Tax Express 2011 saved all client files in the database file: 
ue09.mdb.  This database file name (UE11.mdb) does not need to be entered after the 
directory Name as our program automatically knows to look for database files.  

 
MI Unemployment Tax Express will go to the folder: MI Unemployment Tax Express 2011 
and will display any database files in that directory.  If the file UE11.mdb (or UE11 if your 
computer is not displaying file extensions) does not appear, click on the down arrow and 
scroll to where the folder/file is located. 

       
 

HINT – If you cannot easily find the UE11.mdb file we suggest first going into your 
Unemployment Express program for 2011 then click on “Setup” then click on 
configuration.  Select the “Program & Database Location” Tab the database location will be 
displayed 

 
 
If you still cannot find the copy of the 2011 Database  we suggest using Window’s “find” 
feature.  Click on the Start button at the bottom left of your desktop, and then click on Find.  
Click on Files or Folders and type in: UE11.mbd in the Named area and in the Look In field 
click on the down arrow and click on My Computer (if you are on a network also check 

Click on the Look in drop down if your 
database does not appear.  This will 
allow you to look for the database in a 
different location. 

 
Once you find your database click on it and then click the 
Open button.  Or double click on the database name. 

Database Location 
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there) and click Find Now.  If you still cannot find the UE11.mbd file, check on a different 
computer. 

 
3) Double click on UE11.mdb or single click on it and click on OPEN.  This database file will be 

scanned and all files in that directory will display in the “Proforma of Prior Year Files” screen.   
4) Import Prior year Customized Instruction Letters (optional) 

 
 
 
 

 
 
 

To import any customized instruction letters (new letters created), click on the 
above button before proformaing your client data.  If you did not customize any 
instruction letters, skip this step. The screen below will open after clicking the 
above button. 

 

Select the customized instruction letter(s) to import by clicking on the letter name 
to import or Ctrl Clicking on multiple letters.  Then click the “OK” button.  The 
system will then import the letter from the prior year program.  Once this is 
complete continue the process by proformaing your client files.   See below. 
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5) Instead of selecting all files you can select them by Filing status (Monthly, Quarterly, etc.) or 

type in a company name or file name and hit retrieve and then click select all, then click start 
proforma 

6) Proforma will then bring over all your selected 2011 files into MI Unemployment Tax Express 
2012.  The status of which file is being proforma’d shows at the top of the screen.  We 
recommend you proforma the same file(s) only once because you will duplicate files. 

7) When Proforma is complete a “Proforma Complete” message will appear; click OK.  
8) Click the red X button to close the proforma screen. 

Click on the Select All Files box to proforma all the files at one time.  We 
recommend limiting proforma to about 100 files at a time.  To select multiple 
continuous files to backup, use your mouse and single click on the first file 
desired and press the Shift key and then single click on the last desired file.  
To select multiple non-continuous files press the CTLR key and use your 
mouse to single click on each desired file.  Once you have highlighted the 
files to proforma click Start Proforma. 
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X. NEW CLIENT FILE 

  
 
XI. EDIT BROWSE WINDOW 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

Click the Edit Browse Icon.  This will open this browse window. 

To open a client file double click on the file to open.   

You can change the sort order from Company name to File name by 
clicking on the File name column header.  To change back, click on the 
Company name column header.  To make a permanent change to sort 
order, go to Setup then Configuration then General tab. 

Click here to create a new client file Go to: 
Section XI. - Doing a Return - for additional 
data entry information. 

Searching for client files: The user can easily search for client files by typing search criteria 
into the corresponding field highlighted in green above the column the user is searching on.  
The system will then begin searching the client list based on the characters typed.  To again 
display all the files, remove the characters typed.  To change sort order from Company Name 
to File Name click on the column headings. 
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XII. DOING A RETURN 
 
All client files open to: 

General Information Screen 

 

This screen contains General Information that is used on most of the forms and is 
automatically entered on the form being filled out. 

Use this Drop Down to select the 
form to be worked on. 

The only two fields that 
are required on this 
screen is the Company 
Name and the File Name 
and they are highlighted 
in Blue/Green. 
 

Enter MESC Tax Rate that is used on the 1020 
form for each quarter.  Entering rate here will 
automatically carry to each quarter’s screen. 
 

The default instruction letter to print with 
the return can be changed by selecting a 
different instruction letter from the 
Instruction letter dropdown. 

To enter general notes on the client file click the 

Notes Icon on the toolbar 

The SSN and Employer’s State I.D. Number are 
used in the W-2/1099 module when 
appropriate. 
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Using Forms in Software 
 
 
 
 

 
 

 

 

 

 

 

Federal Form 941: 

If you will be creating Form 941 from wage detail check the box “Will you process Form 941 

from wage detail” at the top of the entry form.  This will allow for the entry of additional 

wage detail information needed for the 941 Form. 

 
The user can now complete a 1020 form with out entering detail information on the 1017  by using 
the overrides check boxes in this entry form and entering the desired values in the corresponding 
fields. 
 

Form 1017 Navigation: 
Enter Key: will keep you in the same column ex. Gross wages and will move the cursor to the next 
employee. 
 
Tab Key: will move from column to column within the row. 
 
To move to the Status, Delete or Worked in Months the user must use the mouse to click within 
those fields. 
 
See Section XIV – Print a Return – for detailed printing instructions. 

Use these drop downs to select the form to complete.  
And which quarter you wish to work on. 

Click here to enter the Wage Detail 
for each employee for the 1017 and 
computation of the 1020.  

Enter Tax rate if not entered on General 
Information Screen.  It is recommended to 
enter the MESC rate in General 
Information screen so it can automatically 
carry to this screen. 

User can override calculated 
amounts if necessary by clicking 
the override check box and 
entering the desired values. 

To Print Preview or Print. 

Click Quarterly Returns Done? To 
update the client status report when 
quarterly returns are completed. 
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Using Forms in Software (continued) 

Adding Employees to the 1017: 

 
 
NOTE: Deleting an employee will remove all history for that employee and will affect prior 

and future reporting. 

 

 

The 1017 report is printed in SSN order.  Therefore the 
employees are saved in that order after being entered 
and printed.  To sort the list in Last Name, First Name 
order click on the Last Name column header.  To sort 
the list in SSN order, click on the SSN column header. 

To Delete an employee click on the employee 
line and click the delete button. 

To save the changes made 
click the Save & Close button. 

 

If an employee did not 
work in a particular month 
uncheck the box and the 
system will re-compute 
1020, Line 12 information.  

Enter MESC Exempt payments to be reflected on the UIA1020 
and UIA 1017 and Enter section 125 deductions and other 940 
Exempt payments in the corresponding fields.  These will 
transfer to the Form 940. 

If the process Form 941 is selected then the additional fields will be 
available for data entry.  This information will automatically feed to 
the 941 form. 
 
State WH and City WH have been added if you are planning on 
using the W-2/1099 module to process W-2’s.  This information 

will import into that module. 
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Using Forms in Software 

(continued)

 
 

Using Forms in Software (continued)  

1019 Amended Return: 

 
 

Enter the 
requested 
information 

To delete an employee click on the 
employee and click the Delete 
button 

Be sure to select the quarter 
to be amended from the 
drop down selection box. 
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Using Forms in Software (continued)  
 
1021 Amended Quarterly: 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Be sure to select the quarter 
to be amended from the 
drop down selection box 
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Form 940 

 
 
The Form 940 can be created either from data entered on the 1017 or the user can create an 

after the fact 940 by using the form overrides and entering the values themselves.  To 

override a value click the override checkbox and enter the desired value in the corresponding 

field. 

 

 

 

 

 

 

 

If all of the taxable FUTA wages were excluded 
from state unemployment tax check the “Compute” 
Check box and the computation will be made. 
 
If only some of the FUTA taxable wages were 

excluded check the “Use Worksheet” check box. 

This is an example of a value that can be 
overridden.  Check the override box and 
enter the desired amount in the field to the 
right. 

If  you  paid unemployment tax in multiple states 
Or if any wages paid in any State was subject to a 
Credit Reduction click the button “1b and 2 
Schedule A” to report this information.  See 

below for details 
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940 Schedule A 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To report the credit reduction information from line 2 on the schedule 
A you must click “Save”.   
 
To override the computed number in line 2a check the Override 2a 

check box by clicking on it and enter the desired value in line 2a. 
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Form 941 

 
 

The Form 941 can be created either from data entered on the 1017 or the user can create an 

after the fact 941 by checking the “Disable auto update form Wage Detail 1017” check box 

see above.   

 

To override a value click the override checkbox and enter the desired value in the 

corresponding field. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the Quarter to work on the dropdown 

box below 

If you are going to do an after the fact 
941 make sure the “Disable auto 
update from Wage Detail 1017” is 
checked otherwise the system will 

override your entered values. 
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W-2’s/1099’s 
To prepare W-2’s: 
1. For new clients and for new client files – create a new file by clicking on File and then New 

Client File.  The General Information screen opens.  Enter all necessary information.  Skip to 
step 8 below. 

2. If you have been using the 2011 941/MI Unemployment Express program to prepare 941 
and/or MI Unemployment returns you can import that data.  From within a client file click on 
the Select Screen down arrow and select: W-2 entry 

3. To import:  from within the W-2 entry screen click on the: Import From Wage Detail button.  
4. Name and social security information will come in to the Details screen for each employee 

imported.  Complete the screen by filling in the address.  Click on SAVE when address input 
is complete for that employee.  (All employee names appear to the left of the screen).   

5. Click on the W-2 tab and fill out any additional information needed for that employee’s W-2.  
Click on SAVE when done.  

6. Continue process for each employee.   
NOTE - Be sure to hit SAVE in the Details screen before going to the W-2 screen for that 
employee.  When W-2 input is complete hit SAVE before moving on to next employee. 
7. Skip to the next section on printing W-2’s or review the steps for new client files. 
8. If this is a new client file or you did not use the 2011 941/MI Unemployment Express program 

– after entering new client information using step 1 above click on the Select Screen down 
arrow and select: W-2 entry 

9. Begin by entering the name, social security number and address information for the first 
employee and then click on SAVE. 

10. A W-2 tab will appear.  Click on it to enter the W-2 information.  Click on SAVE when done. 
11. To enter another employee click on NEW at the bottom left of the W-2 entry screen. All 

employee names appear to the left of the screen.  To view or edit an employee’s information 
click on that employee’s name. 

 
NOTE: It is important to fill out the General Information screen completely before entering W-2 
information.  W-2’s will be auto filled for box 15 – State based on the employer’s state address and 
for the Employer state ID number (which has a separate input in the General Information screen).  
The W-2 will default to the federal ID number if the Employer state ID field is left blank.  Both 
these inputs can be changed from within the W-2 screens.  
 
To print W-2’s: 
1. From within the W-2 entry screen click on the Print Preview icon or click on File and then 

click on Print Preview. 
2. All the W-2’s should be automatically selected.  The default W-2 to be viewed and/or printed 

is Copy A – Social Security Administration (SSA).  Copy A is an approved SSA substitute 
form and can be printed on 20 lb. blank white paper.  Our program does not use red copy W-2 
(or W-3). Use the right scroll bar to view each Copy A or use your up/down keys or page 
up/page down keys.  All other W-2 copies print on blank white paper (Employer and State 
Copies) and/or Employee 2-up or 4-up perforated paper.   

3. To print Copy A – click on either printer icon or click on File and then click on Print Pages. A 
print setup screen comes up with one as the default number of copies.  Click on Print.   

4. To print the Employer Copy D – click on the Form type down arrow and select Copy D and 
follow step 3 above. 

5. To print employee copies using the 4 up form click on the Form type down and select 4-up.  
These will need 4-up perforated forms.  Follow step 3 above to print. 

6. To print employee copies B,C 1 and 2 on blank paper instead of 4-up click on the  Form type 
drop down and select one copy at a time and then follow step 3 above to print. 

7. Click on the red X when done. 
NOTE – you must be in Print Preview mode to print W-2/W-3’s. 
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To print W-3: 
1. From within the Print Preview screen click on the Show W-3 button.  The W-3 will appear on 

the screen.  Follow step 3 above to print. 
2. Click on the red X when done. 
 

To prepare 1099’s: 
1. The 2011 program includes 1099-MISC, 1099-INT, 1099,-DIV and 1099-R. 
2. For new clients and for new client files – create a new file by clicking on File and then New 

Client File.  The General Information screen opens.  Enter all necessary information.   
3. For users of 2011 941/MI Unemployment Express - from within a client file click on the 

Select Screen down arrow and select: 1099 entry. 
4. Begin by entering the name, identification number and address and then click on SAVE. 
5. A Form tab will appear.  Click on it and then click on the down arrow to select the 1099 form 

to prepare for that person.  Click on SAVE when done.  If you have multiple 1099 types for 
that person click on the down arrow to select another form type and enter the necessary 
information. Be sure to click on SAVE when done with each form type. 

6. To enter another person click on NEW at the bottom left of the 1099 entry screen.  A new 
Details screen will open.  Follow step 4 and 5 above.   

 
NOTE - All names appear to the left of the screen.  To view or edit a person’s information click on 
that name.  To Delete a name, highlight that name and then hit the Delete button. 

 

To print 1099’s: 
1. From within the 1099 entry screen click on the Print Preview icon or click on File and then 

click on Print Preview. 
2. All the Names should be automatically selected.  The first 1099 type being processed will be 

viewed first and it will show Copy A – Social Security Administration (SSA).  Our program 
uses the red Copy A for all 1099’s and blank white paper and/or perforated blank paper for all 
other copies.  Use the right scroll bar to view each Copy A. 

3. To print Copy A – click on either printer icon or click on File and then click on Print Pages.   
 
NOTE - Due to slight differences in printer settings we recommend printing a sample Copy A on 
white paper to see if any margin adjustments are needed.  If so, those adjustments can be made in 
Configuration Setup and then clicking on the 1099 & W-2 tab. 
 
NOTE – We recommend using your printer’s regular 8.5” x 11” paper tray instead of manually 
feeding red Copy A and 1096 forms. 
 
4. To print copies 1, B & 2 and C click on the form type drop down and select one copy at a time 

and then follow step 3 above to print. 
5. To change 1099 form type click on the Select down arrow. 
 

To print 1096: 
1. From within the Print Preview screen click on the Show 1096 button.  Form 1096 will appear 

on the screen.  Follow step 3 above to print. 
2. To change 1099/1096 form type click on the Select down arrow. 
3. Click on the red X when done. 
 
Forms: 
W-2 and 1099 forms can be purchased by going to our website and following the links to the W-
2/1099 Express links and/or by going to the following link: 
http://www.taxtimeusa.com/w21099.html  
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XIII. PRINT PREVIEW 

 
 
 

 

XIV. PRINT A RETURN  

 
 
 
 
 
 
 
 
 
 
 

These same print commands are also available from the file menu.  

When the print icon is clicked a Print Forms window similar to the one below will popup.  It 

will display those returns and worksheets available to print from that area of the program.   

Click this Icon to Print the form you are 
currently working on. 

Printer Setup – You can change where you are 
printing to. 

Selects which report to 
view. 

Print only the page 
being viewed. 

Allows the user to select 
what page(s) to be 
printed. 

To Print Preview Click the Preview icon on the title bar.  This will 
print preview the return / form you are currently working on.  

 

Select the type of return to print 
(1020/1017, 941, 940 etc.) from the 
dropdown window.  Then select the  
desired quarter. 
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Click to 
select and 
deselect 
returns and 
worksheet 
prior to 
clicking the 

Print button 

Use the up 
and down 
arrow buttons 
to change the 
number of 
copies to 
print of each 

form printed 

Click here to begin 

printing 

Click here to close 

the Print window 

To print your return to a PDF file, check this box 
and then click: Print.  A browse window will open 
to confirm where to save and name of file. 

The first time you print a PDF file the system 

will check to see if you have the needed print 

driver.  If not it will automatically attempt to 

install it.  See XVI  for more information. 
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XV. CLIENT STATUS REPORT 

• The Client Status Report tracks the status of all clients/files processed via our software.  
The program automatically updates the following fields: Who the return was completed 
by and when it was completed.  The user must update the "DONE" and "DONE BY" 
flags at the bottom of the 1020 screen must be completed.  The Client Status Report can 
be printed by clicking the Report menu and then select Client Status Report.   

 

 
 

 
 

When return is complete check the Done box.  The Done by and 
Done fields will appear, fill in the Done by and Done Date fields. 

To Preview and or Print the report click on 
the report menu and select client status 
report.  The client status report will display.  
To print click the printer icon while the client 
status report is being display on the screen. 
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XVI. Setup: 

 
 
 

 

 
SYSTEM CONFIGURATION 

System Configuration Screen: 
The series of tabs on this screen allow the user to configure the system and set system defaults. 
 
Firm Address tab 

 
Click OK to save changes. 

 

Click Cancel to discard changes 

Setup Menu 
Configuration: Allows the user to 
customize the system. 

 
Codes Entry: Allows user to enter default 
values for Title and Done by fields. 

 
Instruction Letter: Edit Existing/Create 
New instruction letters 

 
Register MI Unemployment Express: 
Allows the user to register the software. 

Use the Firm Address tab to make firm address changes and to enter your 
Federal Id number. You cannot change the Company name.  If your 
company name needs to be changed e-mail TaxTime at: 
Support@taxtimeusa.com and we will email you a new registration file 
with the corrected company name.  There is a $20.00 charge for Company 
name changes after shipment of software. 
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System Configuration (Continued): 

 
 

 

 

• Proforma Folder – The default directory for last year’s Unemployment Express files is: 
\UIAEXP11.  If last year’s Unemployment files reside elsewhere, change the directory 
here.  You can either type in the correct directory path or click on Select to find the 
correct path.  Unemployment Express 2011 saved all client files in the database file: 
UE11.mdb.  This database file name (UE11.mdb) does not need to be entered after 

the directory Name as our program automatically knows to look for database files.   
If the drive for last year’s program is different than this year’s program enter the drive id.  
For example, if Unemployment Express 2012 is on C: drive and Unemployment Express 
2011 is on D: drive enter the proforma path as:   D:\UIAEXP11 

• X out SSN on all Reports (except form 1017) - when this is checked instead of printing 
the full SSN only the last four digits are printed on the reports for security purposes.  If 
this is unchecked then the full SSN will print. 

 

Set Default instruction letter to assign when 
creating new returns or importing client data 
from other TaxTime USA programs.   
 

This function will allow the user to select an 
instruction letter and then assign it to all the 
client returns on file. 

1) Select the Letter on left in the 
dropdown. 

2) Click the Apply this letter… button 
to the right of the letter to be 

assigned. 

2012 FUTA rate reduction for 
Michigan is entered here.  
 
The rate is used to calculate the 
additional tax liability on the 
Taxable Wage Report for each 
quarter. 

To save the change made on this Tab 
Click  “OK”. 
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Printing Defaults tab 

  
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sets the Default print setting for each page whether it will print or not.  Checked 
boxes means that page will print by default if there is data for that return or 
worksheet. 

This sets 
the 
Default 
number of 
copies to 
print when 
the page 

prints 

If you want to include your instruction letter in the PDF 
file mark this box 

 

To enable PDF printing: Click here to install Ghostscript 
PDF printer.  See below for details. 
 

PDF Folder - allows the user to select a default 
folder to save returns printed as a PDF file.  Click 
“Select” to change the default folder. 
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Ghostscript Printer installation:  
After clicking the “Install Ghostscript Printer” button the below message will display.  Click 
“Continue Anyway” to allow installation.  Installation will then begin.  When installation is 
complete the Postscript (PS) “PS Printer” dropdown will display Ghostscript PDF.  
Once the Ghostscript Printer driver has been installed the above box will gray out.  Users of any of 
are other software programs will not have to re-install as this is a one time installation. 
 

 
  
Terminal Server, Citrix Server and users who have limited rights to the computer they are running 
on may need administrative rights to install this print driver.  If you do not have the proper rights 
the message below will be displayed.   To fix the problem log in with the proper rights and then try 
installing again. 
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Database & Program location tab 

   
 

Typical installation default 
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To Change the MI Unemployment Tax Express Database Location: 
The program location shows the location where Unemployment Tax Express 2012 is located 
and where the client database is located.  The client database is in the file named: UE12.mdb.  
During installation UE12.mdb (client files) is loaded into the same directory where 
Unemployment Tax 2012 was installed.  If you would like to move the database, you must use 
Windows Explorer.  
 
If you decide to, move the database file using Windows Explorer, then after doing so, go into 
Unemployment Tax Express 2012.  
 
If you moved the database you will get the following error message: Error Code 1000 Critical 
Error Database Not Found.   

 
Click OK.   
  
 Another error box will pop up that says: ODBC Microsoft Access Driver Login Failed – 
Could not find file C:\UIAEXP12\UE12.mdb.   

If Change Default is selected the Browse 
button will display.  Click the browse button to 
find the new location where you moved the 

UE12.mdb database. 
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Click OK.  
A “Login box” will then appear.  Click the Database button 

 
 
Then a “select database window” will appear.   
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Use this window to locate UE12.mdb and then highlight it by single clicking on it; then click 
OK. The window will close and a login window will reappear:  
 

 
 
Click OK.  Unemployment Tax Express will now start.  Click on Setup on the menu bar then 
click on Configuration then click on the Program & Database Tab.  Click on Change 

Default and follow the instructions below for type of installation. 
 
Network users: Click the browse button.  From the browse window click the Look In button 
and go to Network Neighborhood, then start your search for the folder where your UE12.mdb 
resides.  Once you find the UE12.mdb database double click on it or single click on it and then 
click OPEN.  The reason for this is that your path has to be in the format: \\Computer 
Name\Folder\Database instead of using station dependent drive mappings. 

 
 
Single users: If you are storing your data on your network you should use the procedure as 
above.  If you are putting the data somewhere else on your hard drive use the following 
instructions: Click the browse button.  From the browse window click the Look In button and 
go to the drive where your UE12.mdb data resides and start your search for the database from 
there.  Once you find the UE12.mdb database double click on it or single click on it and then 
click OPEN. 

Click Look In button. 
 
Find Network Neighborhood and start 
search from there. 
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W-2/1099 Tab 

 
 
 
 
 
 

 

Use this tab to adjust the margin for 1099/W-2 printing.   Adjusting the margins will 
change where the data will print on 1099 copy A and 1096 pre-printed forms.  
Adjusting the margins on the W-2’s and W-3 will adjust where the form prints on the 

paper stock used. 
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CODES ENTRY 

  

Select from the 
drop down the 
item you want to 
enter defaults for. 

Enter / Change 
the information 
here then click 
SAVE to save 
the changes 

To Delete an Item click on the 
item and click the Delete Button 



37 
 

 

 

         Preparer Maintenance: 

  
 

       INSTRUCTION LETTER  
You can customize the Instruction letters, but only from Setup; no changes can be made from 
within a client file.  We recommend that any Instruction Letter default changes be made 

prior to proforma.  MI Unemployment Tax Express 2012 includes the following instruction 
letters: 

II. 1020 & 1017: 

• Quarterly Tax Letter - includes your firm name centered and bolded at the top. 

• Quarterly Tax Letter2 - No Firm Name (we removed the firm name so you can 
print on your letterhead). 

III. 940 Return: 

• 940 Letter1 - includes your firm name centered and bolded at the top. 

• 940 Letter2 - No Firm Name (we removed the firm name so you can print on 
your letterhead). 

 
IV. 941 Return: 

• 941 Letter1 - includes your firm name centered and bolded at the top. 

• 941 Letter2 - No Firm Name (we removed the firm name so you can print on 
your letterhead). 

 

We HIGHLY recommend using one of the default instruction letters as your default for 

each letter type. 
 
See below discussion for selecting a different instruction letter other than the default.  
 
To make changes to any of the above default Instruction letters: click on Setup from the 
Menu Bar and click on Instruction Letter.  Click on OPEN: the SELECT LETTER dialog 
box opens.   Click on the dropdown arrow to display the instruction letter types and make 
selection. 

Select Preparer to 
Delete or Modify. 
 
Then click the 
Appropriate Button. 
 
Click close to close the 
window. 

Click New to Add a New Preparer. 
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Double click on the Instruction letter you want to edit.  Make your changes and click on FILE 
and then click on SAVE. See “Making Changes” below.  If you are editing the default letter 
the system will ask you for a new letter name.  To make this new letter your default, go to 
Setup, then Configuration, then Printing tab.  Click on the dropdown arrow for the instruction 
letter return type you wish to change.  Then click on the new letter to make it your new 
default.  To use the new Instruction letter just created on a selective basis, do not change the 
Configuration default; change the Instruction Letter within the return itself. 
 
To create and save a New Letter from an existing letter: follow the instructions above 
except click on SAVE AS instead of SAVE.  Enter an INSTRUCTION LETTER NAME and 
click on OK.  Click on the red X to EXIT the Instruction letter.   
 

To make this new instruction letter your default or to select one of the other letters as 
your default, click on SETUP from the Menu Bar and click on Configuration.  Click on the 
GENERAL TAB and click on the Instruction letter drop down arrow.  Click on the new 
instruction letter you created and click on OK.  This letter now becomes your default for all 
returns that you have not assigned a specific instruction letter to.   
 
To create a New Instruction letter from scratch: click on Setup from the Menu Bar, click 
on Instruction Letter and click on NEW.   We do not recommend using this feature but 
rather recommend changing the default letter following the steps above. 
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Making Changes: 

 
. 

 

Editing an instruction letter works much like using a word processor.  Click or tab to the spot 
to start entering text; then enter the desired text.   
 
To add a new field to the letter:  Position your cursor where the field should be inserted then 
click on the “Select Field” dropdown and select the desired field from the dropdown list. 
 
Change: 

Font or Font Size: highlight the text to change by clicking and dragging over the 
text or double click on the word to change then click the font or font size 
dropdown and click on the desired change. 

 
Bold, Italicize or Underline: highlight the text to change by clicking and dragging 
over the text or double click on the word to change then click the appropriate 
button on the instruction letter toolbar. 
 
Line Justification: Position the cursor on the line to change and click the 
appropriate line justification button on the instruction letter toolbar. 
 
Outline/Bullet points selection: Position the cursor on the line to start the outline or 
bullet point.  Click the Outline or Bullet point button then use the tab key to move 
the bullet point to the right for indenting.  Hitting enter will create another bullet 
point or outline point under the first.  It can also be indented by hitting the tab key.  
Using the backspace key will un-indent the bullet point or outline. 

Delete: 
Text:  Highlight the text to delete and hit the “Delete key”  
Fields: Highlight the field by clicking to the RIGHT of the field and drag the 
mouse to the LEFT until the field is highlighted and hit the “Delete key” 

Saving: 

To save the changes made click the diskette icon on the tool bar or go to the file 
menu and click save.  If you make a change to our default letter(s) the system will 
automatically do a Save As and ask for the new instruction letter name and a 
description.  To use the letter go to the Setup Menu, click Configuration, click the 
Instruction Letters tab and change the instruction letter to print from the dropdown 
list where appropriate to the new letter. 

Save As: 
To save as click the Save As icon next to the Save diskette or click File then Save 
As. 

The program will ask for a Letter name and description, enter these and click Ok.  
 


