Importing Data Into EASITax 2007

There are two different ways you can import data into EASITax. In one option you
will save your data file to a specified location which will prompt EASITax, upon
opening the program, to ask if you want to import the data it has located. The
second option works much like any other program where you can browse to the file
location and then instruct the program to import from that file into your selected
database.

Option 1:

Using the EASITaxImport2007.xls file, place your data in the corresponding columns.
For example, the recipient’s social security number should go in recipientID column.
Delete all of the other tabs from the file. You will now save the document using the
'‘SAVE AS’ command. Choose ‘comma delimited file (.csv)’ as the type of file you
want to save and use one of the following naming schemes.

W2 data should be saved as w2.csv

1099 Misc data should be saved as 1099misc.csv
1099 R data should be saved as 1099R.csv

1099 Int data should be saved as 1099INT.csv
1099 Div data should be saved as 1099DIV.csv

Save to: C:\Program Files\EASITax\Solutions\EASITax2007\Forms folder
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When you open EASITax it will advise that records have been found for import.
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Do you wich to import thiz file now?
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Auto import file C-\Program Files\ EACITax\ Colutions\ EACITax2 006\ Forme\ 10990\ izc.cov dotocted.
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When the import completes, you will be notified of the humber of records that were
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Option 2:

Save you data file to any location you choose. Make sure that the data is saved as a

.csv (comma delimited file).

1. In EASITax go to the file menu option and then choose import.
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2. Select the target file for your import. In other words, if you are importing
1099MISC data you will want to click on 1099MISC and then click NEXT.
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EASITax Import Wizard

This wizard will help you to;
a) resolve column name conflicts ,

O b) preview data before importing, and
Oc) backup the target data.

-Please select the target for this import—
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FYT EASITax2007 . mdb is a PaperWorks MsAccess database.
Upgrade= available for SQL Server, AS400, and many
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3. Leave the file type as .CSV and use the BROWSE button to locate the import
file on your computer. Click the NEXT button when you have your file located.

B Import Text Delimited to PaperWorks Do... Q@E

Setup the path and filename of your import file

Click on the Browse button to select from wour hard drive or network

To import a comma delimited ascii file, just click the
Browse button to select it now.

5y 7 wieb Output
[~ 6rowse |

F¥T Need another import formal? Check for updates using the
Tools menu to download additional import formats. New
import formats are being added weekly.

Click Next to wvalidate yvour source import file

4. A preview will be displayed of the data that you are about to import. Validate
that it is correct.
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5 Import Text Delimited to PaperWorks Do... Q@E

A preview of this import is shown below...

Flease verify data for correctness, then click Next to begin importing

Scan preview output to ensure that headings match the data in
each column and data is not out of range or poorly formatted.

— Preview results for Import of IMPORT TEST.csv
Pavert ame R ecipientlastM ame BecipientFirztlame | Becipientt ameS
p |ITEST MILLER ROBINSOM
TEST MILLER ROBINSOM
iR b

Click Mext to import 1 records into W2 now.

T T T

5. Click next when you have completed your validation and a confirmation of
your import will be displayed.
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<} Import Text Delimited to PaperWorks Do... |- | m

Import Successful

A backup of target data was made BEFORE
this import was executed.

—Imported 1 records at 17:11 on 13 Nov 2007 —

AT 17:11 OM 13 Nov 2007

LUSER hollyredmond@easiamerica.com
IMPORTED 1 records

INTO MsAccess table W2

LSIMNG
C:\Admin-EASIVEASITax\2007\IMPORT
TEST.csv [ﬂ

Click on Finish...¥ou're Done!!!
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The status bar will change and give you an update on your data showing that the
recent transaction was an import and your total number of records imported and the
total number of records in the database.

Import performed...T records imported. 2 records in database now.

Note - you may encounter situations where post import you are not able to view the
data even though you have been told that the data was imported. Should that occur,
simply exit EASITax and launch it again. Do not import the data a second time or
you will have duplicate records. The reason this occurs is because the database
needs to refresh in order to display the records that you have imported into the
program. Closing the program and opening it again allows that refresh to occur.
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