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2009 MERCURY YEAR END & TAX PROCESSING

PREPARATION — PRE YEAR END

Year end typically takes only a few minutes longeprocess than any other month or quarter endkrelTare a
few processes that can easily be done before thefahe year to help make the closing proceducetar
reporting processes run smoothly. The informaitiotinis packet is intended to help you prepare@modess the
year end efficiently and accurateMl Mercury clients should use these instructions/éar end processing and
tax processing; however, the final sections onsiratting/submitting tax information to FIS applylgho clients
who are using FIS to process their taxes.

NOTE: You must have Mercury Version 9.1.34 or higher inwlled prior to creating your
@ tax processing files for 2009.
Please Do NOTwait until the last day to install the new versioh

You must complete all member edits, member traimagtinterest rebates, and dividend posting agbleto
YTD information for 2009 before you create or piyour tax information. The tax reports, forms, dites will
produce the same information before and after gedrclose, so you can print reports and test fwinis at any
time to begin verifying information, and you cammulete the final tax processing after year endecleken all
files are complete and no further changes will laglen Remember that after the year is closed, you cannot
make any changes to the members effective 12-31-09FIS is providing tax processing services fouyyou
must submit your tax information by early Januaggdlines; seBEADLINES FOR FI$n theTAX
PROCESSINGection of this document.

VERIFY TCC (TRANSMITTER ID) NUMBER AND TEST FILES

If you already have your own TCC (Transmitter IRmber, which is assigned by the Internal Revenuei&z
and FIS is not providing tax transmission servioes/ou, you will be able to send your informatidinectly to
the IRS after the tax file has been created. Uflyave an old TCC number that has not been usexbf@ral
years, you may want to check with the IRS to make the number is still valid. The IRS startedsieg TCC
numbers that had not been used for several yedri'atvetter to be safe than sorry when it conoegour IRS
reporting.

If desired, you can follow the instructionsTAX FILES — Creating the Export Filés create a test tax file for
CUNA Mutual or the IRS; this can be done at anyetimthe months before or after year end close.

CREDIT UNION DATA REVIEW

Your credit union contact information is extremahportant to your tax processing. Please takevanfienutes to
make sure your information will be printed corrgath your tax forms. Select Setup from the top bew and
then select CU/Users. Your screen will look sonmggthike this:
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Credit Union and User Setup [_ (O] x|
File Edit Members GL Back Office Reports Setup Tools Window Help ‘

B

Crecit Union | Branches | File Locations | Process Defintions | User | Check Supply |
CU Name: Jud'sva SmartCOLLECTOR Yersion: 2005.0
Perzon to contact: Hugh Butler M aximum Reg D Transfers/Payments: 6 7 3

TIM: 87-0257683 Mawimum IR4 Confributions:

Charter Number 1441414 aximum Life 5avings Amount: $2,000.00

Insurance 1D 12345 Maximum Life 5avings Age: 70
Primary Share: 0-5SHARES Life Savings Frozen: No
Releaze Amount: $100.00 Treat Pending Check as Withdiawal: Yes
Releaze Day. 1 Owerride Resticted ID: Jen
Experian D Transaction Password Yerification: No
Transunion 10 Blocked Account Settings: J
Equifax 101 Crozs Sell Settings: J

Currency Transaction Report Amount: — $10,000.00
Fieceipt Capture Settings: J

Loan Payment Buffer Days: 0

Edit | Close |

| Mariyn Glover (0012) | Juelis V3 | Effective Date 114772007

Verify the information displayed is accurate payamgcial attention to your TIN:
Person to Contact:Should be the name of the person to contact forgporting questions
TIN: ( Federal ID) should be entered with a dash aftefitbietwo numbers.

Select the Branches tab. Your screen will lookettving like this:

SCredigUmonsandiUSerRsetup: JJE‘
Eile Edit Members GL Back Office Reports Setup Tools Help
== =
Creit Union Branches File Locations Process Definiions User Check Supply =
Branch [[FRFTE Main Branch s
CU Addresses | Line 1 Line 2 City State| Zip Code Type M ailing
136 East South Temple | Suite 1100 Salt Lake City ut 24111 Branch

CU Phone Numbers | Phone Mumber Phane Tppe
801-531-3641 Fax
800-338-4357 [GEL]

Mew Edit Close | =/
FIS (demo) Dema Effective Date: 12/31/2008 *

Verify the information displayed is accurate. Turess marked as Mailing and the Phone Numbed st
Main will be the address and phone number usedantax forms.

* CU Address line 1: should be the physical addres®Q Box, if applicable) of the credit union
* CU Address line 2: is a continuation of address lin

» City: enter the City

» State: enter the legal two digit abbreviation

» Zip Code: enter the correct Zip Code, includingek&a four digits if you know them

CU Phone Numbers:Phone Number area code should be entered firsthamdthe additional digits.
Mercury Year End 2 FIS



MEMBER DATA REVIEW

It is extremely important that the following repoere reviewed and any posting and/or data coorectire
completed (if necessaripy December 31 The final tax reports can be printed after tharyend closes, but you
must perform any postings before closing the year

| RA Transaction List

U Print a current year IRA Transactions report: RegBReport Viewer/System Reports/Transaction
Lists/IRA Transaction List. Check the box nexthe report; click Print on the Mercury Reports menu.
Enter Parameter Values with the Effective Startelest 1/1/2009, Effective Ending Date as 12/31/28109
your current date.

U Review the list for accuracy - especially in thehdirawal categories. If you withheld Federal tafcesa
member, make sure the Distribution Category isenirand the amount is correct. MercDryes Not
support State tax withholding.

*IRA WARNING**  If you converted from Director to Mercury during@) pay special attention to
FMV’s and any contribution/distribution codes tlyau used throughout the year. FIS must make any
corrections to your data if changes are necesséoy. will not be able to manipulate your data tdkema
these changes. If applicable, call Mercury Cligetvices at (800-998-4357) as soon as possiblet taps
an appointment for these corrections to be made.

Tax Validation Report

This report identifies members who don't have threect information for reporting their data to tiRsS.
The report can be run at any time, and as manystasenecessary. Any members who are listed as
INVALID should be corrected before you close tharyeFIS cannot make corrections to your 1099-INT
information; you must correct the information b&fgou create the 1099-INT file.

This report also identifies accounts that are udungjicate social security numbers. If your memlages
used to receiving multiple 1099s, please make theare that Mercury will only print one 1099 per
social security number. We recommend you run theValidation report and review it for accuracy.
Remember, this information will be reported to RS, even if it's wrong.

1. If you have not already done so, run Repdrefresh Report Tablesfrom the main Mercury menu.

2. From the Mercury main menu, select Reports >Rafiewer>System Reports>Tax Reporting. The
last item is the Tax Reporting Validation report:
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rf_3 '-J';-ierc'ur- '/ Re| Ju'gr-;:j SL;J@?

[ | Eile Edit Members GL Back Office Eeports Setup Tools Help

Place a check next to each tem you would like to run:

Form 1095 Copy B (Flain Paper)

O Form 1035-INT Copy B (Plain Paper)
O Form 1089-Q Copy B (Plain Paper)
[1[_Options | Form 1099-R Copy BCD (Plain Paper)
O Form 10953-54

] Form 5498 Copy B (Plain Paper)

] Form 5495-ES4 Copy B (Plain Paper)
| Form 5402-54,

O Report 1098

O Repirt 1099-INT

| Repart 1099-6

[1[_Options | Repart 1099-R

r Report 1099-54

| Report 5498

O Report 5493-E54,

O Repart 5493-54,

(] Tax Reporting “alidation |§|

‘ Ireaieer A ‘ ‘ Close

| FIS (dema) | Dema | Effective Date: 120312008

3. Check the box next fbax Reporting Validation and click the Print button. The report will gertera
to your screen without further prompts, similathe following example.

il
| @& # =Fx = |1 4] e b oE || dh | > EFystalege
Prevlewl

urmber of °s Incicates rumber of vl feids

Tax Reporting Information & alidation

Mercury Credif Union
Barl Aocont Hame Cy Arklress 1 S Zp ok Tai D #
***** 1 CLEARIHG TELLER POST
I Cly * Tavaiicl S reet Ay “hovai St “invalidZip* *vaiid TaxiD *
4308 Do Tare Salt Lake City UT
Tavaiicl S reet Ay *vaiid TaxiD *
Total number of members checked:  ngg

Total nurnber of rmembers with invalid irfor mation 2
Percentage of members with invalid infor mation 01

oI o

4. Research and make any corrections needed e¢arisc If you make any changes to accounts,
a. RurRefresh Report Tablesfrom the main Mercury>Reports menu.
b. Re-run th@ax Reporting Validation report to verify that your corrections are refesteind you
have resolved all possible invalid data issues.

YEAR END SUPPLIES

Make sure you have sufficient statements and epesléor your year end processing.

Note: MERCURY DOES NOT support pre-printed forms. All tax forms are peghon plain paper on
your laser printer.

Mercury Year End 4 FIS



YEAR END CHECKLIST

There are only two differences between a normattquand and year end:

* Making sure all YTD financial and member non-finemhclata have been corrected for accurate tax tiegor
» Clearing your net gain/loss in the GL

You will perform all of these steps, along with yoagular month end stefdsefore closing the monthf you do
not have your month end checklist, contact Merctirgnt Services. As always, you can change the tathe
last day of the year and post your pre-paid, at¢arems and any other standard month end entries tar the last
day, as needed. (Remember to change your datefyakare going to process any member transasfjon

DAY END

You may choose to start some of your general ledgeressing any time during the day. Balance and
Close out your day as usual, post GL, User/Dravadaiing (ctrl-B), etc., then make a backup before
you start your month end/quarter end/year end gsicg.

MONTH END CLOSE

Be sure you have completed all normal month endfguand/year end processes before closing the
month. All general ledger and year end clearingstan be completed after closing the month inrprio
period as long as you have not closed the gereigkl yet. Close the month. The date will
automatically change to January 1, 2010.

YEAR END — CLEAR GL NET GAIN/LOSS

Mercury will NOT automatically clear out your NET GAIN/LOSS accowmnually 960.000 or 961.000).
When it's time to clear this out you will need toneplete all member transactions and postings, ata a
post to the general ledger. Run a Financial Staténo see the current balances in your NET Gassgl.o
Regular Reserves and Undivided Earnings. Eachtarembn has specific requirements that they must
follow for this transfer.

TAX PROCESSING STEPS AND PROCEDURES

As stated at the beginning of this document, tkeeports, forms, and files will produce the samferimation
before and after year end close, as long as all f¥absactions and member edits are finalized. Yayulzgin
verifying tax information before year end closed @an then create or reprint your 2008 tax repéots)s, and
files at any time in the days (and months) afteryend close, if needed.

This section will guide you step-by-step through tidix processing of your 1099-INT, 1099-R, 1099:089-SA,
5498, 5498-ESA, 5498-SA and/or 1098 filing forni$he process includes

TAX REPORTS - Verifying what will be reported

TAX FORMS - Printing the forms (if applicable towrgprocedures)
TAX FILES — Creating the tax export files for tramssion or submission
TAX FILES — Copying tax file(s) to physical media

TAX FILES — Transmission/Submission to FIS (recomdel)

Please read through this section carefully andviolill of the recommendations. Your tax informatie very
important. In order to ensure the resulting foarescorrect, please follow the instructions conghjet

Mercury Year End 5 FIS



DEADLINES FOR FIDELITY NATIONAL INFORMATION SERVICE S FIS

If FIS is providing tax processing services for ygour information must be submitted and/or traigdito FIS in a
particular format and timeline. Full instructidios creating and submitting/transmitting your taformation to FIS
are provided later in this document. The followteadlines apply to the 1098 and 1099 series fahm<$498 files
are not processed until April.

* Full Service: Data must be transmitted to FIS or postmarked@hoyrsday
January 7, 2010.

» Shared Service Data must be transmitted to FIS or postmarked@hoyrsday
January 7, 2010.

» Data Transmission Data must be transmitted to FIS or postmarked by
Thursday January 7, 2010.

* Your files will be transmitted to the IRS before kS due date if received by the specified daféS.is
not responsible for timely submission of filesttie IRS for data received after the deadlines.

Late fees In order to submit tax information by the IRS di@es, it is important your tax materials are
transmitted or postmarked by the specified dakéaterials transmitted or postmarked after the aluates will
be assessed a $15.00 per business day latéf f@e.do not have your faxed, signHIS Form 6847by Tuesday
December 1, 2009a $50.00 late fee will also be assessed.

If FIS is processing your tax information, you @eactronically transmit your tax files to us usthg instructions
later in this document, or you can copy them toaesble media and send them via a track able mgths&S
with tracking, FedEx, etc.). Mercury on Demaneists can just save your files in your client foldaryour
Mercury on Demand server and we will retrieve tlesffrom therePlease do NOT send us a check for your
tax processing at this time You will be billed for the total costs, includjrmny late fees, etc. Please note that
any physical media sent to us will not be returaed will be destroyed after use.

NOTE: If you are producing your own forms, you nmaint the forms at any time before or after cregtime tax
file for transmission. These instructions take ylaough verifying the data on the reports, prigtihe forms,
and creating the tax file(s), but you may perfomy af the steps in any order you wish.

Mercury Year End 6 FIS



TAX REPORTS — Verifying What Will Be Reported
NOTE: The Tax Reporting Validation report shoulteably have been used to find and correct any uhvali
incomplete, or missing account data.

Use the following steps to review the tax reportogtents before the actual creation of files angfmting of
tax forms is started.

If you have not already done so, run RepdRisfresh Report Tablesfrom the main Mercury menu.
1. From the Mercury main menu, navigate to Reports®Régiewer>System ReportsTax
Reporting. There is one report available for each tax fotrmber:

METGHRY e DO JJ@1

Eile Edit Members GL Back Office Eeports Setup Tools Help

A

Place a check next to each tem you would like to run:

] '-Form 1098 Copy B (Flain Paper)

O Form 1035-INT Copy B (Plain Paper)

[] [ Options ] Form 1098-G Capy B (Plain Paper)

[1|_Options | Form 1099-R Copy BCD (Plain Pager)

O Form 1099-54

] Form 5498 Copy B (Plain Paper)

] Form 5495-ES4 Copy B (Plain Paper)

[ (_Options | Form 5498-54

0 Repart 1093

| Report 1099-INT

[1[_Options_| Fepart 1099-0

[1[ Options | Report 1099

| Report 1099-54

| Report 5498

M| Report 5493-E54,

I [_Options | Repart 5498-54 —
O T Reporting “alidation Bt

3"

HEHENHAHODEEEERESRBE®EE

| it = | R | Close |

FIS (clema) Demo Etfective Date: 12051/2008 *

2. You must click theDptions button next to the Report item for the form numpeu wish to verify or
else your parameters wNOT be correct.
NOTE: In previous versions of Mercury, you coulghgs Options and Crystal would generate a
Parameter Values box. Now that Mercury Optionsaarglable, the Crystal Parameter Values will
no longer display.

3. On the Report Options dialog, click thesc. tab to view the tax reporting options for thisggpon
most tax reports, there will be only two optionaxTYear and Cutoff Amount, but some reports have
additional criteria:

& Report Options: Report 1098 [ <]

Printing ~ Misc. I

Tanx Year: |2009
Cutoff Amount: |$5EIEI.EIEI vl

Loan Types: || SARM-3 vear ARM ﬂ

[ 3IMT-3 Year ARM Interest Only

[[] A-Pledged Shares

[ BAL-Balloon

[[1B-Business Loan

[] C-Certificate Secured il

== Back et == Clear Options I Save Ls | Save Ok Cancel |
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4. Complete the options the same way you will comptle¢eform and file options

e Tax Year: should default t@009but if it does not, ente2009 in the Tax Year field.

» Cutoff Amount: This field is the cutoff for the minimum interdstreport, and only appears if
applicable to the form number. Select the sameevabu will use for printing the forms and
creating the tax file for this form type. The 1098F and 1099-R files allow a value of zero or
$10 as the minimum dividends to report. The 10B8dilows a value of zero or $600 as the
minimum for finance charges to report.

Loan Types: The 1098 Report offers the ability to narrow thpart to only applicable loan
type(s)important! Noloan types are selected by default. To seledt Emm type you will be
reporting on:
» Click on the loan type(s) in the Loan Types... window
* Click OK to retain these values for printing and returthesMercury Reports menu.
5. On the Mercury Reports menu, the report item ixkéd. Click theRun button.
6. The report will process and display to your scréeyou wish to print it, use the Print icon in the
toolbar.
NOTE: Do not use this report viewer to export tepart; it will not export in a usable format foxta
reporting. You must use the File Exports menu itesrexport the tax reporting data — (§e%X
FILES - Creating the Export Filgs
7. Repeat steps 3 through 8 for each report you reeedrify for forms or files you plan to process.

Elreport 1095 [_ Ol =]
jﬂ 9 Jj ‘ I 1 | x| & ooz h ‘ Busiri;;;aans- =]
Prewview |

Loan Types Entered: | 3ARN-3 Year ARV, 3INT-3 Year ARM Interest Onlwy, j

&-Pledged Shares BAL-Balloon
1098 Report for 2009

Judi's Vo
Account Hame Tax 10 ¥TOFC Street Address
Credit Union Totals Reported 1 Members Reported 000

TAX FORMS — Verifying and Printing Forms

All tax forms are printed from the same reports mas the verification reports for the forms. Yaun@rocess
the forms to the screen to verify the forms befeguesting to print them. You may print the taxvisrbefore or
after creating tax file(s), before or after youayend close, but you must ensure that all datarigplete and
correct, and you have run Refresh Report Tabléasy, far printing forms.

1. If you have not already done so, run Repdristresh Report Tablesfrom the main Mercury menu.
2. Navigate to Reports >Report Viewer>System RepofeacReporting. There is one item available
for each tax form number for use with plain pap&id one item available for most tax forms.

Mercury Year End 8 FIS



E Merciny Reponts J._j@.1

Eile Edit Members GL Back Office Eeports Setup Tools Help

Flace & check next ta each itemn you would like to run:

O h Form 1098 Copry B (Plain Paper]
] Farm 1099:MT Copy B (Plain Paper)
| [ Options | Form 1089-Q Copy B (Plain Paper)
]| Options Form 1039-F Copy BCD (Plain Paper)
] Form 1093-54
O Farm 5435 Copy B (Plain Paper)
] Farm S433-ESA Copy B (Plain Paper]
[
O

[ oetions | Form s4s.5A
Report 1098
| Report 1099-INT
[ Ostions | Report 109530
Options | Report 1099-R
] Report 1099-S4,
O Repart 5498
O Report 5495-ESA,
[ [_oetions | Report 5498-54 —
Il Tax Reporting Yalidation Ll

O R = O A < = == O =~

| T | 2 Close

FIS (dema) Dema Effective Date: 12/31/2008 *

3. Click theOptions button next to the form number you need.

4. On the Report Options dialog, click thésc. tab to view the tax reporting options for thisrfor
on most tax forms, there will be only two optiofigx Year and Cutoff Amount, but some forms
have additional criteria:

H‘F Report Options: Report 1098

Printing ~ Misc. |

Tax ‘fear: I2DDQ
Cutoff Amount: |$BDD.DD VI

Loan Types: |[]34RM-3 Year ARM -
[]3IMT-3 Year ARM Interest Only j
[] &-Pledged Shares
[[1BAL-Balloon
[]B-Business Loan
[] c-Certiticate Secured |

== Back | et == | Clear Options | Save Az | Save | Ok | Cancel |

5. Complete the options the same way you will compileéen when you create the IRS file(s), as

described undeFAX REPORTS — Verifying What Will Be Repqrsdzbve.

Click OK to retain these values for printing and returth®Mercury Reports menu.

On the Mercury Reports menu, the form item is ckdcIClick thePrint button.

The report will process and display to your scré&age through the forms, if desired, to see that

they are formatted correctly.

9. To print the forms, use the Print icon in the t@ltNOTE: Do not use this report viewer to
export the forms; it will not export in a usablerfat for tax reporting. You must use the File
Exports menu items to export the tax reporting dse@TAX FILES - Creating the Export Files

10. Repeat steps 3 through 8 for each form you plagrdoess.

© N o
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TAX FILES - Creating the Export Files

All Tax files for transmission or submission to RS are created from the File Exports submentherReports
drop-down menu. You may create the tax file(s) tefwr after printing forms, before or after youayend close,
but you must ensure that all data is complete anekct, and you have run Refresh Report Tablesr fwi
creating the file(s). IMPORTANTFIS cannot make corrections to your dataPlease verify your data’s
accuracy before creating your tax files. If youdfthat a correction is requirgdyu will need to call the IRS at
1-800-TAX-FORMS and request the proper forms and the publicatmhelp you fill them out. After filling out
the member's new corrected form (be sure to cliecKORRECTED BOX on the form) complete any add#ion
correcting forms required by the IRS and send tteethe nearest IRS office indicated in the IRS jmalblon(s).

1.

2.

If you have not already done so, run Reports>Régewer>System Reports>Tax

Reportingax Reporting Validation and verify that your invalid percentage is O onew.
If you have not already done so, run Repdrisfresh Report Tables
Navigate to Reports >File Exports. There is oneoexipemn available for each tax form number:

I“lercury - ¥Yersion 9.1.33

| Eile Edit Members GL Back Office [Reports Setup Tools windew Help

Refresh Report Tables

File Exports

Report Viewer

P |

MERC

Aires Shares File Expork

Aires Loans File Export

Federal Tax Export - 1099IMT
Federal Tax Expork - 1099R,
Federal Tax Export - 109954
Federal Tax Expork - 10990
Federal Tax Expork - 1095
Federal Tax Expork - 5498
Federal Tax Export - S438E54A
Federal Tax Export - 549854

Mercury eStaterments Export
SmartCOLLECTOR Export
SmartCOLLECTOR Lpdate
Digital Dialogue Expork
Cross Sell Data Export
AccountFolio Data Expork
DF&C Daka Export

MDS Export

=l

| M arilyr Giloweer (00018 |

Judi's WE

i Effective Date: 12/31/2009 P

4. Select the applicable Federal Tax Export form nuniteethe file you need to create. The 2009

Tax File Export screen will display with optionspdipable to the form number you requested:

Bl 2009 Tax File Export - 1099INT

Ex=port File/Location: |=SSkkRE sl NN e

=]

o

Tranzmitting lnztitution: IFIS 'I

Tranzmitter 1D:

Minirmurn Interest to Report: |$1 0 And Over 'I

Test File: IE:-chrt File 'I

Cloze |

E=port

» Export File/Location: Complete the file path and filename required fer ¢xport file, or
use the browse button to find the correct locatitiPORTANT! If FIS will be processing
your taxes, the filename in this pattustbe changed to include your Client number as well
as the form number, e.@:\nnnn-1099INT.txt, wherennnnis your client number. For
example: if your Client number is 9999, the filmme box should look like ¢:\9999-

1099INT. TXT

Mercury Year End
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For Mercury On Demand Clients, please save the fifeyour client folder on your Mercury
on Demand server and we will retrieve the filesrfrihere.

» (If you are submitting the file to another tax pgesor or the IRS directly, you will need to
use their naming convention for the copy you sé&eant)

NOTE: You can change the drive letter to exportfileedirectly to a removable device (e.g.,
a:\nnnn-1099R.txt or d:\nnnn-1098.txt), however, since you must keep a copy of your tax
reporting file(s) for your records, it may be simpto allow the export to default to a hard
drive location and then rename and copy the resuftie(s) to a CD or other acceptable
media device. (SEBAX FILES - Creating the Diskette or Removable M&thpy.

« Transmitting Institution: If you or another vendor are processing/submityiogr tax files,
selectCU, otherwise, if FIS is providing transmission seed for you, leave the defailtS
in the drop-down.

» Transmitter ID: If you or another vendor is processing/submitiyiogr own files, enter your
TCC# hereLeave blankf FIS will be providing transmission services f@u.

* Minimum Interest to Report: This is the same as the Cutoff Amount on thefication
reports and form printing prompts, and only appé&aapplicable to the form number. If
applicable, select the same value you are usingrinting the forms for this form type. The
1099-INT and 1099-R files allow a value of zerd@0 as the minimum dividends to report.
The 1098 file allows a value of zero or $600 asrtir@mum for finance charges to report.

» Test File: If you are sending a test file to CUNA Mutual Gpoar another vendor or to the
IRS for testing, selecest File from the drop-down; this will place a “T” in th@aropriate
position of your transmitter record. Verify wittM& or your other vendor when they will
accept test files (note: you must be on Versior33.10 create the proper files). To create a
final file for transmission or for FIS, sele€kport File.

* Negative YTD dividends:The IRS does not allow for negative dividendseadported. If
any member has an overall total YTD dividend okgative dollar amount in any category
you will see the following screen when processiagntax exports. Seleftrint after
choosing the appropriate printer and any membédr megative dollar amounts will be listed.
Each member that is on the report may require soareual reporting or corrections due to
the negative amounts.

x
— Select a Printer
= TaFile g WU sshrvbd214EM F
=% Microsoft Office Live Meeting Document Wwiiter £, \\Wulcan\HP Laserle
L=, Microsoft Office Document Image Witer L2 MwulcanyHP MCS 41
L5 HP DeskJet 840C/8471C/842C/8430 L2 MWWulcan\WMCS COLOF

=2 ActiveT ouch Document Loader g WveulcanhRICOH Afici
A WU eslfpBiee01\Receipt Printer Deby's Desk

4| | ol

Print I LCancel |
Printing Complete =

Finished sending the Megative Tax Amount report ko the printer,

Please review any accounts listed and make appaitgtax reporting changes if necessary.

Loan Type Selection:The 1098 file allows you to select only certaipgy of loans to report.
IMPORTANT! Noloan types are selected by default. To seledi kmm type you will be
reporting on:

a. Click on the loan type in the Loan Types... window

b. Click the right arrow butto— to move the loan type to ti8elected.. . window.
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B 2009 Tax File Export - 1098 [ x|

Export File/Location: Ic:\1 111-1098 tut |

Tranzmitting Institution: IFIS 'I

Transritter |D:

Minirnurn [nterest to Repoart: |$EDD And Ove 'I
Test File: IE:-:port File 'I

— Loan Type Selection
Loan Types... Selected. .

BaL-Balloon - 3ARM-3 Year AFM
B-Busineszz Loan HEINT-Horme Equity LL

C-Certificate Secure HELOC-Home Equity L
COMST -Constructio

Loon-Baloon with r
Mel-Melinda

M-Heww Car < |
ODLOC-Owverdraft L

O-Used Car

R-bizc Security
SIG-Signature Loan;l

Cloze Export

c. Repeat until all desired loan types have beevenhto the Selected... window.

5. Click theExport button to initiate the data export to the locatidentified when all fields are
completed to your satisfaction. If the file locatiis a removable device, be sure the device is
ready before clicking Export.

6. You will see a blue progress bar, and when thadimmplete you should receive a completion
message:

7. Repeat steps 3 through 5 for each tax file you needeate.

8. If you sent the export file to a disk location armlv need to copy the file to a removable device
to mail it to your tax processor, SEAX FILES — Creating Diskette or Removable MedigyCo

9. If you are transmitting your tax files to FIS, se&X FILES — Transmitting to FIS

TAX FILES - Transmitting to FIS (Recommended Proces)

FIS will accept Mercury files transmitted vaair website As discussed above, the fiteustbe named so that it
shows your client number. (Other tax processoth@ItRS may have different requirements.)

1.

wnN

If you neglected to include your client numberhe tax file name when you first exported the tax
file(s), use Windows Explorer or a comparable todbrowse to the file, and rename it according to
FIS’s requirement, e.gannn-1099INT.txt wherennnnis your client number. NOTE: If your
workstation does not display file extensions (sashtxt, .doc, .xls, etc.), you don’t need to add i
simply add the client number and a dash (-) ab#ggnning of the file name itself, e.gnnn-

1099INT

If you are a Mercury on Demand Client, skip to stefb

Using your standard web browser tool such as leteéfmplorer, go to
http://www.mercurydelivers.com/taxprocessirgter your Client number and click continue. You
will be re-directed to Web Vaultttps://webvault.vaultguard.com

Upload your individual files into your Web Vaultea. (Instruction for Web Vault is attached to the
email with this document.

Send an email t8ERVICES@FNIS.COMo let us know your files have been uploaded (MOD
clients, send us an email to let us know your filage been saved on your server). If you do ne¢ ha
email, please call and ask for someone in Profeak®ervices at 800-998-4357.
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TAX FILES — Creating Removable Media Copy

If you will be mailing the tax file(s) to FIS forpcessing, you must providach tax file on separate physical
media. (If your files will be processed by another seevor the IRS, they may have different requiremgnts
Please note that any physical media sent to usN@IT be returned and will be destroyed after use.

Reminder: You should always keep a copy of alfilas for future reference.

1.

If you neglected to include your client numberhe tax file name when you first exported the tax
file(s), use Windows Explorer or a comparable todbrowse to the file, and rename it according
to FIS’s requirement, e.ginnn-1099INT.txt wherennnnis your client number. NOTE: If your
workstation does not display file extensions (sashtxt, .doc, .xls, etc.), you don’t need to add
it; simply add the client number and a dash (thatbeginning of the file name itself, exgann-
1099INT

Copy the correctly named file to the appropriatggital media, using Windows Explorer or a
comparable tool.

Repeat steps 1 and 2 for each file you are sulmgitti FIS on a separate diskette.

After creating the physical media, place a lab#hwour credit union name, client number, and the
number of members processed on the media.

Follow the instructions iBubmit Tax Processing Request To fel&ail the media to FIS with

all appropriate documentation,

OR

Follow the instructions from your processor or lR& to mail them the media.
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SUBMIT TAX PROCESSING REQUEST TO FIS

If you are sending physical media to FIS pleaseensake that you send the media in a proper mailpravent
damage in transpomo notinclude other media or data with your tax file(s)!

All services, including tax processing, may be defad if non-tax files are included.

WHAT TO SUBMIT
Send the following items to FIS only if you did ricinsmit your file(s) electronically
PLEASE_ ONLY SEND YOUR TAX FILE. DO NOTINCLUDE OTHER DATA IN THE ENVELOPE.
O 1099-INT, 1099R, 1099Q, 1099-SA, 5498, 5498-ESABSA and/or 1098 file(s)
Theoriginal or faxed, signed IRS Form 6847 (Release Tax Informationpifadready provided to FIS
by fax. We only need the faxed version OR theinaly You can check this status of your tax preces
on http://www.mercurydelivers.com/taxprocessing
Note: WeMUST have your original or faxed signd®S Form 68470n file before we can transmit your files to the
IRS.
Late fees In order to submit tax information by the IRS di@es, it is important your tax materials are
transmitted or postmarked by the specified dakéaterials transmitted or postmarked after the aluates will
be assessed a $15.00 per business day latéf f@e.do not have your original, signed IRS ForrdB®y
Tuesday December 1, 200% $50.00 late fee will also be assessed. Renretimiewe cannot transmit your
files without thelRS Form 6847on file.

AFTER FIS RECEIVES YOUR TAX MATERIALS

You will NOT be notified or otherwise receive camfiation that we have received your tax data odiakettes
or what services you have signed up for. Howey@u,can login at any time to our 2008 Tax Proceggiab site
and view the progress of your tax processing. ddutp://www.mercurydelivers.com/taxprocessiagd enter
your client number and click the “Continue” buttoviou can view the progress of your tax processing any
time using the tax processing web site. Rather tinacalling Client Services with questions about the
progress of your tax processing, please use thisms@nient service first. If you still have questions or are
experiencing difficulties, please email usatvices@fnis.com

NOTE - We will make every effort to process yourfilas as quickly as possible however, we can prdynise
that your members forms will be postmarked andexdaily the IRS deadline of January 31, 2010.

FIS TAX SERVICE LEVELS

Full Service (Your Download or Postmark Deadline Thursday January 7, 2010):

*  FIS will print and mail forms to your members bybafore January 31, 2010 (price includes postage).
» Duplicates in PDF format will be uploaded to youebMWault account for your records.
» Data transmission to the IRS by or before the IRSdhte.

Shared Service (Your Download or Postmark Deadline Thursday January 7, 2010):

» Forms are printed, stuffed and sealed in tax epesl@nd shipped in bulk to your credit union fatrithution to
your members prior to the IRS due date. Therebeilan additional $60.00 shipping and handling fee.

* Duplicates in PDF format will be uploaded to youebdWault account for your records.

» Data transmission to the IRS by or before the IRS ahte.

Data Transmission Service (Your Download or Postmark Deadline Thursday January 7, 2010):
* Member information is processed and submittededR$ electronically by or before the IRS due date.

REMINDER: Due to the importance of processing your tax files by teeifipd IRS deadlines, a $15.00 per business
day late fee will be applied for tax-processing informationstmgtied or postmarked after the dates listed above for
each service level. FIS cannot guarantee your tax forms will bpletad by the IRS due dates if your tax information
is not transmitted or postmarked as of the above deadlingefdhudes the signed IRS Form 6847
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