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Introduction

The City of Philadelphia’s offers the ROAD program for tax preparers who submit Business
Privilege Tax, Net Profits Tax, Wage Tax and School Income Tax returns.

User Requirements

You must have a current Authorization Number (“D” number) in order to download the ROAD
installation file. Unauthorized use of ROAD is not permitted. If you need an Authorization
Number, you can apply on line at https://ework.phila.gov/revenue/

System Requirements

ROAD will run on Windows XP, Windows Vista and Windows 98. Optimal requirements are:
e Windows XP
e 1 Gig of RAM
e 30 Meg available for the program files and data

Windows VISTA and Windows 98 require similar RAM and storage space. ROAD will run
slower on a system with less.

Setup

Download the Installation File

You will download a file from the Internet. A high-speed Internet connection such as DSL or
cable is recommended.

1. Select a folder on your computer where you will save the installation file. The folder
must be easy for you to find later. If you save the file to your desktop, delete it or move
it to a different folder after installing ROAD. (You don’t want to click on it accidentally
and reinstall over top of work you have already completed.)

2. To download: click the link below.
http:/ /road2007.fileave.com /RoadSetup.exe

If the download page does not display, copy the link and paste or type it in the address
bar of your browser.

] Google - Microsoft Internet Explorer

File Edit View Favorites Tools Help

Qe (5] @ @ ih /:)Sear:h \;'\\?F uuuuu tes @ D;jv :‘ﬁ T -‘Jﬁeﬁ

Addriess | ttpifjroadz007 Fleeave. comfRoadSetup exe |

Web Images Maps MNews Shopping Gral mare

> |

If you are unable to download the file, you may request a CD via the following email
address: egovservices@phila.gov.

3. When the download starts, you may see a security warning. Click Save.
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File Download - Security Warning

Do you want to run or save this file?

Mame: RoadSetup.exe
Type: Application, 9,25 ME

From: road2007 fileave,com

Run ] [ Save ] I Cancel

@ While files from the Internet can be useful, this file type can

run or zave this zoftware. What's the rizk?

potentially harm your computer. If pou do not tust the source, do not

4. Browse to the folder you selected for the installation file. My Documents is shown here,
but you can choose a different location. Just make sure you can find the folder later.

5. Click Save in the Save As box.

Save As |E|E|

Save in ‘ () My Documents v| €] ¥ = M-
Ty g adobe [EDUML info
{ 23 e basisz_help [§)Updaters
MyFecent | |2)E2Z- Pay Cover Revision  [g2)USER GUIDE
Documents E My Data Sources ﬂlmage\newer-en_us.exe
— @My eBooks .g". wizxpe exe
=
@ @My Music
Desktop @My Pictures
@My Scans
My Shapes
EMV Videos
My Weh:
My Documents My webs
g Personal
- G Reparts
5 (52 SCANNING

- 157 Snaalt Catalog
My Computer ‘

R

File name: ‘HoadSetup.exe V|

[ Save 1

by M etwiark Save as lype: ‘Apphcatmn vl

[ Cancel L

6. The file is saved in the selected folder. Close the download box at the X when it

indicates the download is complete.

5% of RoadSetup.exe Completed

Saving:
Road3etup.exe From road2007 filkave com

[Eaw

Estimated time left 2 min 16 sec (450 KB of 9,25 MEB copied)
Download bo: H:\Roadsetup.exe
Transfer rate: 66,2 KBJSec

[ ] Cloze thiz dislog box when download completes

Cancel

7. Close your browser.
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Install ROAD (Single User)
Next, you will run the downloaded file, RoadSetup.exe, to install ROAD.

1. Use My Computer to browse to the folder where you downloaded RoadSetup.exe. (If you
downloaded it to your desktop, remember to delete RoadSetup.exe or move it to a folder
after you run it.)

2. Highlight the file and double-click on it to start the installation.

& My Documents

File Edt Wiew Favorites Tools  Help

@Eack i @ b Ir /-' Search ||_ Folders v

Address |ID My Documents

File and Folder Tasks EE'J EJ

3 Wl e e Adobe basisz_help EZ- Pay Cover

&3/
Iy eBooks My Music My Pickures

s
(.
©
&

Revision

@ Publish this folder to the

Web = .
@ Wiew prexious versions E.J EJ B,/ @J Y-

Iy Scans My Shapes My Yideos My Webs Personal Feports SCANMING
Other Places — =
@ Deskkop = ¥ = i
Snaglt UL info Updaters Gettinginko  hkeylocalu... Imageview... kmSetup.doc

W My Computer
i.j Iy Nebwork Places

Catalog

p
BE I
=

Windaws Windows wizxpe.exe

Details ’ ProductCa,..
Glassary.doc Glossary.pdf

3. If a Security Warning Displays, click Run.

Note for Vista Users: If you receive a message asking for permission to run the
installation program, select ALLOW. If after the installation, you receive a message
indicating that the program may have been installed improperly, it is not necessary to
reinstall the program.

Open File - Security Warning El

The publizher could not be verified. Are you sure pou want to
run thiz software?

Mame: RoadSetup.exe
Publisher: Unknown Publisher
Type: Application

From: H:

Run l [ Cancel

Alwayz azk before opening this file

Thiz file does not have a walid digital zignature that verifies itz
publisher. vou zhould only run zoftware from publishers you tost,
How can | decide what software bo iun?

4. Scroll to read the license agreement, and then click I Agree.
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iie: ROAD 07 (080118-0739) Setup: License Agreement

Please review the license agreement before installing ROAD OF (080118-07 39).
If you accept all terms of the agreement, click I Agree.

City of Philadelphia ~
and
Peripheral Systems, Inc.

Pragram for

CITY OF PHILAGELPHIA

TAX RETURM PROCESSIMNG APPLICATION
ROAD for Wiindows

License & Sublicense Agreement

Please read the following terms and conditions carefully before installing Road for
ifindows. Installing this application indicates that you have accepted these terms and
conditions.

b
(
=

5. Select one or more Installation Options. For a single user, click ROAD 2007 Phila and,
if needed, ROAD 2007 School Income Tax (SIT).

- 151X

Check the components you want to install and uncheck the components you don't
want to install. Click Mext to continue.

Select components to install: ROAD 2007 Phia

[0 ROAD 2007 Schaal Income Tax (SIT)
[ rROADR 2007 Metwark Ican

[ ROADR 2007 SIT Metwark Ioan

Space required: 25.60ME

I I ; ] [ < Back l [ Mext » ]

6. The setup program displays the location where it will store the program files. (The
program will create folders as needed.)

We suggest that you accept the default installation location. If you choose a
different location, you must remember the name of the folder where you installed
the program files.

Vista users: Do NOT install ROAD in the Program Files folder. Vista handles the
Program Files folder differently from others.
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il ROAD 07 (08011 9) Setup: Installation Folder,

Setup will install ROAD 07 (080118-07 39) in the following folder. To install ina

different folder, click Browse and szlect another falder. Click Install ta start the
inztallafion.

Destination Falder

Browse...

Space required: 25.6ME
Space available: 53 858

Cancel

< Back l [ Install

7. The setup program installs the files in the selected location.

8. Click Close when the installation is complete.
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9. Close out to the desktop, where you will find the icon(s) for the ROAD program(s) you
selected.

10. Double-click on the ROAD icon to start the program.

11. Continue with “The Main Screen” on page 7.

Install ROAD on a Network
First-time ROAD users:
Create a shared folder on your server. We suggest you name it ROADDIR.

From each desktop that will use ROAD 2007 Phila, map a drive letter to this folder.

Previous network users:

You will have this drive letter already mapped from previous years’ setup. Remember, however,
that if you add a new desktop, you must map a drive letter as described above.

First desktop installation:

1. New users: Create a folder on the network shared drive you created above. We suggest
you name it ROADWIN.

Previous users: You most likely have this set up from other years.
2. Run RoadSetup.exe and follow the directions on the first screen.
Select the program(s) you want to install and click Next.

4. When asked for the installation destination folder, browse to the folder created in step 1
(example: networkDriveLetter:\ROADWIN), select it and press OK, or simply change the
“C” drive letter to the mapped drive letter, retaining the rest of the description.
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The Destination Folder display box will show:
“networkDriveLetter:\ROADWIN\ROAD 2007 Phila”

Previous users: We suggest you choose the primary folder in which you installed

previous ROAD programs. That folder could be a folder other than ROADWIN.
5. Click Install.

6. Click Close when the installation completes.

This installation places all the files required for ROAD 2007 Phila in the appropriate folder.
The icons for the programs you selected display on your desktop and on the Start menu.

Remaining Desktop Installations
1. Run RoadSetup.exe from a desktop.

2. UNCHECK the “ROAD 2007 Phila” and “ROAD 2007 Phila School Income Tax (SIT)”
checkboxes. CAUTION: failure to do this may overwrite taxpayer information if any has

been entered.

3. CHECK ONLY the “ROAD 2007 Phila” Network Icon (and “Road 2007 School Income

Tax (SIT)” Network Icon if appropriate).

When asked for the installation destination folder, browse to the same primary
destination folder as in the first installation. (example: M:\ROADWIN).

Select the folder and click OK. The destination Folder box will display
“networkDriveLetter:\ROADWIN\ROAD 2007 Phila”

4. Click Install.

5. Click on Close when the installation completes.

6. The icons for the programs you selected display on your desktop and on the Start

menu.

Previous users: Please note that you no longer have to use ‘bdeconfig.exe” to set up

record locking.

The Main Screen

You will enter and exit the ROAD program through the main screen. On startup, you can close

the smaller pop-up window or wait a few seconds for it to close by itself.

Use the buttons on the main screen to navigate to the different parts of the program.

Exit each screen and the program by using the button provided instead of the Windows X icon

at the upper right corner of the screen.
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T R.0.A.D [ver DBO130-1828)
File Help

R.O0.A.D 2007

City of Philadelphia Revenue Department

ROAD Phila 2007

The City of Philadelphia
and
Peripheral Systems, Inc.

ROAD returns must be submitted electronically.
Paper versions of these returns will not be
processed.

{ Click here to close )

reparer
REPOTTS

Utilities

Maintenance

Preliminary Tasks

Make sure you have available the authorization number and PIN number issued to you by the
City. You will not be able to use ROAD without entering them on the Preparer screen. Your
first task in ROAD depends on whether you are a new user or a previous user.

New Users

Click on Preparer and fill in the required fields. A completed Preparer Profile screen resembles
the following. You must type in your Authorization Number and PIN before entering taxpayers.

Fomae ]

Preparer Profile

Authorization # @ |pyxwex TaxID# ¢ | wwssus
Pin# ¢ lywwy

Prepater name | | r, Tax Preparer

Representative : j James Jerrold

Address 1 ;| 123 BROAD 5T

Address 2 1 SULTE 209

Address 3 ¢ | pHILADELPHIA PA 19104

Phone: |(z15) s55-1212 x:320
Faxi [iz1s) sss-1213 x=

Close
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Previous Users

Import Your Preparer Profile
1. Click Utilities.
2. Click the Import tab, and then click Import Preparer Profile.

3. Follow the instructions on the screen to import your Preparer Profile from your most
recent version of ROAD. If you changed the default destination folder during installation
last year, browse to that folder. The folder name will display in the Browse for Folder
window. Click OK.

Browse for Folder

Choose the directory to import Fram

...Program Files\Roadwin\ROAD2007 Classic

ROADZ007Classic

5103 Oracle
3) Outlook Express

) PCORS

. H-IC3) Reference Assemblies
B Roadwin
[=Rs IR CAD

[>

i) Backup
{0 ROAD For Windows

|

v

|~

L OK ][ Cancel ]

Import Taxpayers

1. Click on Import Taxpayer Demographics. If you changed the default destination folder
during installation last year, browse to that folder. The folder name will display in the
Browse for Folder window. Click OK.

2. Follow the instructions on the screen to select some or all of the taxpayers from your
previous version of ROAD.

Taxpayer Import 23]

Check | Tax ID | Hame Click on the column headsr "Check” to sork by checked

boxes.
[} 6736375 Repos Inc,
O 5922562 Arbogest, Andrew Click on the column header "Tax ID" ko sort by bax
O 5300497 Faraday Fims, Inc. numbers.
O stosses  Hagsie &hodh's Toys (lick an the column header "Wame” £ sart by checked
O 4943320 Lan Swingly st name,
O 4587234 Kine & Kline

ou can checkfuncheck a group of sequential items by
E T edfTsan fouthion First clicking (or <Shift-Clicking ) on & Tax 1D ko

3124567 Jane’s Bakery checkfuncheck i, then Shift-click on the other Tax ID
O 2233443 Rockford, Randall ta check/uncheck it, and vou'l find that all rows
O 2224565 Clark Gibsan between T2« ID 1 and ID 2 are checkjunchecked!
O 1234586 Morty the Mechanic
O 1127332 Robinson, Raynelle
[} 1112341 James Watson
Select Al Clear Al
< | > Press to Tmpart
Close

3. Click Close to exit the Taxpayer Import screen.

4. Click Close to exit the Utility screen.
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Complete Your Preparer Profile

ROAD 2007 Phila will not permit you to enter taxpayers until you complete your profile by
typing the PIN in the place provided on the Preparer Profile screen.

Click on Preparer and fill in the PIN # field.
TPreparer

Preparer Profile

Authorization # © [pawes

Cr

Ta [0 # ¢ | gy

Enter a New Taxpayer Profile

1. Click Add a New Taxpayer to activate the fields on the Taxpayer Profile screen for data

entry.
2. You must enter a valid, seven-digit Taxpayer ID#.

m Taxpayer Profile
File Edit Help

Taxpayer

Select Taxpaver Tax ID#: (4587232 Social Security # @ [L11-22-3333  Federal ID #: i

Taxpayer Mame ; |Evarsham Electrorics, Inc Representative | | Edward Eversham

Address 11 | 123 Main 5t Phane: [(215) 555-1212 x:

Address 2: | Fax:|(2l5) §55-1213

Address 3: | Media, PA 19063 [~ checkF new address

BPT Status : Mot Complete

3. Complete the remaining fields at the top of the form, and then make selections to set up

the taxpayer’s profile. ROAD will determine the necessary forms based on your

selections.

ethod Current Business Type esident

% Method IT
{as reported

% Corporation " Resident

" Individual " Mon-Resident
" Partnership " Baoth

ta Fed Govt)

" Method 1
(in accordance

" Partnership w/Corporation Members

v Lheckif Apportions andfor Exclusionsi
Check if Alternate Method is used

with accounting
systen)

—

Terminated, Provide Date : - - \ BPT/MPT Locate I

Sold, Purchaser' Mame : ’— m End Edit I Delete

turn Last Transferred on @ | _/ Print BPT/MPT Print \WageRec
Main 3creen Print Coupan

4. To fill out returns immediately, click BPT/NPT or Wage Rec. This will save the profile
and display the appropriate tax forms. If you prefer to do the returns later, see “Prepare

Returns” on page 12.

February 2008

10



R.0.A.D.

Manage Taxpayers

Update an Existing Taxpayer Profile
1. Display the taxpayer using the Select a Taxpayer button.
2. To make the desired changes, click Edit. Click End Edit when you have finished.

If changes to the taxpayer profile also change the forms required, ROAD will issue
notification that all returns for the taxpayer will be deleted. (The Taxpayer Profile will
not be affected.) If you click Yes, then a new set of blank forms will display when you
click the BPT/NPT button.

Current Business Type ~Resident———

~ Corporation
 Individual
' Partnership y  Oneor more critical values has changed,

Critical Changes

™ Partmership wjc:

All returns for this taxpayer will be deleted.

Do wou want ko delete all returns For this taxpayer?

ate I = = Locate Mext
——

Prink EPT (1P

Delete a Taxpayer

1. Consider whether you want to back up the taxpayer’s profile information before
deleting. (See “Back Up Files” on page 17.)

Display the taxpayer using the Select a Taxpayer button.
Click the Delete button.

ROAD asks for confirmation.

AP R

Click Yes if this is the taxpayer you want to delete. ROAD deletes the taxpayer profile
and all associated returns.

Find a Taxpayer

The Locate button offers a way to search for a taxpayer using specific fields on the Taxpayer
Profile screen.

1. Select the field to be searched from the drop-down list.

Locate Value

Field :
|——Select field-- j

--Select field-- Cancel
FedID

.

Help

2. Enter the value for the taxpayer you want to find and click OK. ROAD displays the
taxpayer profile for the selected name.

ROAD will search with a partial value. For example, if you select the Name field and
search for Jane, ROAD will display the profile for Jane’s Bakery. If you click the Locate
Next button, the profile for Harrison, Jane will display.

February 2008 11
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Prepare Returns

1. Click Select Taxpayer to display a list of all available taxpayer profiles. You can scroll
through the list and sort the entries by tax ID, name or BPT status.

2. Highlight the name and click OK to display the selected taxpayer’s profile.

Select a Name X

Tax 1D | Mame | BPT Returm Status [ &
1112341 ‘Watson, James
1122332 Robinson, Raynelle
1234566  Monky the Mechanic
zzz4566 Gbson, Clark

Rockford, Ruthann
3124567 Jlane's Bakery
3344553 Harrison, Houghton
4557234 Kline & Kline

4587432 Eversham Electronics,... Complete

Ok | Cancel |

3. Click BPT/NPT or Wage Rec. ROAD displays the forms needed to complete the selected
taxpayer’s returns.

Navigation

Look at the top of the page to view the navigation controls. ROAD displays the forms as tabbed
pages.

M Road Forms

Mame ; Rockford, Ruthann - ‘ Print Penilty Date

Tax ID ; 2233443 Screen

> ‘ Taxpayer

s | scie | s | Bt |
1. Gross Receipis from sales and/er rentals of tangible personal property,
i ala nf ctocks honde and

dividands interast ravalies and amine an s

e You can click on the individual tabs, or you can go from page to page by clicking the
forward or backward arrow.

e You can click the Taxpayer Screen button to return to the Taxpayer screen, but you
should do this only from the last page of the return to ensure that ROAD does all
the necessary calculations. Returning to the Taxpayer screen from the last page
marks the return as “Complete” in the BPT Status column on the Select a Name list.

Select a Name X

TaxID | Hame £ BPT Returm Statusy &
1112341 Watson, James
1172332 Robinson, Raynelle

1234566  Monty the Mechanic Complete
2224566  Gibson, Clark
2233443 Rockford, Ruthann Complete

3124567  Jane's Bakery

3344553 Harrison, Houghton
4587234  Kline & Kling Complete
4557432 Ewersham Electronics, §.  Complete

QK Cancel
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Entering Values

1. The cursor blinks in the first box of the tax form. (If the first box is not applicable, tab
to the next box.) Type a value to replace the zero.

SCHD | s | scHe | EPT | wsaec | wswez | wspex | NPT1 |
1. Gross Receipts from sales andior rentals of tangible personal property,
dividends, interest, royalties, and gains on sale of stocks, bonds and H H
business capital assets 1 | 0 |00 If Line 1 is not

applicable, press

2. Gross Receipts from services........ . . e . .-} ' 0 Tab or Enter-

3. Gross Receipts from rentals of real property. ... 30 | 0 |00

4. Total of Lines 11hrough 3. e | |00

2. Press Tab or Enter to highlight the next box that can accept data. Type the value and
press Tab or Enter. As you move through the form, ROAD does the calculations.

SCHD | s scHs | EPT | wsaec | wswes | wapex | NPT1 |
1, Gross Fecsipts from sales and/or rentals of tangible personal property,
dividends, interest, royalties, and gains on sale of stocks, bonds and 00
BUSINESS Capital BSSEES. oo.ovvooooerevvooeeeo oo e 0 .
2, Gross Receipts from services...... [ — T—— - - | 365,421 |00
3. Gross Receipts from rentals of real propeny............n3 | 0 |00
4. Total af Lines 1 trough 3. s s he | |00
8. Less exclusions from: 00
Sa. Sales delivered outside of Phi L B SR —- - .
| nl.00

3. After you enter the last value and press Tab or Enter, the cursor moves back to the top
of the form.

e You can tab through the form to make changes or corrections to the entered data,
but you cannot type in boxes that are grayed out.

e To continue, display the next page by clicking Next or by clicking the labeled tab as
described under Navigation.

NOTE: If you believe that ROAD is not displaying the forms needed for the selected
taxpayer, make sure the taxpayer profile accurately reflects the taxpayer’s situation,
including residency, accounting method, apportionment, etc. (See “Update an Existing
Taxpayer Profile” on page 11.)

Special Features

ROAD offers features that assist you with some specific calculations. If a value needs to be
transferred from one schedule to another, ROAD provides a button to automatically make the
transfer.

Penalty Date - BPT

You can calculate penalty based on a future date. Click the Penalty Date button in the
navigation bar.

February 2008 13



R.0.A.D.

Prink ' Penalty Date } > |

A pop-up calendar displays. Click the arrows to move from month to month. Click on a date to

select it.

&a. Credit from overpayment of 2006 or 2007 MNet Profits Tax. ...

6b. Include any andior pay of 2007 BPT prev
and any credit from overpayment of the 2006 BPT return................

8c. Tolal payments and credils. (Line 6a plus Ling BB)..........ocooooeeniins

7. Net Tax Due (Line 5 less Line 6c).
If Line 6c is greater than Line 5, enter "0%........ccnmnimsnnnisssnnnsinnns

8, Interest and Penalty
Multiply Line 7 by the cumulative percentage from the chart on

Penalty Date [ZJ

Compute penalky as if today is @

6/25/2008 i

4 e, 2008 3

Sun Mon Tue Wed Thu Fri Sat

i 2 3 4 5 6 7

]

TOTAL DUE including Interest and Penalty (Line 7 plus Line 8).
Use payment coupon. Make check payable to: "City of Philadelphia™ ...

QVERPAYMENT OPTIONS If Line 6C is greater than Line 5, enter the amoury 10 ba:
10a. R Do not file a sef Refund Petition.  ereee

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 € 26 27 I8
29 30

" deaz: 1 :zs#znna =
—

1

Loss CarryForward - Schedule D

ROAD will total the amounts available for loss carryforward. Click the Loss Carryforward
button. The box allows you to enter amounts from the previous three tax years. Click OK to

close the box.

.a | O

ns of the
S | oss Carry Forward

404(2)(E) Computation of Loss Carryforward
psull here
Available Loss Accurnulated Loss
wiEhoe Carryfonward Carryformard
2004 Actual EPT 1445 $  1445.00
2005 BRT o7l $ 196600

2fminus | onge got 1ze]  § 209200

That was due
on 4/15/2007

ninus Ling
which is available for this return.
chedule ¢

1(Line 51 Loss Carrvforward applied to 2007 4§ 2092.00

*hiladelp

e B B O

‘ Loss Carryfimd | .IO

ﬂ

Enter on these lines the Loss remaining from that year
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Printing Returns
From the Taxpayer screen, you can print returns in several ways.
e Press Print BPT/NPT to print the entire BPT/NPT return.
e Press Print Wage Rec to print the taxpayer’s Wage Reconciliation return.

e When you press either Print BPT/NPT or Print Wage Rec, ROAD asks for confirmation
and then offers additional options:

Print §|

Print Options

[ Coupons
[ Amended Return

[ signature Page

Ok Cancel

0 Coupon — Prints the payment coupon to be included with the payment when
submitted.

0 Amended Return — Prints a return with “Amended Return” at the top.

0 Signature Page — Prints a signature page for the client to sign. You should keep a
signed signature page on file for each return that you create in ROAD.

e Press Print Coupons to print payment coupons.

From the BPT or NPT page, you can print the single page or the entire BPT or BPT/NPT return.
You can print an amended return or a signature page. If tax is due, you also can print the
coupon.

Print §|

Print Options

f* Current Page
" NPT Return
" BPT/MPT Return

[ &mended Return
[ Signature Page
[ Coupon

QK Cancel
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From any other page of the taxpayer’s return, you can print a schedule individually:
1. Click Print.
2. The active schedule will open in Adobe Acrobat Reader.
3. Click the printer icon in the toolbar.

Prepare Transfer Files

When you have completed the returns for your taxpayers, you are ready to create a transfer
file to send to the City. Wage Reconciliation returns must be sent in a transfer file that you
create separately from the BPT/NPT file. A single transfer file can hold multiple returns.

1. Click the appropriate button on the main screen.

2. On the Tax Payer Transfer screen, you can click the View Taxpayers with Returns
button to display all taxpayers with returns. The button toggles to View Taxpayers Not
Yet Transferred. For either view, ROAD will display only the taxpayers with completed
returns. Follow the instructions on the Transfer screen for selecting taxpayers for

transfer.

Tax Payer, BRT/MPT Transfer |§|
Check | Tax ID ‘ Mare | Transfer Date FE#E 2007 Tax returns due April 15, 2008 4+
1234566 Monty the Mec...  never transferc Click on the column header "Check” to sort by checked
4587234 Kline & Kline newer transfert hoxes.

1112341 Wakson, James never kransfert
Click on the column header "Tax ID" to sort by tax
numbers,
Click on the column header "Mame" to sort by checked
last name,
'You can seleck a group of kaxpayers by
first clicking on a Tax ID ko check it, then
hold down the Shift key and click on another Tax ID
ko check it. All taxpavers bebween the bwo selections
are checked,
‘ou can uncheck a group of taxpayers in the same
manat.
Select Al | Clear all |
Wigw all Taxpayers with returns |
< > Do BPT/MPT Transfer
Close

3. Click Do BPT/NPT (or Wage Rec) Transfer. ROAD asks for confirmation twice:

Transfer returns due 2007 |g|

Do wou want to create a transfer file ‘¥ou are about ko create a kransfer
containing the selected taxpayers? file Far Tax Year 2007,

Do wou wank o continue?
Yes Mo

Yes Mo
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4. ROAD directs you to the Transzip folder (the recommended location), but you can select
a different folder. Click OK to save the transfer file. ROAD confirms the transfer.

Browse For Folder @

Save transfer file bo ..,

() Program Files ~

= |53 Roadwin The transfer is complete
= 5 ROAD 2007 Phila

5 backup
[ History

@ images

O lib

2 TransZip K
Folder: | TransZip |
[ Make Mew Faolder ] I Ok l [ Cancel ]

5. ROAD displays the file information and the addresses for email and postal mail. Check the
box to print the information. Attach the file to an email or mail it to the City on a CD.

Transfer Information @

[The City of Philadelphia Tax file just created by R.0.A.D. is :
DO00L.zip
and iz located in @
C:\RoadWintROAD 2007 Phila\TransZip
Please attach this file to an e-mail wessage addressed to:
egovservicesBphila. gow
or

Copy the file to a CD and wail to:

| __Check the box
to print

eGoviervices
City of FPhiladelphia
Minicipal Services Building Sth Floor
1401 JFK Blvd
Philadelphia

I™ Print the about information

Ok

Backup and Restore

Back Up Files

ROAD automatically saves your file each time you exit the program. You will find the most
recent 10 backup files in the “ROADWIN\ROAD 2007 PHILA\Backup” folder. These files are
named by the date and time they are saved, for example, road_backup.20080214.1042.db.

We suggest that you also manually back up your files from the Utilities Screen by clicking
Utilities and selecting the BACKUP tab. ROAD allows you to back up as many taxpayers as
you want. Follow the on-screen instructions. Consider backing up your files to a different drive

than where the program resides.
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Restore Files
You can restore a backup file as follows:

1. From the Utilities screen, select the Restore tab.

Backup Restore ] Import |

Please note the Following:
Returns which are being restored buk not in R.0LA.D, will be added ko RLOLA.D.
Returns which exist in R.CLA.D. will be replaced by those you are reskaring.

A copy of the master DE file will be created in the backup Folder

Restore

Close

2. Click Restore and select the file(s) to restore.

Choose backup file to restore

Laak in: |L'f} backup ﬂ £ El-
'2 | %) road_backup.080124.1220.db

%) road_backup, 0801241657, db
MyRecent |[]road_backup.080128.1139.db
Documents | &) iad_hackup, 060126, 1407.db
@ | %) road_backup.080131,1207.db
%) road_backup_D60131,1311.db
Desktop L’-ﬂroad_restore_backup.tllSl.130?.db
. L‘!ﬂroad_restore_backup.ﬂlSl.1359.db
’j | %) road_restore_backup.0131.1401.db

My Documents

My Computer

-

My Netwark File name: - Open
Places | J \—l
Files of type: |F|_D.A.D. DE file [*.db) ﬂ Cancel

3. You can restore any number of taxpayers by selecting them individually, or you can
easily restore all taxpayers by selecting ALL.

4. Click Press to Restore. ROAD restores the selected backup file.
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Maintenance

Use the Maintenance screen to, unlock a locked record, download updates and check which
version of ROAD you are using.

Unlock a Record

Records that are being edited are locked to prevent two users from editing the same record at
the same time. If a system error occurs, the record may remain locked. You can unlock it from

the Maintenance screen. Follow the on-screen instructions.

Download Updates

The Download R.O.A.D. Updates tool is used to download a new version of ROAD if it is
available. The system first checks to see if you have the latest version of ROAD. If you do, a
message displays to let you know you are running the latest version.

Unlock Taxpayer Download R.O.A.D. Update ] Yersion Info ]

This tool is used to download a new version of R.O.A.D. 2007 F it is available,

MOTE: ¥OUR COMPUTER MUST HAVE ACCESS TO THE
INTERMET, OF. THIS WILL NOT WiORE,

The systenly beck ko ceef o hags he lackact varcion of B O 4
LR R.0.A.D is up to date E| sion.
If there is . i

install it \]':) Wou are currently running the lakest version of R.0.A.D,

Yiou are running version 080130-1528.

There is nothing ko download.

(Click on th Dane.

Download an Update

If there is a newer version, ROAD will ask if it is OK to download the version.
Follow the on-screen instructions for downloading.

NOTE: After downloading, make sure all of your work is saved in ROAD and that ROAD is
closed before installing the update.

Uninstall ROAD

If you uninstall any year’s ROAD from your computer, you will no longer be
able to do returns in ROAD for that year unless you reinstall ROAD for that

year.

1. To uninstall ROAD 2007 Phila, click on Start>Programs and select
RoadWin>ROAD 2007 Phila>Uninstall.
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i@ Accessories »
Bl @ cxPressitsE 2.2 5
@ cames »
HP ’
HP Color LaserJet 3600 »
(@) Microsoft OFfice »
»
»
L3
L3

Multimedia Center For Think OFFerings
[ Mortel Networks
online Books

(@) snaglt s
I/ soundvax
IF) Spybot - Search & Destroy

»
» iFoadWin|ROAD 2007 Phila
»

Startup »
»
»
»

Symantec Client Security
Think\antage

WinzZip

[E Acrobat Distiller 5.0
[} Adobe Acrobat 5.0

. Adobe Reader 7.0

|- Adobe Reader 6

2. The Uninstall Wizard will display the location of your ROAD
program:

¥ ROAD 07 (080118-0739) Uninstall: Confirmation

Uninstall to start the uninstallation

Thiz wizard will uninstall ROAD 07 (080118-07 39) from your computer. Click

Uninstalling from: |C:3RoadWiniROAD 2007 Philay,

3. Click Uninstall. A message displays when the uninstall is complete.

% ROAD 07 (0B0118-0739) Uninstall: Completed

The Road installation is complete. Press the ‘close® button fo continue
IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII|

~

For questions about tax return preparation, contact egovservices@phila.gov

For technical support for the ROAD program, call 610-987-3421.
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