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Introduction

The City of Philadelphia 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, Windows 7 or Windows 98. For optimal
performance, you should have:

e Windows XP or later
e 1 Gig of RAM
e 30 Meg available for the program files and data

ROAD will run slower on a system with less.

Setup

Run or 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 to avoid reinstalling ROAD unnecessarily.

2. Click the link below. [If the download screen does not display, copy the link and paste it
in the address bar of your browser. You may type the address, but be sure you type it
exactly as shown (upper and lower case)].

(Link to download program goes here.)

(Picture of link in address bar goes here.)

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.

NOTE: If you choose Run, the installation will begin right away and you won’t have to
save the installation file. However, some browsers or settings may not allow this.
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File Download - Security Warning x|

Do you want bo run or zave this hle?

Mame: ROADSetup2lxx exe
Type: Application, 10.9MB

Run Save

patentially harm your cormpter. IF you do not frust the zource, do naot

|i—i) While files from the Internet can be useful, thiz file type can
=" Iun or save this software. Wwhat's the risk?

Browse to the folder you selected earlier.

Click Save in the Save As box.

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

indicates the download is complete.

Download complete o [m] S

rd

—“i_,',.d Cownload Compleke

ROADSetupZ01]1.exe

Ciownloaded: 9.63MB in 56 sec
Dowwnload to: HROADSetupZ0l 1. exe
Transfer rate: 176KE S

[ Close this dislog box when download complstes

Fiun Open Folder | Cloze I

7. Close your browser.

Install ROAD (Single User)

Follow the steps below to run the downloaded file, RoadSetup201 1.exe, to install ROAD.

1. Browse to the folder where you downloaded RoadSetup201 1.exe. (If you downloaded it
to your desktop, remember to delete RoadSetup201 1.exe or move it to a folder after you

run it.)

2. Highlight the file and double-click on it to start the installation.
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3. If a Security Warning Displays, click Run.

File Download - Security Warning x|

Do you want to run or save this file?

Mame: ROADSetup2lxx exe
Tupe: Application, 10.9MEB

Bun Save

potentially harm your computer. [F pou do not trust the source, do not

|® While files from the Intermet can be wzeful, thiz file twpe can
b run or gave thig software. What's the riskY

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.

4. Scroll to read the license agreement, and then click I Agree.

i ROAD xx (090102-1101) Setup: License Agreement

Please review the license agreement before installing ROAD % (020102-1101). If
wou accept all terms of the agreement, click T Agree.

| City of Philadelphia ~
and
Peripheral Systems, Ine.

Program far

CITY OF PHILADELPHIA

TAX RETURM PROZESSTIMNG APPLICATION
ROAD for Windows

Licenze & Sublicense Agreement

Please read the following terms and conditions carefully befare installing Road for
Windows. Installing this application indicates that you have aceepted these terms and
conditions.

S. Select one or more Installation Options. For a single user, click ROAD 2011 and, if
needed, ROAD 2011 School Income Tax (SIT).
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ROAD %% [090102-1101) Setup: Installation Options

Check the components you want to install and uncheck the components you dan't
want to install. Click MNext to continue.

Select components to install:
[JrOAD 20 School Income Tax (SIT)
[ roADLZ0xx Metwark Icon

[ roADRZ0xx SIT Metwark Icon

Space required: 24.6MmE

’ < Back ] [ Mext » l

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.

Click Install.

i ROAD xx (090102-1101) Setup: Installation Folder

Setup will install ROAD xx (090102-1101) in the following folder. To install in a
different folder, click BErowse and zelect another falder. Click Install ta start the
installation.

Destination Folder

| [ Erowse...

Space required: 24.6MB
Space available: 55.958

o [

7. The setup program installs the files in the selected location.
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AD %z (090102-1101) Setup: Completed

8. Click Close when the installation is complete.

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 2011 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, 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.
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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 RoadSetup2011.exe and follow the directions on the first screen.

3. 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

S.
6.

(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.

The Destination Folder display box will show:
“networkDriveLetter:\ROADWIN\ROAD 2011”

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.

Click Install.

Click Close when the installation completes.

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

Remaining Desktop Installations

1.
2.

Run RoadSetup201 1.exe from a desktop.

UNCHECK the “ROAD2011” and “ROAD 2011 Phila School Income Tax (SIT)”
checkboxes. CAUTION: failure to do this may overwrite taxpayer information if any has
been entered.

. CHECK ONLY the “ROAD2011” Network Icon (and “Road 2011 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\ROAD2011”

4. Click Install.

S. Click on Close when the installation completes.

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

mendu.
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The Main Screen

When you first start ROAD, it will connect to the Internet to check to see if you are using the
most recent version. If you are not, you will be given the opportunity to download the newer
version. We suggest that you always use the current version: download the new file, exit ROAD
completely, and follow the instructions above for installing ROAD.

" R.0.A.D. (ver 090102-1101)

R.O.A.D. 20xx
City of Philadelphia Revenue Department

R.O.A.D. 20xx

by
The City of Philadelphia

and
Peripheral Systems, Inc.

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

s ror wermer
Checking for updates... _

Utilities

Maintenance

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.

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 fields that are followed by an asterisk. These fields are
required. You should also complete the optional fields, since that information may appear on
reports. A completed Preparer Profile screen resembles the picture below.
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Preparer Profile

Authatization 4 : IDDDm *

Pin#: [ages *

Tax ID # : 7654321|

Preparer name : | Ir. Tax Preparer

Representative : Ijang Preparer

Address L2 [ 123 Main st

Address 2 ; | Suite 400

Address 3 IOurtown, PA 190y

Phone : {215y s55-1212 x:
Fax:liz15) s55-2121 x:

Email Address

g e
8 I Tpreparer@sxs.com

Email Confirmaion

Tpreparen@:x:.com

* Required fields

Previous Users

Import Your Preparer Profile
1. Click Utilities.

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

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.

#ig Utilities [ = |

Backup ] Restore Import l

Import Taxpayer Demographics
To Import the i i i

-
the folder in 2 A S L
If you accep Choose the directory to import from :
the proper
If you did na C:\RoadWin\ROAD 2010
R.0.A.D. ins - /
OAD 2010 gt
> L. ROAD 2009 -
4 | ROAD 2010
| badwup
. images
>y lib
. TransZip |_|
> |) ROAD 2011 [
> L. SwSetup i
[ OK J [ Cancel

Pick the folder (ROAD 20xx) that
has your most recent version of
ROAD.
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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. (You can resize the columns by “grabbing” and dragging the

edge of the column header.)

Taxpayer Import

Check | Tawx ID | Marme

O 6736375 Repos Inc.

O Bozz5ez Arbogast, Andrew
O 5390497 Faraday Fims, Inc.
O 5005343 Maggie & Moah's Toys
O 4943320 Lan Swingly

O 4587234 Kline & Kline

O 3344553 Harrizon, Houghton
O 3124567 Jane's Biakery

O 2233445 Rockford, Randsall
| 2224566 Clark Gibson

O 1234566 Moty the Mechanic
O 1122332 Raokingon, Raynels
O 1112341 James Watson

£

Click on the column header "Check” to sort by checked
boxes.

Click on the column header "Tax ID" to sort by bax
numbers,

Click on the column header "Mame” ko sort by checked
lask narme,

‘ou can checkfuncheck a group of sequential ikems by
first clicking {or <Shift-Clicking=) on a Tax ID to
checkjuncheck it, then shift-click on the other Tax 1D
to checkiuncheck it, and you'll Find that all rows
between Tax ID 1 and ID 2 are checkfunchecked!

Select all | Clear all |

Press to Impork

Close

3. Click Close to exit the Taxpayer Import screen.

4. Click Close to exit the Utility screen.

Complete Your Preparer Profile

ROAD will not permit you to enter taxpayers until you complete the required fields (*) on the
Preparer Profile screen. You should also complete the optional fields, since that information
may appear on reports.

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#.
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(X

m Taxpayer Profile

File Edit Help
Taxpayer
Select Taxpayer Tax ID #: ,m Social Security # ’m Federal ID #: ’-7 BPT Status : Nok Complete
Taxpayer Mame ; |Eversham Electronics, Inc Representative : |Edward Eversham
Address 1 | 123 Main 5t Phone : [1215) 555-1212 x:
Address 2: | Fax:|1215) $55-1213
Address 3: | Media, PA 19063 [~ Check if new address

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. The Start Date field is optional.

Method —— urrent Business Type Esider
' Method 11 ' Corporation ' Resident I Check i filng MPT anly
SESF::'IJET;\?S & Individual " Mon-Resident ™ check if Apportions andor Exclusion
 Method 1 " Partnership  Both ™ Check if Alternate Method is used
(in accordance " Partnership wiCorporation Members j
with accounting e
syskem)
Stark Date 07-01-zo00| BPT/NPT Locate I Liocate fext

Delete

T
6&rminated, Provide Date : I - - \I ‘Wage Rec End Edit
Print BRT{MPT Print WageRec

Print Coupon

If Sold, Purchaser' Name I

Return Last Transferred on : I DD

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 11.

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.

If you click Yes, then a new set of blank forms will display when you click the BPT/NPT
button. (The taxpayer profile will not be affected.)

Current Business Type 1 Resident

" Corporation
" Individual anis andjor Exc
% Partnership y  One or more critical values has changed, e Method is us

only

Critical Changes

" Partnership w/C All returns For this taxpayer will be deleted.

Do you want ko delete all returns For this taxpayer?

Locate Mexk

Delete

Print BPT(MP
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Delete a Taxpayer

1. Consider whether you want to back up the taxpayer’s profile information before
deleting. (See “Back Up Files” on page 21.)

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

ROAD asks for confirmation.

S A

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

Figld : ¥

|——Se|ect figld-- ﬂ

--Select field-- Zancel
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.

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 |z‘

TaxID | Mame | BPT Return status [~
1112341 Watson, James

1122332 Robinson, Raynell
1234566  Monky the Mechanic
2724566  Gibson, Clark

2233943 Rockford, Ruthann

3124567  Jane's Bakery

3344553 Harrison, Houghton

4587234 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.
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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
Tax 1D : 2233443

Taxpayer
> ‘ payt

Print ‘ Penalty Date e

SCHD = sche | EPT |
1. Gross Receipts from sales and/or rentals of tangible persanal property,
dividends_ imterest. rovalties and nains on sale of stocks . bonds and

¢ 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 | Mame £ BPT Retum Statusy A
1112341 ‘Watson, James
1122332 Raobinson, Raynele

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

5174567 Jane's Bakery

3344553 Harrison, Houghton
4587234 Kline & Kline Complete
4557452  Eversham Electronics, §.  Complete

QK Cancel

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 | semc | schs | BPT | wsasc | wswea | wsoek | NPT1 |
1. Gross Receipts from sales and/er rentals of tangible persanal property,
dividends, interest, royalties, and gains on sale of stocks, bonds and H H
inoss capha st : | 0 |-00 If Line 1 is not

applicable, press

. Gross Receipts from SEIVICRS. ... ' 0 Tab or Enter.

. Gross Receipls from rentals of real propery.. ... 3 | 0 ‘00

]

w

Total of Lines 1 through S........cumummmmsmsm s il | ‘00

b

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.
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SCHD SCHC SCHE BPT

1. Gross Recsipts from sales and/or rentals of tangible personal property,
dividends, interest, royalties, and gains on sale of siocks, bonds and
business capital assets.

2. Gross Receipts from services.....

3. Gross Receipts from rentals of real propery......... i

4. Total of Lines T1roUEN 3.

5. Less exclusions from

5a. Sales delivered outside of Philadelphia.............. S5a.

l

MPT1

0 |-00

365,421 |-00

0 |-00

|.00

| n oo

l

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

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.

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 10.)

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.

‘ Prink ‘ Penalty Date } >

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

select it.

January 2012
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Ga. Credi from overpayment of 2006 or 2007 Net Profils Tax..........coe

&b, any and'or ex 1 payments of 2007 BFT pr
and any credit from overpayment of the 2006 BPT return................

Compike penalky as if today is :

6. Total payments and eredits. (Line Ba plus Line 8k).._................... B25[20 XX %

7. Met Tax Due (Line 5 less Line Bc). 4 e, 20 3
I Line B¢ is greater than Line 3, ender "0".............ccnmmmniimnmss s

Sun Mon Tue Wed Thu Fri Sat

8. Interest and Penalty

Multiply Line 7 by the cumulative percentage from the charl on Instructior 1 2z 3 4 5 & 7
9. TOTAL DUE including Interest and Penalty (Line 7 plus Line 8). & 9 10 11 1z 15 14
Use payment coupon. Make check payable 1o: “"City of Philadelphia”... ... 15 16 17 18 19 20 21

OVERPAYMENT OPTIONS If Line 6C is greater than Line 5, enter the amoun’ io be:

10a, Refunded. Do not file a separate Refund Petifion...............ccu v 2 30

| & aToday: 1/25/20 %%
- [

-

22 23 4 € 6 27 28J

Loss CarryForward - Schedule B and EZ2

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.

o | O

ins of the
e Loss Carry Forwand

404(2)(E) Computation of Loss Carryforward
sult here
Available Loss Accumulated Loss
\habare Carryforward Carryforward
2008 Actual BRT 1445 4 1445.00
2009 BPT ozl 4 1966.00

Sfminus |00 BRT 1z¢] $  2092.00

That was due
on 4/15{2011

ninus Ling ook on these lines the Loss remaining from that year
which is available for this return.

chedule g

1{Line 51 Loss Carryforward applied to 2011 §  2092.00

*hiladelph

T - OSSP SRTP - | O

Loss Carryfind | 0.

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:
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Print E|

Print Options

[ Coupaons
[ Amended Return

[ signature Page

QK Cancel

o Coupon - Prints the payment coupon to be included with the payment when
submitted.

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

o 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 E|

Print Options

* Current Page
" NPT Return
" BPT{MPT Return

[ Amended Return
[ Signature Page
[ Coupon

(04 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.

If you have a dial-up Internet connection, make sure you are connected to the Internet
before attempting to transfer files.

1. Click the appropriate button (Transfer BPT/NPT or Transfer Wage Rec) on the main
screen.

2. On the Taxpayer Transfer screen, 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.

Sort and Select Taxpayers

You can sort the list of taxpayers by Taxpayer ID, by Name or by Transfer Date (if you
are doing multiple transfers). You also can display the sorted list in ascending (lowest to
highest) or descending (highest to lowest) order.

For example, to sort the list by Taxpayer ID, click on the Taxpayer ID column heading.
A blank checkbox displays next to the heading. If you click the heading a second time,
the list will be resorted in descending rather than ascending order. A check mark will
appear in the column heading to indicate the reverse order.

Taxpayer BPT/NPT Transfer

I T.. [l | Mame I Transfer DatEiI
001342 FANELLL FRED  never wansfe—
0434255 BAREER, LYDIA never transfe
0615929 ROCKWELL CLA... never transfe
0814966 PINKERTOM, JA... newver transfe
1333205 PFAFT BUSINES... newver transfe
2ERE1TE  MIKANGD, MARYIMN  never transfe
2797591  ROTHMAMN DAYID  never transfe
3037400 COPELAMD, MA... newver transfe
3114306 PASSMORE 10..,  never transfe
3303307 HATT INC never transfe
3383523 GEORGE RIZZO newver transfe
3548340 ALBERTSOMEU... never transfe
3634535 JOAMN SAMPLE never transfe
3824349 POMEROY ART... never traniclll

»

T [ rzme | Transfer Date «
9394517  SCHMIDT GREG... never transfe
9393480  TOMAS JUANA newver transfe
9389450 RESTORATIOM... newver transfe
9353521 DELMAR STEVEN never transfe
9328593 RODMARMN, EDWY... never transfe
9310392  BELLIMNGHAM, ... never transfe
9293765 FLAMMERY, K¥L... never transfe
9249536 KOSOWSEY SAM... never transfe
Q230785 PHOTOGRAPHY... newver transfe
Q228620 ANGLER'SEMP...  never transfe
9224299 MILLER, SRAYS... never kransfe

9232395 MCLAIN, JOCEL... never transfe ™
3

| O0O000O0 000000000

OO0O0000O0O000O00O000|g

F

Close
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The Transfer screen displays tips for sorting and selecting the taxpayers.

£

ekt 20w Tax returns due April 15, 206 F4+

Click on the column header "Check! to sort by checked
boxes,

Click. on the column header "Tax ID" ba sork by Eax
numbers.,

Click. on the column header "Mame” to sart by checked
last narme,

ol can seleck a group of taxpayvers by

First clicking on a Tax ID to check it, then

hiold down the Shift key and click. on another Tax ID
ko check it. &ll taxpayers between the bwo selections
are checked.

fou can uncheck a group of taxpayers in the same
MAanner.

Create Transfer Files

3. Click Do BPT/NPT (or Wage Rec) Transfer. The main screen displays and asks for

confirmation:

=

Do you want to create a transfer file
containing the selected taspayers?

L’ Transfer

Transfer

If you click No, a message will display “Transfer canceled by user”. If you click Yes,

ROAD asks for confirmation again.

January 2012
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Transfer returns due 208

You are about to create a transfer
file for Tax Year 20XX.

Do you want to continue?

Yes Mo

This is your last chance to cancel the transfer. To cancel the transfer, click No. To
continue with the transfer, click Yes.

Transfer File Creation x|

The Transfer Files are complete. The files will now be transfered to the City.

raxpayer

ysfer BP"

Transfer Wag

Prepare:

When you click OK, ROAD will create the transfer files and send them to the City’s
server. You will see the progress of the transfer:
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TP R.0.A.D. (ver 101215-0802)

File Help

R.0.A.D 20XX
(04} JUploading transfers.. x| Department

sending "NPT"....

Transfer BPT/NPT

=1l x|

When the transfer is complete, ROAD will display a log of the transfer activity. Print the log for

your records.

TP R.0.A.D. [ver 101215-0802)

File Help

R.0.A.D 20XX

Cit R

The City of Philadelphia Tax file just created by ROAD
has been transfered to the city's servers.

If you have any cquestions about this transfer file, contact
eGoviervices at:

egowservicesiphila. gov

Transfer log (Wed Dec 29 15:37:05 Z0EX)

BPT transfered (18 records, 5220 bytes)
NPT transfered (7 records, 2030 hytes)
LOG transfered (10 records, 649 bytes)

Preparer ID : DS555

0814968  (EZ1,EZ2,NPTL)

2666176  (EZ1,EZ2,NPT1)

2797591 (BPT,5CHE, SCHD , 3CHC ,NPTL)
3037400  (BPT,SCHB,SCHD, SCHC,HNPT1)
3114506 (EZl,EZZ,HNPTL)

3393523 (EZ1,EZ2,NPTL)

3548340  (EZl,EZZ,NPTL)

¥ Print the above information

x|

=10l

If there is a problem during the transfer, ROAD will make multiple attempts to transfer the

Errors
files.
g A R
Uploading transfers... | & I
J
error # 450: will try again in 5 seconds ...
\ A

January 2012
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If for any reason ROAD is unable to successfully transfer the returns, you will see a dialog that

looks like the following:

- :
Transfer Status Error Report ‘

The returns where not transferred.
Please try again in a few minutes...

Transfer log (Fri Jan 07 11:02:27 20XX)

Could not connect. ERROR = [socket.gaierror| (7, 'getaddrinfo
failed')]

If you have any questions about this transfer, contact
eGovServices at:
egovservices@phila.gov

[¥] Print the above information

There was a problem transferring files to the city's servers.

Usually, when you see this dialog, it means the server that ROAD is trying to communicate
with is busy. This is very similar to what happens when you make a phone call and get the
busy signal. If you receive this dialog, you should attempt to perform the transfer again a

short time later.

Reports

ROAD offers several reports to help you manage taxpayers and returns. On each report, you
can list taxpayers by name or by Tax ID. Click a tab to display a description of the report.

e Taxpayer Information Report

e Signature Page (for one specific taxpayer)
e Who Filed What When

e Not Complete

e Not Started

January 2012
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=il

Taxpayer Info ISignature Page | wiha filed What then | Mok Complete | Mot Started |

This repart is used to print infarmation about taxpavers,

Press the Individual Taxpaver button to bring up a pop up dialog where vou will be able
ko select an individual from a list,

Press the All Taxpayer butkon to prink a report of all taxpayers,

5otk
(% by TaxID by Name

Taxpayer Repoark |
Main Screen |

Backup and Restore
Back Up Files

ROAD automatically saves your file each time you exit the program. You will find the ten most
recent backup files in the “ROADWIN\ROAD 2011 \Backup” folder. These files are named by
the date and time they are saved, for example, road_backup.2011 0214.1042.db.

We suggest that you also manually back up your files from the Utilities screen. From the Main
screen, click Utilities and then select 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
drive other than where the ROAD program resides.

Restore Files

You can restore a backup file as follows:

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

™" Utilities 3

Backup Restore | import |

Please note the Follawing:
Returns which are being restared but not in R.0.A.D, will be added ko RO, 4.D.
Returns which exist in R.O.A.D, will be replaced by those vou are restoring.

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

Restore

Close

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

Choose backup file to restore

Look ir: |E} backup j EF '

_.2_ %] road_backup.090105.1711.db

%] road_backup.090105,1713.db

MyRecent |4 road_backup.090106.1515.db

Documents | (&) 2y backup, 090106, 1628.0b
?“L_: road_backup.090108.1111.db

%] road_backup.090108.1139.db

Deskiop %] road_backup,090108.1141.db

@3 road_restore_backup.0108.1145.db

5

ty Documents

Fy Cornputer
Pl Metwaork, File: harne: |road_bac:kup.l3901 08.1111.db j Open |
Places
Files of type: |R.0.A.D. DB file (*.db) -] 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.

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.0O.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.
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Road Update

\;!‘) You are using the lakest version of ROV A.D.

If there is a newer version, ROAD will ask if it is OK to download the version.

Road Update

\:‘p There is a newer version of R.04,.D, 20xx available to download,
[
You are running version 0501 15-0739,
The newer version is 050130-1528,

Do ol wank ko dawnload this version and install it?

Yes Mo

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, click on Start>Programs and select
RoadWin>ROAD 2011>Uninstall.

- Acrobat. com
[" =’| @ Intermet Explorer
- A w0 MSH
@ Outlook Express
@ ‘Windows Media Player
ﬁ ‘wiindows Movie Maker
Mortel Metworks
\Eﬂ Windows Catalog Adaobe Acrobat 4.0
% Tl Acrabat Distiller 5.0
[} Adabe tcrobat 5.0
1) ROAD for Windows

W25 Misrosctt Ofice word 2007
-

[_x_i‘ Microsoft Office Excel 2007

Pragrams ROAD 2010 »

Documents ¥ Ghostscript AN e ROAD 2011
Ghostgum

e
Settings L Iifanifiew
°

v Jasc Software
@ Autodesk
Sophos

) FileZila FTF Cliert
& R @ Bentley

o H Adobe Readsr
(@ snapomn. Snagit10

Search

Help and Support

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

¥ ROAD #x (090108-0930) Uninstall: Confirmation

I, This wizard will uninstall ROAD xx (090108-0930) from your computer. Click
m Uninstall to start the uninstallation.

Uninstalling from: |CRoodWinmROAD 20,

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

¥ RDADxz (09010B-0930)

Close

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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