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Formatta Electronic Forms Management

Replace paper forms. Process information faster. Simplify daily routines.

If you examined any department in your enterprise, you’d find many paper-driven forms processes that are slow, hard to track and a drain on
productivity. From HR to accounting and financials to administration and beyond, your organization likely has hundreds of these paper-heavy
routines — new employee onboarding, performance evaluations, capital requests, time and expense reporting, just to name a few. Up to 80

percent of business-driving documents are forms, and yet, despite needing to do more with less, most companies do little to change the way

they approach forms management.

Formatta from Access is a comprehensive and versatile suite of e-forms management software products that can transform any paper-driven
forms process into an electronic, paperless one. Formatta’s components — Designer, E-Forms Manager, iFiller and Filler — work together

seamlessly, empowering you to:

Create paperless, collaborative and secure electronic forms-driven processes

Easily create and publish new e-forms and convert existing (paper or electronic) ones that retain their original structure

Capture correct and complete data the first time, every time

Extend access to forms across the enterprise and to authorized third parties like partners and customers

Seamlessly integrate forms with business applications and content and document management systems

Enable automatic data updates and document archiving in those systems — no manual steps required

Authorize forms with digital signatures, which only users with valid credentials can apply

Improve governance of government-mandated forms, such as |-9s and W-4s
Support all major compliance and security mandates

Increase visibility and accountability by tracking forms throughout their lifecycle
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Complete Forms Online

. . —t cH O
with Formatta iFiller

Our web-based tool, iFiller, enables you

to retrieve, complete, submit and digitally
sign e-forms directly from your browser.
Forms just need to be designed once, and
then render the same for every operating
system and browser. iFiller extends the
convenience, speed and security of
electronic forms to authorized users across
your organization.
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Form W-4 (2011)

Complete all workshests that apply. However,
your may claim femer (or 2ero) aliowsances. For

Purpese, Domplets Fom Wed o that wour
employer can withhold the comet federal
incometax from your pay. Consider completing 3
e Form 14 each year and when jour

personal or fnancial stuation changes

Exempticn from withhalding. f you are emmm.

somplete only Jines 1,2, 3, 4, and 72
the formita vaidata . Ysur sxempton Br 2011
eopires February 16, 2012 See Pub. 508, Tax

iy
Withholding and Edimated Tax.

Note. If ancther person can daim ou as 3
dependent on his or her tax retum, you cannet
slaim exemption fromuithholding if Jour income
ewgeds 3350 and includes more than $300 of
uneamed income (for example, interest an
dividznds).

Basic instructions. If you ars net awempt,
complete the Persondl Allowances Wor keheet
below. The workcheets on page 2 further adjust
your withholding allowanees based on itemized
deductions, certain credits, adjustmentsto

inceme, of buo-eamersimutiple jobs £ ftuations

regular wages, withholding must be based on
allowances you daimed and may nat be 3 izt
amount or percetage of wages.

Head of household. Generally, you may daim
head of household fling status on your tar retum
onlyif you are unmarried and pay more than
50% of the costs of keeping up 3 home for
yourself and your dependent(s) or ather
qualting ndbdale. Sea P 301, Evermptions,
duction, and Fling kfomation, for
ok
Ta credits. You can take projected tax credis
intto aceourt in figuring our allowable number of
uithholding alowances. Credits for child or
depenent care expenses and the child tac
crexdit may be daimed using the Personal
Alwwances Workshest below, See Pub. 819,
How Do | Afust by TaxWithholdineg, for
information on converting your other oredis into
withholding alewances.

Momwage inceme, If you have a large amourt of

nonwage income. such as interest or dividends
carcider making &dimated 2 payments using

Form 1040-ES, Estimated Tax for hdhviduals.
Dtheruiss, you may s addrional taz. i you

have pension or annuty income, see Fub. 918 to
find ol 0w hould 2dhis v wibhalding on
Form -4 or -4

Two earners or multiple jobs. Fyou have a
working spouse o more than one job, figure the
total number of allowances you are entithed to
claim on all job using morkchests rom onlyone
Form U4, Your withholding uaually will be most
acourate when all sllouances are daimed on the
Form U4 for the highest paying job and zero

ed nthe sthers. See Pub.
212 for details.

dien fyouare a

sz Motice 1301, Supplemantal Form U4
htructions for Nonresident Aliens, befare
sompleting this form

Chesk your withholding . Atter your Farm -4
takes affect, use Pub. 910 to sze how the
amourt: you'are having withheld compares to
YUr projected total tax for 2011, See Pub. 918,
expediallyif your eamings exceed $130,000
(gingle) or 120,000 (Married).

Personal Allowances Worksheet (Keep for your records.)

A Enter "1" for yourself if no one else can daim you as & dependent
 Youare single and have only one jok; or

B Enter ""it  “Youare matried, have only one job, and your spouss doss not work; or

1 * our wages rom & second job of your SpoLse's wages (or the totsl of both) are $1,500 or less. J

€ Enter "1" for your spouse. But, you may chooss to erter *-0-"

)

if you are married and have ether a working spouse or
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Form W-4 (2011)

Purpose. Complete Form W-4 5o that your
empioyer can withhold the comect federal

income tax from your pay: Consider completing a
new Form W-¢ 2ach year and when your

personal or finanaal Stuation changes.

from wi ing. If you P

complete only fines 1, 2, 3, 4, and 7 and sign
the form to vabdate it. Your exemption for 2011
expires February 18, 2012. See Fub. 505, Tax
Withhakding and Estimated Tax

Note. If another parson can daim you asa
dependsnt on his or her tax retum, you cannot
claim exemption from withholding if your income
‘exveeds 5850 2nd incudes more than 3300 of
uneamed income {for sxample. interest and
dividends).

Basic instructions. If you ars not sxempt,

‘omplztz the Personal Allowances Worksheet

below. The workshests on page 2 further adjust
your withholding allowances based on ftemized
deductions, certain cradits, adjustmants to

inceme, or two-earersimuttiple jobs situations.

Complete all workshests that apply. Howsve:
Yo trzy ciaim ezt o z200) Sleavances, For
regulsr wages, withholding must be bassd on
allowances you daimed and maynot be a flat
amount or percentage of wages.

Head of household. Generally, you may daim
head of househoki fling status on your taxretum
onlyif you are unmarried and pay more than

50% of the costs of keaping up & home for
yourself and your dependentis) or other

qualifying individuale. Ses Fub. 501, Bxemptions,
Standard Deduction, and Filing Information, for
information.

Tax credits. You can take projected tax credits
into acoount in figuring your allowable number of
withholding allowances. Credits for child or
dependent care expenses and the child tax

credit maybe caimed using the Personal
Allowances Worksheet below. See Fub. 513,
How Do | Adjust My TaxWithholding, for
information on converting your other credits into
withhoiding allowances.

Nonwage income. If you have 2 large amount of
nonwage income, such as interest or dividends,
consier making estimated t2x payments using

Form 1040-ES, Estimated Tax for Individuals.
Othenwise, you mayowe additional tax If you
have pansion or annuity income, se= Fub. 515 to
find out if you should adjust your withholding on
Form V-4 or W-4F.

Two earners or multiple jobs. If you have 2
working spouse or more than one job, figure the
total number of allowances you are entitled to
daim on all jobs using workshests from onlyone
Form W-4. ‘Your withholding usualhy wil be most
acrurate when all alowantes are dzimed on the
Form W-4 for the highest paying job and zer0
allowances are daimed on the others. See Pub.
518 for details.

Monresident alien. If you are 2 nonrzsident alien,

se= Notice 1352, Supplemantal Form W-4
Instructions for Monresigent Aliens, before
completing this form.

Cheek your withholding. After your Form W-4
takes effect, use Pub. 313 to see how the
amount you are having withheld compares to

your projected total tax for 2011, See Pub. 313,
espedially if your eamings exceed 130,000
(Singie) or $180,000 (Married).

Offline Forms Completion

with Formatta Filler

Filler gives users the option of completing
electronic forms offline, and then securely
submitting the data when online. Just like

with iFiller, its browser-based complement,

Filler features full support of secure electronic
signature, and forms retain the appearance and
structure of paper versions for ease of use. Filler
can be used on any Microsoft® Windows™ based
platform and can also be used when connected

online.

Personal Allowances Worksheet (Keep for your records.)
A Enter *17 for yourself if no one else can claim you as a dependent A
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Technology is changing expectations
and the global marketplace requires
organizations to be increasingly competitive,

Enter "1"if you have at least $1,900 of child or dependent care expenses for

Purpose. Complete Form W-4 so ths
Mote. Do not includte child support paymerts. See Puk. 503, Child and Dependen :

employer can withhold the correct

i G Child Tax Credit (inclucing additions! child tex credit). See Pub, 972, Child Tax Cri income tax from your pay: Consider od

employees can no Ionger be restricted by + 11 your total income will be lessthan $61 000 (§80,000 if married), enter "2" for & new Form W-4 each year and when your h
i3] Stusti 2
four walls and the stacks of paperwork they T oo a o v ot more s caren e 1100 persona| or financal Stuation chang=s on
. H el lines A through G and enter total here. (Hote. This may be differert from the Exemption from withholding. If you are sx=mpt, 5
contain. For aceuracy, ¢~ #1T¥0u plan to itemize or claim adjustments to income and v e only lines 1, 2, 3, 4, and 7 and sign Yol
complete all .‘ﬂfl;guﬂggv?mgzgxr;ﬁiﬁ)? l;fge"i‘.m“ andyou and the form to validate it. Your exemption for 2011 Qs
. worksheets o " row and expires February 18, 2012. See Pub. 505, Tax St
With Formatta e-forms management it i ok et o st G d Esimates Tox it
: H irace vAall can 0 P eeaeaeeee Cut here and give FormW-4 to your employer. | Mote. If another person can daim you as 3 Ta
solutions for mobile devices, you can o V=4 Employee’s Withholding dependent on his or her tax return, you cannot int
liberate your team to be more productive DepamersoTt T P rier yousre eniledio s 3 ertanrunber of o claim exemption from withhaolding if your income wit

nEnal Fere e Sei . y ’
. N 1 Type or print your first name and midcle intial Lagt name = S\_SL il inckiies mou:_: than 3300 of de
with anywhere, anytime forms access. Our '5"?:35‘;,'"“”* {for example. interest and o
ividends).
. . . Home add ber and dreet I rout 3 Al
solutions for the Apple iPad and iPhone S e ] fSE Basic instructions. f you ar= not sxemet, Ho
. . . owan ksheet inf
enable authorized users to interact with, Chiotlorn, de, s ZIF oo = ‘;';’:,2.‘9;1;“3;;5;",;";';392 zﬁhfr“;djm wit
P . withholding allowanoces based on itemized Mo
complete and apply digital signatures to 5 Total number of allowances you are daiming (from line H above or from the applict your wit 3 y 3

P ppPly cig 9 & Additional amourt, if any, you want withheld from each paychecc deductions, certain oredits, adjustments to o
secure e-forms on the go. 7 | daim exemption from withholding for 2011, and | certifythat | mest both of the fol income, or two-earners/multiple jobs situstions. ool

+ Ladt year | had a right to a refund of all federal income tax withheld becauss | h
# This year | expect a refund of all federal income tax withheld because | exped {1

I you meet both conditions, write "Exempt” here

Personal All

Tailored interfaces for each device take A Enter*1* fnryourseﬂ ifno one else can claim n you as a d

e+ penatties of periury, | declare that | have examined this certificate and to the bes)
bloyes's signature
iz not valid,
b< you sign it )
Employer's name and address (Employer: Complete ines and 10 only if sending
=3

Apple iPad®

full advantage of multi-touch technology,

Employee Si

providing an intuitive experience for all

Employer Sig

[
(S-S
For Privacy Act and Paperwork Reduction Act Hlotice, ses page 2.

users.
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