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Dataflow Guidelines

General

1.  For SALES and/or USE TAX RETURNS, ALWAYS use both Individual and Entity Profiles, unless you can rule out individual if clearly a corporate form.  ALWAYS use the Self-Employment Information section for business name and address under the Individual Profile.  If no address is filled out in the Self Employed Information section, then use the Taxpayer address.

2.  FEIN is an employer identification number or EIN (IRS assigns).  Do not dataflow the social security number on forms calling for an EIN.  FID stands for federal ID number and TIN (or TID) stands for taxpayer identification number.   All these can be a FEIN or SSN.  However, if there's a State Name listed in front of Tax I.D. No. (For example: Hawaii Tax I.D. No.) - DO NOT FLOW TO THE FIELD.

3.  For “Federal Identification” labels, flow FEIN first, else SSN.

4.  If a box contains a validation, ALWAYS make sure to flow data based on validation.  For example, the FEIN in profiles is validated XX-XXXXXXX, however a form may contain a validation XXXXXXXXX (without ‘-‘) so the hyphen must be deleted from dataflow.  If a phone number is validated, we have to delete everything but numbers  before formatting because phone number fields aren't validated in the profiles.  Use .delete("^0-9") and check for length >= 10 in case the user has entered an extension in the profile.

5.  For VOUCHERS, ALWAYS flow to first page (or the first voucher if there are multiple vouchers on the first page) and use calculations to direct post the information to the remaining vouchers on all pages.  

6.  DO NOT dataflow "optional" fields.

7.  If a form has no dataflow, make a comment in RUBY (#No Dataflow).

8. Employer Forms (Occupation/Withholding/Injury/Wage Reports): Flow like a sales and use to the employer section (entity, self-employed info, individual info) UNLESS there is a section to report names of employees.  In that case, only flow entity to the employer section.  Flow individual info to the employee section and DO NOT FLOW self-employed info.

9.  CHANGE OF ADDRESS OR OTHER INFO type forms:  Assume that client is updating their profile with the most current information, so dataflow to new or current section and DO NOT FLOW to old or previous info area.  Exception: If the new info area is labeled "if applicable" or if the only fields in the new area that should have entries are just the fields where your info has changed, ALWAYS flow to the old or previous area.

10.  ALTERNATE FORMS OF ADDRESS: Some forms have more than one address area.  ALWAYS dataflow to the mailing address when there is a choice UNLESS the field is labeled "mailing address (if different)".  In that case, we have to flow to the other address area even if it is labeled physical address or business location.  If there is one field labeled "street address" and a second field labeled "Post Office Box", dataflow to the street address field.

Form Example – Iowa 1040C: In this case, dataflow to current mailing address, however, DO NOT FLOW any information to Post Office Box.

11.  An address field labeled as "Having its principal office at:", dataflow entity name into the appropriate name field and address into the "Having its principal office at"  box. The individual address can also flow to the "principal office at" box if there is a field that will accommodate the individual name  . Ex: KZWX1000

12.  REGISTERED AGENT: In addition to Agent section of the Entity profile, flow individual name and address, unless there is a better place to flow Individual  DO NOT FLOW self-employed info.  If the state name is pre-printed in the Agent section of the form, ALWAYS check if Agent or Individual state.upcase matches the state on the form before flowing the name and address.  

Don't flow to "assessee or authorized agent" fields.  Authorized is not enough and assessee is not a usual role for agent for service of process.  Ex: WKJM1004.

Do flow when the form only says “agent”, but don't flow agent information to sections that just say “Representative”. Sections labeled “Representative” can sometimes accommodate preparer dataflow.

13.  PHONE NUMBERS: If a phone number has the area code boxed separately and is not validated, always dataflow with hyphens to the second box to look like this: XXX-XXXX. Do not add parenthesis to the area code dataflow. Do not dataflow if form indicates it is optional information.  Ex: ZJHB (note in code states this).

Individual

1.  If a form has a generic NAME field, ALWAYS flow First Name then Middle Initial then Last Name then Suffix in order.  If a form asks for "Name(s) as shown on return", then the dataflow must match the name(s) exactly on the form(s) it gets filed with.  Usually the form will reference the form numbers it files with ie. Federal 1040, 1120, etc. Check the forms referenced each year for the name sequence since forms can change.  If the name on the tax return does not include the suffix, do not dataflow suffix.

2. When there is a single generic phone number box, we flow the work, home, and mobile phone numbers in this sequence to the one box using a case statement. By flowing the 3 numbers inside a case statement the first phone number found in the profile will be the number that flows to the  box.

3.  If a form asks to enter your name and your spouse’s name, ALWAYS connect names with an ampersand (‘ & ‘).

4.  If a form asks to enter spouse only if joint, the spouse name must only flow by checking for the joint filing status in the profile first. If the joint filing status is checked and there is only one generic name box, the primary and spouse names will flow separately to the one box separated by ampersand (‘ & ‘) between the names. If there is a separate box for the spouse name, then the spouse name can flow to the box only if joint.

5.  "IF DIFFERENT Last Name"  The state wants to see the spouse's last name ONLY if different.

6.  ALWAYS flow Apt. No. after Address unless separately boxed Suite/Apt. No. If there is a separate box labeled for the apartment, suite, etc., only flow the apartment number without  the "Apt. #" prefix we normally use. 

7.  If a form has boxes for the account and routing number along with check boxes for checking and savings, DO NOT DATAFLOW to these sections unless the form is specifically for direct deposit only.  We do not typically flow direct deposit account information to most forms including those that calculate a tax due and refund.

8.  DO NOT dataflow “Marital Status”.  ONLY flow Filing Status Information.   Ex: BQLQ1005.

9.  If form states that filer only has to provide last 4 digits of SSN, we dataflow only the last 4 digits.  Ex: WMGQ1003

10.  Normally, dataflow to the check boxes for Blind, 65 or older when they are grouped with the filing status boxes. Some forms may have a section that is separate from the filing status boxes with stipulations or conditions to indicate blind or senior, these boxes we do not use for dataflow. EX: CBLD1005 does not flow these because conditions must be met to qualify. 

11.  When name format is “last first mi”, we do not put a comma between last and first names.  Ex: Agent section of VBKZ1003.

12. DBA box. Normally we only flow the Sole Proprietor Business Name to a DBA field. The usual scenario is the form has a generic name box with a label similar to the following (Corporation, Sole Proprietor, Legal, etc.), along with the a separate DBA box. In these cases we flow the individual name to the generic name box and business name to the DBA box. If there is no DBA box, then we flow the business name else individual name to the generic name box. Occasionally the only box on the form is labeled DBA. In this case we need to omit flowing any name to this field as we can't be sure which name is required.

Entity

1.  The NAICS code should not be confused with the SIC code or Business Code, they are not the same.

2.  For the Entity Profile ALWAYS flow Address 2 after Address.  ALWAYS flow both addresses regardless of box size because client has the ability to reduce font, modify, and/or take out information.

3. When there is one box labeled for Contact Name and Title flow the contact name and title to the one box separated with a space. When there are separate boxes for contact name flow the name and title to the separate boxes. DO NOT FLOW the title if the box is only labeled contact name.

4.  For Contact Phone, if there is no other location on the form to enter Entity Phone information, ALWAYS flow Contact Phone if not empty else Entity Phone.  If there is another field for the entity phone, only flow the contact phone to the contact phone field.

5.  If a form asks for Nature of Business, OK to flow Principal Business Activity, however, DO NOT FLOW to fields labeled “type of business”.

6.  Don't flow to Contact address boxes if Entity address flows elsewhere . EX: VBKZ1003

7.  Flow entity date started when form says incorporated, etc.; not when it says "date/year commenced business" et. al. EX: VBKZ1003

Preparer

1.  If a form asks for generic preparer name or tax practitioner name, ALWAYS flow Firm Name if not empty else preparer First Name then Middle Initial then Last Name UNLESS form asks for your name if Self Employed.  In that case, flow the firm name only if the Self Employed checkbox is empty.

2.  When a preparer name field label is prefaced with the word "print", we usually only flow the person's name not the firm.  If the box had been labeled "Preparer's Name" without the "Print" preface we would flow both name and firm name."  Ex: JMGW1004.  

3.  Always dataflow PTIN, FEIN, SSN in this order unless otherwise specified.

4.  Dataflow to “authorized representative” field when there are no specific preparer fields. Ex: WRHT1002

5. When there is a single generic phone number box, we flow the work, home, and mobile phone numbers in this sequence to the one box using a case statement. By flowing the 3 numbers inside a case statement the first phone number found in the profile will be the number that flows to the  box.

Fiduciary

1. The standard Estate or Trust form will have a box for the name of the estate or trust, an EIN, and boxes for the Fiduciary name and address. We flow the fiduciary estate name to the Estate or Trust box, and the fiduciary FEIN to the EIN box. We need to check the fiduciary EIN in the profile before flowing to make sure the user has entered an FEIN and not an SSN. The reason we do this is because the estate or trust EIN in the profile accommodates both an FEIN and SSN, and the box on the form labeled EIN is for an FEIN only. 

The boxes for the fiduciary information will flow the fiduciary name and title if indicated, along with the fiduciary address. We also flow the individual name and address to the fiduciary section. We don't normally flow Entity information to the Fiduciary section of an Estate or Trust form. The one exception is when there is an indication in the instructions or on the form that a Fiduciary can be a financial institution. In this case we would also flow the entity name and address to the fiduciary section along with the fiduciary and individual information.

If there is also a section for decedent or donor on the form, we flow the decedent information into this area from the Fiduciary profile.

 See the Federal 1041 for a generic Estate or Trust form sample.

2. In the Estate or Trust section of the Fiduciary Profile there are nine boxes for the Entity Type labeled Simple Trust, Complex Trust etc. Only flow to boxes on a estate form where the labels match exactly. There is one exception, when there is just one check box for a Bankrupt estate on the form, you can check both the Bankruptcy estate Ch. 7 and Ch. 11 in the profile for values and flow to this box if values are found. 

Note:The first check box in the profile labeled "Descendent's Estate" should say "Decedent's estate". If the check box on an Estate form is labeled "Decedent's estate", this profile "Descendent's Estate box can flow as the corresponding check box.

