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How to Process Your Annual 1042 - S  

1. Open your Windstar Database 
2. First you will add the Withholding Agent 

a.  Go to Organization Setup 
i. Ensure you have the correct Tax Year Selected. 

ii. Click “Add” 
iii. Withholding Agent – Information from the prior year should populate and then 

selection “Ok”.  If it does not or if the information is incorrect, please complete 
with the appropriate information.  This should be the person who is responsible 
for reviewing and signed the annual 1042 Report.  After you have completed 
and reviewed the information, you will lock the record by selecting the “Lock” 
tab in the bottom right corner.  If you have an error after locking the 
withholding agent, you will need to contact Thomson Reuters to unlock the 
record. 
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3.  Recipient Setup and processing 

a. For each individual recipient, you must ensure your recipients addresses are entered for 
where you want the 1042 to go.  If you wish for them to go to the U.S address, you will 
click on the recipient’s name and then click on U.S. Address tab.  You will see, after you 
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complete the U.S. address, you can check the box “Use U.S. address on 1042-S mailer 
slip.”   

 
 

OR 
b. Instead of the U.S. Address, you can have the 1042-S sent to the foreign address on file.  

If you wish for them to go to the foreign address check the box on the “Foreign Address” 
tab on the bottom left corner, once you have completed the entire address: 
 
 

 
 

4. 1042-S Data should be entered next: 



5 
 

a. Gross Income paid 
i. Calculate income paid should be entered. 

ii. If the Withholding allowance has not been calculated, select the appropriate 
amount of tax (a percentage) and click “Calculate federal tax” 

iii. State taxes has been calculated (if applicable) – this is a manual entry. 
iv. Click “ok” once complete. 

 

b. Multiple1042-S data may be entered for the same individual.  Click “add” and start at 
“step 4.” again. 

i. To move between the 1042 records, you can use the arrows on the bottom right 
corner. 
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5. Processing the 1042-S  
a. Process 1042-S – Click “Process 1042-S”. 

 
 

b. Click  “Edit Data” 
i. Click “Originals” 
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ii. Click “Build List’ 
1. Click “yes” for “you have opted to build but not print the list for tax year 

you are working on;” “Do you want to proceed” 
iii. Click “Run Edit Data Report” 

 
iv. Pop-up menu - Click “yes” to “run edit data report.  Do you want to proceed 

with current selections for edit data options and availability of records?” 
v. Either print and review the reports for any necessary changes or view them on 

the screen and edit the information, if necessary.  After the review is 
complete, click “Close”. 
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6.  Print 1042-S Forms 
a. Click “Print 1042-S forms” 

 
 

b. Click “Original” 
c. Click “Build List” 
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d. Pop-up menu - Click “Yes” “You have opted to build but not to print the list for tax year. 

Do you want to proceed?” 
e. Click select “IRS Copy” (please skip this step if you have more than 250 - !042-S records 

to print. 
i. Click “Create/Print 1042-S forms” 
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ii. Pop-up menu - Click “yes” you have opted to create/print 1042-S forms.  Do you 
want to proceed with current selections for print copy, income type, record 
selection and availability of records?  Click “No” if you have more than 250 – 
1042-S records to print. 
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iii. Pop-up menu - Click “Yes” to continue with printing the IRS Copy, UNLESS you 

have more than 250 and need to file electronically. Depending on your print 
preferences, 1042-S Copy A should have printed to your default printer. 

 
f.  Next, print the “agent copy.” 

i. Click “originals” 
ii. Click “proceed with existing list” since you have already created the list. 

iii. Select “Agent Copy” 
iv. Click “Create/Print 1042-S forms” 
v. Pop-up menu - Click “yes’” to opt to create/print 1042-S forms.  Do you want to 

proceed with current selections for print copy, income type, record selection 
and availability of records”.  



12 
 

 

 

 
vi. 1042-S, Copy E for Withholding Agent should have printed on your default 

printer. 
vii. Click “close” to close the summary report. 

 
g. Next, print the Recipient Copy 

i. Click “originals” 
ii. Click “proceed with existing list” since you have already created the list. 

iii. Select “Agent Copy” 
iv. Click “Create/Print 1042-S forms” 
v. Pop-up menu - Click “yes’” to opt to create/print 1042-S forms.  Do you want to 

proceed with current selections for print copy, income type, record selection 
and availability of records” 
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vi. Pop-up menu - Click “Yes” you have opted to create/print 1042-S forms.  Do 
you want to proceed with current selections for print copy, income type, 
record selection and availability of records” 

vii. 1042-S Copies B, C and D should have printed on your default printer for the 
Recipient. 

viii. Click “close,” to close the summary reports. 
 

j. If you have more than 250 - 1042-S records, then you will need to create the IRS file for 
electronic filing.  If you have printed the IRS 1042-S Copy A, you can skip this step. 
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i. Pop-up menu - Click “Yes” you have opted to create IRS file.  Do you want to 
proceed with current selections for type of file and availability of records” 

ii. Please call the Foreign National team if you need assistance with this process. 
 
k. Next, complete the 1042 and 1042T.  Select “submission summary for 1042-S and 1042”.  

Here, you will need to know when you paid your liabilities through the EFTPS system, which 
is required for all tax payments to the IRS.   
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i. At the top of the 1042-S Submission Summary, you will see a tab for “Tax Liability.”  

This is where you will enter the taxes paid.  Click on the tab “Tax Liability”. 
1. Select the approximate time that each tax liability was sent to the IRS and 

click “change”.  Please note that you must select one of the dates.  You can’t 
select “April Total”, instead you will select “Apr 30” 
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ii. You will enter the “tax liability” amount, in this case $1,400 and if the amount 
was sent to the IRS, you will enter the “tax deposit.”  If the taxes were not 
sent to the IRS, please leave this blank and your summary report will note that 
you own a tax amount.   You can also enter multiple tax deposits.   Please note 
that the $1,400 is for example purposes.  Click “OK” when you have entered 
all tax liabilities and tax deposits that have been made for the various periods.  
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iii. Next, click “1042” tab.  Click “Create/Print 1042” 
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iv. If your 1042 record doesn’t print, click “Tax Navigator Print” or use the icon above the 
document to print.  Then click “close” 

v. If the information that you printed appears to be correct, you can print the “1042-T” 
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vi. If the 1042-T doesn’t automatically print, click “Tax Navigator Print” or use the icon 
above the document to print.  Then click “close” 
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vii. If you feel that all your records are complete.  You can “Lock,” by clicking “Lock,” the 
records to ensure they are kept as you sent them to the IRS, and Recipient. 
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l. You have now completed the 1042 Process.  Please prepare and send the 1042 
documents to the proper location by March 15.  If you have a deposit that is owed, you 
must send this with the EFTPS system rather than by check.  IF you send it by check you 
will receive a penalty. 

i. Please note the address and filing requirements is on the 1042-T. 

 

 

Please contact OSC Foreign Nationals Team, at OSC.Foreign.National.Team@osc.nc.gov , if you need 
additional assistance.  Please note that this step-by-step guide is for informational purposes and not 
intended to be used out outside of this scope. 
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