QUEST - Employer User Guide

Introduction

Helpful hints

SUBMIT EMPLOYMENT AND WAGE DETAIL

This section describes how to submit employment and wage detail information for
Employer accounts for Q1 2010 and forward. Employment and wage detail
reports are due from Employers every quarter. The employment and wage
detail information can be submitted for current or prior quarters by using one of
these filing methods.

Manual Entry

File Upload (real-time online)

No Employment/Wage Submission
Copy from Previous Quarter, and
FTP file upload.

NOTE: If you wish to submit employment and wage detail for quarters prior to
2010, please see the section, Submit Employment and Wage Detail for Quarters
Prior to 2010.

The Manual Entry Method allows up to one hundred employee records to be
entered. If more than one hundred employee records need to be submitted,
the File Upload Method should be used.

FTP file upload is required when Employers/TPA(s) submit more than 29,999
records per quarter.

It is not possible to submit an employment and wage detail report for future
dates if the quarter is not open for filing.

The Gross Ul Wages column applies to wages on which Ul and/or UHI is
calculated. Reimbursable Employers must also report Gross Ul wages for
calculating unemployment benefits. (Note that actual Ul payment will be based
on the first $14,000 each Employee earns in the calendar year.)

If you upload a file but you have not actually submitted it yet, its data can be
re-uploaded in a corrected file and then submitted using either a Merge or
Overwrite function.

It is not possible to submit an “original” employment and wage detail report
more than once for any quarter or using more than one method. If a report
was submitted incorrectly or incompletely, the adjustment function should be
used to make corrections. (Contact DUA for wage transfers or removals.)

If you submit a report via File Upload, the first report for any quarter should
be submitted with an Adjustment Reason Code of “0”, indicating an “Original
Submission”. File Uploads with corrections should have an Adjustment Reason
Code of 1 thru 8 to indicate it is an adjustment vs. an original submission.
Once a File Upload with Adjustment Reason Code of O has been submitted to
QUEST for a given quarter filing, QUEST will reject all subsequent filings for
that quarter with an Adjustment Reason Code of 0.

NOTE: Depending on network or QUEST activity, and/or the size of file:

o0 Your upload may be held for batch processing in “off peak” hours.

o0 Your upload may be processed immediately, but the calculations for
contributions, surcharges, interest, and penalties may be performed during
“off peak” hours.

If this happens, right after you submit the report you will see an on-screen

message that notifies you that processing and/or calculations are pending.
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Manual Entry Method

1. Click Employment and Wage Detail Reporting.

2. Click Submit Employment and Wage Detail. A page appears where you configure the report.

Employer Information
Emplayer Account Number [ NSl Employer Name I

Employment and YWage Detail Submission Process

o ~ [/E:_Z » nj/'é‘:_j » uj’:f:_ » COMPLETE
Select Filing .E_ubr~it Wage - Confirm E an|
Method Information Submission Calculate
Reporting Period
Employment and Wages Paid for the Quarter. | January, February, March (1) v

Year |2011 v
Filing Methods

If you have to report any changes to your account such as: Change in Ownership or Change of
Address, please use the Account Maintenance link to perform these updates before you report quarterly
employment and wages.

Select from the following Filing Methods:

OFile Upload - Attach electronic wage file

O Copy from Presdous Quarter - Modify previous guarter data. Mote: You cannot copy data from prior to 2010
~ =iig]

ter individual wage records manually anline

il oy
@ Manual Entry -
) and Mo Wage Report - Mo employment and no wages paid in gquarter

™ aaTm =

3. Select a Quarter and a Year. Click the radio button for Manual Entry. Click Next.

4. The Wage Detail Records page appears. Enter the wage detail information. (See the detailed
instructions on filling in the wage detail records that appear onscreen.)

NOTE: The maximum number of records that can be entered using manual entry is 100. The page will
initially display 25 blank rows for wage detail entries. Upon reaching 25 records, you can add more
records by clicking on Add at the end of the page.

IMPORTANT NOTE: It is strongly recommended that you periodically save the information being
entered manually. The system times out after 30 minutes. Unsaved data is lost if a timeout occurs.
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Employer Information

Employer Account Nurnier. | I N Employer Name: I

The following issue was detacted with your submission:
Notices
O] T@ploy@r has past dus report(s), please submit the past due report(s) before submitting the current repart. (10000053

Employment and Wage Detail Submission Process

If a Notice appears, you
can proceed;

if an Error appears, you

must make a correction

before proceeding

Reporting Information

Employment and Wages Paid for the Quarter. April, May, June (Q2)
Year. 2011

.—) e—) @—P @—) COMPLETE

Select Filing Submit Wage Confirm Process and
Method Information Submission Calculate

Submission Type: Original

Employment and Wage Detail Records

If you intend to be on the screen for maore than 20 minutes, selact 'Save' If you do not select save within 30 minutes, you wil
lose all information entered.
Enter employes information in space provided If additional rows are needed, complete all rows select 'Save" and then
select 'Add'.
To permanently delete an employes record from the employment and wage report chack the 'Delste’ checkbox and select
TMext' or 'Save'.
If you hawe mors than 25 employess and need to enter employse information acrgss MULTIPLE pagss
o Complete each page and select the next page number.
o Do not click ™ext' until you have completed all pages. . . .
When selections are complete, select 'Save’, ar Mext'. Read detailed Imsttrrt]mt\ons
Flease note that adjustments to the MA Income Tax Amount Withheld on the ol ngpaf'ﬂg & ot
amend the amount of withholding that you originally reported. If an adjustment to e do
any employes results in an overfunderpayment of your company's withholding ta
withholding tax return{s) with the Department of Revenue (DOR). Employers filing Tmrmmerenre we Lo T T
Business (WFE) should use the Amend function available through their WFE account. Cther employers should use DOR's
Farm CA-8, Application for Abatement’/Amended return, available at www mass govidor, to amend the withholding amount

paid
Wage Detail Records
(Wl Ul Gross LA Dz %
SSN Last Name First Name Ml Nurgber Wages? Subject to Amount Delet

i ing *
Withholding Withheld ?

— | [ | Ll AN N
Begin entering | |:| [ | [ Click the column
I:' details here | l:l | || heading to view :I
Assistive Content on
] | |:| | | [ data that belongs in
this column
/| | | [ | | ]
|
|
|
|

Quickly retrieve a
previously saved
record by
performing a
search

Sort Criteria
« Toview a specific 5N or Last Name enter the appropriate data and select 'Search’ to continue

SSN. | | LastName: |

[sern [ e
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5. Once you have entered all the information, click Next to proceed to the next step.

6. The Employment and Wage Detail Records page appears. Use the instructions on the page to
complete the requested information. (Also see the ‘HOURS WORKED GUIDELINE’ in the Addendum for
additional pointers.) Click Next.

NOTE: Save frequently if you are making numerous data additions or changes, or if you want to leave
the page and return in a later session.

Employer Information
Employer Account Number: (N Employer Narme:

Employment and Wage Detail Submission Process

. o @) > @) ¥ COMPLETE

Select Filing  Submit Wage Confirm Process and
Method Information  Submission Calculate

Reporting Information

Employment and YWages Paid for the Quarter: January, February, March (Q1)
Year: 2011
Submission Type: Original

Employment and Wage Detail Records

« The monthly employment data reported below should be a count of all full-time and part-time workers in covered
employment{subject to Massachusett's Unemployment Compensation Lawwho performed services during the payroll
period which includes the 12th of the month

o If an employee was employed in the payroll perod based on the definition above, select Yes'.
o [fno employment for an employse in the payroll period based on the definition above, select Mo’

o Ifyou have more than 25 employees and need to enter employes information across MULTIPLE pages:

o Complete each page and select "Save' before clicking on the next page number.
o Do not click 'Mext' until you have completed and saved all pages.
« YWWhen selections are complete, select 'Save', or Texd'

Last First Unit Employment Employment Employment Hours
SN Name Name M Number Month#  Month#2  Month#3  Worked CWnerOfficer
T . O [ & [ ¥ L & ] | Mo

eI

Sort Criteria
« Toview aspecfic SSM or Last Mame enter the appropriate data and select 'Search’ to continue

SSN | J Last Name: | |
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7. The Summary of Units Reported page displays a summary of the gross wage detail information you
entered. The information is tallied at the reporting unit level.

Employer Information

Employer Accourt Number. [N  Erployer Narme: [

Employment and Wage Detail Submission Process

O —0 0 1 —>cowur

Select Filing Submit Wage Confirm Process and
Method Information Submission Calculate

Reporting Information

Employment and YWages Paid for the Quarter: April, May, June (Q2)
Year. 2011
Submission Type: Original

Employment and Wage Detail Report Summary

Mumber of Records: 1
Total Ul Gross Wages: $15,000.00

Summary of Units Reported

Unit . Number of Total Ul Gross MA Wages Subjectto DOR Withheld
Number -G Records Wages Withholding Amount

0 1
- $15,000.00 $15,000.00 $1,500.00

« o continue processing your Employment and Wage Detail records, select et
« To save data and continue in the future, select 'Save and Exit'. Click here® for save and exit details.

0 EEn T

8. A Certification page appears. Check the box, and click Next.

Employer Information

Ermployer Account Number: NSNS Employer Name: IEEEG—————

Employment and Wage Detail Submission Process

00 -0 > comer

Select Filing Submit Wage Confirm Process and
Method Information Submission Calculate

Reporting Information

Employment and Wages Paid for the Quarter: April, May, June {Q2)
Year. 2011
Submission Type: Original

Employment and Wage Detail Certification
You are asked to certify that all of the information provided in this filing is complete, true and accurate.
Massachusetts law provides for civil fines and criminal penalties for misrepresentation, evasion, willful
nondisclosure, and failure or refusal to furnish reports or requested information to this agency.

I certify, under penalties of perjury, that all information provided in this filing is complete and true to
e best of my knowledge and belief*

sl P
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9. A Quarterly Calculations page appears, showing calculations and the quarterly contributions due. If
you are ready to submit the wage detail report, click Submit.

NOTE: If you need to correct any wage submission details at this point, click Previous to return to
the Employment and Wage Detail Records page where you can edit your entries.

Employer Information

Employer Account Number: [l 8  Emplover Name: I

Employment and Wage Detall Submission Process

® -0 @ 0 o

Select Filing Submit Wage Confirm Process and
Method Information Submission Calculate

Reporting Information

Employment and Wages Paid for the Quarter: April, May, June (Q2)
Year: 2011
Submission Type: Original

Quarterly Calculations

Quarterly Wages Amount
Total Ul Gross Wages? $15,000.00
Ul Taxable Wages® $14,000.00
UHI Taxable Wages® $0.00
Contributions
Ul Contribution® $198.80
UHI Contribution® $0.00
Workforce Training Fund® $5.40
Secondary Uniform Adjustrnent® $0.00
Amount Due
Quarterly Amount Due® $207 20

10. The Employment and Wage Detail Report Submission Confirmation page appears, indicating
that the reporting process has been successful. Click Make Payment.

Employer Information

Employer Account Nurmber: [ G- Employer Name: NG

Employment and Wage Detail Submission Process

® -0 -0 @ o

Select Filing Submit Wage Confirm Process and
Method Information Submission Calculate

Employment and Wage Detail Report Submission Confirmation

Thank you for using our onling Employment and Wage Detail Submission process. You have successiully
PRl ataatiadatal Jeatataid 1| Dot £ rﬂuw ram.aatall I\H Ly S0 o e 111

(. Your confirmation number 1= | R 071571716322 Forfltdre reference, this nurmber s in View)

Submission History

o e o 3 o L8 B 1 0 1 o = e o

If you are closing your business and this is your final Employment and Wage Detail Report Select "Account
MWaintenance’ then "Suspend Account’ from the left navigation and procesed with the promppts.

Make Payment
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11. The Payment Method page appears. Select Payment Amount and Payment Method.

Employer Information “Change Employer “Leave Employer
Employer Account Nurmber. IR Employer Narme: NG

Review :

Payment Method

Quarter 1 - April 30
Quarter 2 - July 31
Contributory Employer Due Dates: Quarter 3 - October 31
Quarter 4 - January 31
Reimbursable Employer Due Dates. 30 calendar days from the mailing of the bill
If payment is nat submitted by the date indicated, you may be subject to interest or penalties

Amount Dus: $214.67
Payment Amourt fziaer  *
Payment Method: [ACH Debit = |*

Ifyou intend to submit payment by the ACH Credit method of payment, please select here # before you proceed

| Previous

e If Check is selected as the payment method, a voucher displays onscreen. Print copies of the
voucher, and send a copy to DUA along with the paper check when you make the payment.

e To use ACH Credit, you must have prior approval from DUA. You can click the link below the
Payment Method selection for detailed information on seeking DUA approval.

e No prior approval is required for using ACH Debit.

NOTE: For more information on making payments, see the section, Payment Information.

File Upload Method

There are three file formats that can be used for file upload:

e ICESA,
e EFW2, and
e Delimited

File upload tips
Always use a file upload method when there are more than 100 records in the wage detail.
Upload files may contain fewer than 100 records.

Expect files of 300 records or more to be batch processed. When batch processed, the file upload is scheduled
by the system for off-peak hours. Results will not appear onscreen until the processing is complete. You may
see the following screen message:

Due to the size of the file Your_file.csv, the employment and wage detail will be processed in an overnight
batch. Please check back tomorrow in View Submission History for results (634).

Files with more than 29,999 records must be uploaded using the File Transfer Protocol (FTP). Employers
should consult with DUA staff to review file format and FTP a test file.
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Preparing ICESA or EFW2 Files

Some accounting packages output employment wage and detail reports in ICESA and EFW2 format. The
ICESA file format that works with the QUEST file upload process includes only the “S” records, and has only
275 characters per record with the carriage return at space 275.

The EFW?2 file format works only with “RS” records and has only 512 characters per record with the carriage
return at space 512.

Preparing Delimited Files
Delimited files can be created and edited using readily available software.

Delimited files should be in a comma delimited text file format. The delimited file should look like the screen
shot below (one record shown for a sample). There should be no header row.

& wages - Notepad
=N Edit Format ‘iew Help
10004232,0,20092,1,1,1,00120012012, snith, John, P, 24000, 0,0,255,n,0

The DUA provides a template with these fields. Its fields are formatted so the data uploads correctly. (Search
for ‘delimited template’ from the DUA website at http://www.mass.gov/uima to locate the template.)

Pointers on using the delimited template

Do not change any cell ‘Number Format’ in the file.

Make sure that columns 1, 2, 4, 5, 6, and 15 are formatted as ‘Text.’

Delete rows 1-4 (i.e., rows with template notes in them, the column headings, and the sample data).
If using Microsoft Excel, before uploading the file, save it in ‘CSV (Comma delimited)’ format. (Use
similar selections with other software packages.)

e If you ever open the saved output file, RESAVE it in ‘CSV (Comma delimited)’ format before uploading
it.
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Performing a File Upload

These instructions show a delimited file upload, but they apply as well to ICESA and EFW2 files.
1. Click Employment and Wage Detail Reporting.
2. Click Submit Employment and Wage Detail.

3. Select a Quarter and a Year. Click the radio button for File Upload. Click Next.

Employer Information
Employer Account Mumber: ([ I Employer Name:

Employment and Wage Detail Submission Frocess

o > @) > @) > @3 » COMPLETE

Select Filing Submit Wape Confirm Process and
Method Information Submission Calculate

Reporting Period
Employment and Wages Paid for the Quarter: |January, February, March (Q1) hd

Year: |2011 «
Filing Methods

If you have to report any changes to your account such as: Change in Ownership or Change of
Address, please use the Account Maintenance link to perform these updates before you report quarterly
employment and wages.

s frona e loUs Quarter - kWaodify presvious guarter data. Mote: You cannat copy data from prior to 2010
quarters to any other quarters

O Manual Entry - Enter individual wage records manually online

O Mo Employment and No Wage Report - Mo employment and no wages paid in quarter

*

4. In the File Format area, select a File Type (in this example, Delimited). Click Next.

File Format

« Fordetails related to the most current file formats | select the appropriate link below
« For details related to multiple file submissions or third party administrators (TP A) filings, click here®

File Type Record Length  File Extension
., export from Excel with a comma delimiter) Yariable b or csv
m A Standard File Format) 275 s
O EEW27 (Formally MMREF-SSA) 512 b

JEEIE] P

5. In the Select Wage Detail File area, click Browse.

Select Wage Detail File
Choose file by selecting the 'Browse' button. Once the file is selected, click MNext'. I —
\

[[Browse..

sl Pl |

L~
—

124




QUEST - Employer User Guide

6. In the dialog box, choose a file, and click Open.

7. The file name displays in the Select Wage Detail File field. Click Next.

NOTE: Typically files with 300 records or more are processed during off-peak hours in a batch. In this
case, the following message will appear:

Due to the size of the file Your_file.csv, the employment and wage detail will be processed in an
overnight batch. Please check back tomorrow in View Submission History for results (634).

8. If you uploaded fewer than 300 records, a File Preview appears. Review the uploaded information
and click Next.

File Preview
The follewing are the first ten (10) records accepted from your file If one of the first ten records in the file submitt
fatal error, itwill not appear. For example, If record "1" has a fatal error and record "2" is clean, "2" will be the fir:
that appears in the record number column. If there is a problem with the file, please select "Previous” to resubmi
online.
MA
N MA Wages Income
Record Last First Ul Gross ] Hours
SSN Ml Subject to Tax Owner/Officer
Number Name Name Wages Withholding Amount Worked
Withheld
1 I BN B < 500000 $10.00000 $10048 520 No
? IS N B  $5.00000  $10,00000 $10048 521 Mo
3 I N B $7.00000 $10,00000 $10048 522 Mo
4 IS N 0 5000000 $1000000 $10048 523 Mo
I N

NOTE: If errors are found in the file, the errors will be displayed. You can either correct the errors or
ignore them. If you ignore the errors and a record contains a fatal error (e.g., a missing SSN), the

system will reject the specific record. The system will accept records with non-fatal errors (e.g., hours
worked missing). See the Addendum for a list of error messages, and for troubleshooting information.

9. Review the summary information about the upload and click Next.

Employer Information “Change Employer “Leave Employer
Employer Account Nurnber. | N Employer Name: INGEG_—_—_——_—

Employment and ¥Wage Detail Submission Process

.—» .—> °—> (4)—> compreTe
Submit isge
o

Confirm
Submission

Reporting Information

Employment and ¥Wages Paid for the Quarter: July, August, September (Q3)
Year: 2010
Submission Type: Qriginal

Employment and Wage Detail Report Summary

Number of Records: 8
Total Ul Gross Wages: $44,835.95

Summary of Units Reported

Unit Number Business Name Number of Records Total Ul Gross Wages  MA Wages Subject to Withholding  DOR Withheld Amount
0 Heart Candies 3 $44,835 95 $43,155.35 $2483.71

« To continue processing your Employment and VWage Detail records, select Mext!
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10. The Employment and Wage Detail Certification page appears. Check the box and click Next.

Employer Information

Ermployer Account Number: NSNS Employer Name: IEEEG—————

Employment and Wage Detail Submission Process

00 -0 > comer

Select Filing Submit Wage Confirm Process and
Method Information Submission Calculate

Reporting Information

Employment and Wages Paid for the Quarter: April, May, June {Q2)
Year. 2011
Submission Type: Original

Employment and Wage Detail Certification

You are asked to certify that all of the information provided in this filing is complete, true and accurate.
Massachusetts law provides for civil fines and criminal penalties for misrepresentation, evasion, willful
nondisclosure, and failure or refusal to furnish reports or requested information to this agency.

I certify, under penalties of perjury, that all information provided in this filing is complete and true to
e best of my knowledge and belief*

sl P

11. Review the Quarterly Calculations and Amount Due.

IMPORTANT NOTE: If the uploaded data is incorrect, the file can be corrected and uploaded again
without having to perform an Adjustment as long as you do not click Submit at this point. See
Performing a Merge or Overwrite.

Employer Information

Employer Account Mumber: [NG_ Employer Mame: [INNG_

Employment and Wage Detail Submission Frocess

® -0 @ -0 -

Select Filing Submit Wage Confirm Process and
Method Information Submission Calculate

Reporting Information

Employment and Wages Faid for the Quarter April, May, June (Q2)
Year. 2011
Submission Type: Original

Quarterly Calculations

Quarterly Wages Amount
Total Ul Gross Wages? $1,20563082
Ul Taxable Wages? $1.080,23082
UHI Taxable Wages® $1,080,230.82
Contributions
Ul Contribution® $52715.26
UHI Contribution® $38585883
Workforce Training Fund® $648.14
Secondary Uniform Adjustment® $0.00
Amount Due
Quarterly Amount Due® $57,25223

Crevoss | somi]

12. When you are satisfied that the data is correct, click Submit.
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13. If the file upload is successful, the Employment and Wage Detail Report Submission
Confirmation page appears. If desired, click Make Payment.

NOTE: For more information on making payments, see the section, Payment Information.

Employer Information

Employer Account Mumber: [ G- Employer Mame: [ NG

Employment and Wage Detail Submission Process

® -0 -0 -0 o

Select Filing Submit Wage Confirm Process and
Method Information Submission Calculate

Employment and Wage Detail Report Submission Confirmation

« Thank you for using our onling Employment and YWage Detail Submission process. You hawve successfully
Ll e ] Jeatt =t 1| Do .—ﬂun& -] I\H L= T o =14 111
« vour corfirmation number s | 07151116332 For future reference, this number is in View
Submission History.
LTSI LR LW i ) L ey IIIC”\G AT TIL TR ST IV L S AU J%LL LA g
I you are closing your business and this is your final Employment and Wage Detail Report Select "Account
Maintenance’ then "Suspend Account’ from the left navigation and proceed with the prompts

Make Payment

Performing a Merge or Override

If at the point of submitting Employment Wage and Detail information via file upload, you realize that the data
is incorrect, you can upload the data again without performing an Adjustment.

1. Do NOT click Submit.
2. Correct the file.
3. Click Previous on successive pages until you have returned to the Browse for File page.
4. Select the corrected file and click Next until you reach the Select Action page.
Employer Account Mumber Employer Name

Employment and Wage Detail Submission Process

. o @) » G} » COMPLETE

SelectFiling  Submit Wage Confirm Process and
Method Information  Submission Calculate

Reporting Information

Employment and Wages Paid for the Quarter: July, August, September (Q3)
Year: 2011
Submission Type: Original

Select Action
« Ourrecords indicate that you have already saved Wage Detail Information for this quarter and year. Please
select an action.
O Delete existing information and replace with newy file

« All stored records will be replaced
« The records from the most recent filing will be used for the calculation

O Merge current and save Wage Detail information for this quarter and year.

« Click here® for Marge Rules

i PRl
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5. Select to either delete the records or merge them and click Next to continue with the upload. (See
below for Merge Rules.)

Employer Merge Rules

Wage Detail Merge Rules:

When requested to merge, the System will merge distinct employee records at the unit level.

If an employee(s) exist within the same reporting unit while merging data for the same reporting unit the System will overwrite the
previous employee data with the employee data from the latest filing. Please note: employee level merge (replacefadd) has no ability
to delete employees.

For example:

Employer user Jane saves an employment and wage detail file with the following reporting units:

« 0001
0003

Ermployer user Bill follows Jane and uploads the following reporting units:

« 0000
o002
0004

. & 8 & ® & 9
o
]
o
(=]

Jane and Bill have submitted two common units, 0005 and 0009, The System will lkeep Jane's units 0001, 0003, and 0007 . The System will merge
Jane's units 0005 and 0009 with Bill's 0005 and 0009 at the employee level. If the same employee(s) exist within unit 0005 and 0009 for both Jane)
and Bill's files, then the System will use the records from Bill's seeing that it is the latest filing.

The final submission will include the following units for calculation:

o 0000 (from Bill)
0001 (from Jane)
0002 {fram Bill)
0003 (from Jane)
0004 {from Eill
0005 {from Bill)
0006 {from Bill)
0007 (from Jane)
0008 {from Bill)
0009 (from Bill)
0010 {fram Bill)

If the employer does not report using units and Employee A isin bothfiles, (File 1 being uploaded first and file 2 being uploaded subsequently), the|
System will ovenarite the Employee A record from file 1 with the Employee A record from file 2

If employees A, B, D, andE arg inFile 1, and C,F, G, Hareinfile 2, submit A, B, C, D, E,F, G, and H.

If &, B, and D are inFile 1and B, C, and E are in File 2. Submit A and D from file 1 and B, C and E from file 2.
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No Employment and No Wage Report

The No Employment and No Wage Report option can be used by Employers if they have no employees and
no wages to report for a quarter.

NOTE: This filing method should not be used if the Employer had employees under employ who did not earn
any wages during the quarter. In such cases, this information must be reported via one of the other filing
methods, entering employee information with O wage information.

To file a No Employment and No Wage Report, perform these steps:
1. Follow the first 2 steps in Manual Entry Method.

2. Select No Employment and No Wage Report and click Next.

Employer Information

Employer Account Number: | N RN Employer Name: [ R RGN

Employment and Wage Detail Submission Process

N 2 D
o—> (. 2)% (. 3/,‘r ( 4/,*» COMPLETE

Select Filing Submit Wage Confirm Process and
Method Information Submission Calculate
Reporting Period
Employment and Wages Paid for the Quarter. | January, February, March (1) ~
Year 2011 »

Filing Methods
If you have to report any changes to your account such as: Change in Ownership or Change of

Address, please use the Account Maintenance link to perform these updates before you report quarterly
employment and wages.

Select from the following Filing Methods:

OFile Upload - Attach electronic wage file

O Copy from Previous Quarter - Modify previous quarter data. Note: You cannot copy data from prior to 2010
quarters to any ather quarters

=cords manually onling

'Nrii'l'E'r:n_p_onment and Mo Wage _R_eb'ciﬁ': employment and no wages paid in quarter

3. The Section Header page appears. Click Submit.

Section Header

« Do not use this filing method if you had employees that were under your employ, but did not earn
any wages during the quarter, report their information via one of the other filing methods and
enter "$0.00" under Ul Gross Wages. Then, enter the months they were employed under the 12th
of the Month Employment section.

Your selection of ™Mo Employment and Mo Wage Report' indicates the intent to report no employment and
wiages during Quarter 1 of Year 2011 _[fthis is comrect, please confirm by selecting "Submit'. If this is not
comrect, select 'Frevious' to return to the Filing Methods screen
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4. A Confirmation page appears.

Employer Information

Employer Account Mumber: [ G- Employer Mame: [ NG

Employment and Wage Detail Submission Process

® -0 -0 -0 o

Select Filing Submit Wage Confirm Process and
Method Information Submission Calculate

Employment and Wage Detail Report Submission Confirmation

« Thank you for using our onling Employment and YWage Detail Submission process. You hawve successfully
Ll e ] Jeatt =t 1| Do .—ﬂun& -] I\H L= T o =14 111
« vour corfirmation number s | 07151116332 For future reference, this number is in View
Submission History.
LTSI LR LW i ) L ey IIIC”\G AT TIL TR ST IV L S AU J%LL LA g
I you are closing your business and this is your final Employment and Wage Detail Report Select "Account
Maintenance’ then "Suspend Account’ from the left navigation and proceed with the prompts

Make Payment

Copy from Previous Quarter

When this method is used, the employee details from a past quarter in calendar year 2010 or later (as
specified by the user) are copied into the quarter for which you are filing, reducing the data entry time.

NOTE: Only the employee names and SSNs will be copied from the previous quarter. The wage data from
each employee record will not be copied.

1. Click Employment and Wage Detail Reporting.

2. Click Submit Employment and Wage Detail. A page appears where you configure the report.

Employer Information

Employer Account Mumber: [ Employer Name: |IE—

Employment and Wage Detail Submission Process

o N .\”_ éj > .(_ : > .{_ : » COMPLETE
Select Filing Submit Wage Confirm Process and
Method Information Submission Calculate
Reporting Period
Employment and Wages Paid for the Quarter. |July, August, September (23) v

Year. |2011 «

Filing Methods

If you have to report any changes to your account such as: Change in Ownership or Change of
Address, please use the Account Maintenance link to perform these updates before you report quarterly
employment and wages.

|0 e

O Manual Entry - Enter individual wage records manually online

O Mo Employment and Mo Wage Report - Mo employment and no wages paid in quarter
*
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3. Select a Quarter and a Year. Click the radio button for Copy from Previous Quarter. Click Next.

4. The Prior Quarter Search page appears. Select the year and the quarter to copy from and click
Search.

Employer Information

Employer Account Number: IR Employer MNarme: |G

Employment and Wage Detall Submission Frocess

= =
. > o > (3 ) » .\f 4) » COMPLETE
3 &

Select Filing Submit Wage Confirm Process and
Method Information Submission Calculate

Reporting Information

Employment and Wages Paid for the Quarter: July, August, September (Q3)
Year 2011
Submission Type: Original

Prior Quarter Search
Year (2011 ~|  Quarter: | April, May, June (Q2) -

e ]

5. The quarter you specified appears below the search grid in the Submitted Reports area. Select the
radio button for the quarter and click Next.

Submitted Reports

« Select guarter and year to copy from and then select ™ext' to continue
« Toselecta previous vear's quarter, change search criteria above and select "Search’.

Year Quarter Total Ul Gross Wages Number of Records  Transaction Date
O 2011 April, May, June (Q2)  $93,000.00 9 792011

Pending Reports

« Tocomplete a saved and unprocessed report, select the record below and select "Mext" to continue. To
ovenarite the saved copy, select a record from above and select "Mext".

There are no results found based on the date range entered.

IS P

6. The page shown in the next page will appear. Only the name and SSN of the employee from the
previous quarter are copied. Add wage information in the Wage Detail Records area. In addition:

e If you use the Copy from Previous Filing method and you have entered the wage information
but have not clicked on Save and Next to complete the filing, the only way to get back to the
pending filing is to select Manual Entry. Then you can continue with the initial submission.

e If you use the Copy from Previous Filing method you must fill in every field of every copied
Employee for anything on the page to be saved. You must also fill in every field of any new record
for anything on the page to be saved. The system cannot save employee records with blank
wage information.

e If you are deleting a record, check off the delete box and enter “0” for each wage field.

7. Once you have modified all the information as necessary, click Next.
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8.

Employer Information

Employer Account Mumber: (G-

Employment and Wage Detail Submission Process

.—» 0—> @)—} Gj—y COMPLETE

Select Filing  Submit Wage Confirm Process and
Method Information Submission Calculate

Employer Name

Reporting Information

Employment and Wages Paid for the Quarter: July, August, September (Q3)
Year: 2011

Submission Type: Original

Employment and Wage Detail Records

If you intend to be on the screen for more than 30 minutes, select 'Save' If you do not select save within 30 minutes, you wil
l0se all information entered
Enter employes information in space provided . If additional rows are needed, complate all rows select 'Save" and then
selsct "Add'
To permanently delste an employee record from the employment and wage repart check the 'Delets’ checkbox and select
et or 'Save'
If you have more than 25 employees and need to enter employees information across MULTIPLE pages

o iComplete each page and select the next page number

o Do not click ™ext' until you have completed all pages
When selections are complete, select 'Save’, or Text'.
Please note that adjustments to the MA Income Tax Amount Withheld on the Employment and Wage Report will not
amend the amount of withholding that you originally reported. If an adjustment to the MA Income Tax Amount Withheld o
any employee results in an over/underpayment of your company's withhaolding tax, you must separately amend your
withholding tax return(s) with the Department of Revenue (DOR). Emplayers filing withhaolding via DOR's WebFile for
Business (WFB) should use the Amend function available through their WFE account. Cther employers should use DOR's
Form CA-6 Application for Abatement/Amended return, available at www mass govidor, to amend the withholding amaount

paid
Wage Detail Records
o Ul Gross e Mzsizg %
SSN Last Name First Name MI Null'r'llber Wades? Subject to Amount Delete

" T
Withholding Withheld *
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Sort Criteria
o Toview a specific SSM or Last Mame enter the appropriate data and select 'Search' to continue.

SEN: \ | Last Name: \ |

From here on, the process is the same as the manual entry filing method.
of the instructions for manual entry and continue to read from there.

If required, refer to Step 6
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