Introduction

ADJUSTMENTS for Q1 2010 and On

This section of the user guide will show how an authorized user can adjust
previously submitted employment and wage detail records. The adjustment
function allows the user to modify/add/delete records as many times as required.
There are 3 methods available to perform adjustments: Upload a file of
adjustments via self-service, File Upload, upload an adjustments file via FTP or
Manual Entry, select and modify specific records online. All completed
adjustments can be viewed in employment and wage detail history. In some
cases, an employer submitted adjustment may require additional review by DUA
staff, before the adjustment can be applied. PLEASE NOTE: For adjustments
for all quarters prior to 2010, please select the ‘Submit Employment and
Wage Detail for Quarters Prior to 2010’ link.

Step-by-Step Instructions:

Manual Entry method:

~ " Deveiopment

1. Navigate to the employment and wage detail home page using the instructions provided in the section
— ‘Navigating to Employment and Wage Detail Reporting’.

2. Click on the link ‘Adjustments’. The following screen will appear: Search for the prior quarter that
needs an adjustment of wage details using the dropdown menu. Click on ‘Search’.
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4. You will be prompted to choose from the available methods of adjustment.
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5. Choose the ‘Manual Entry’ method.
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If you have to adjust more than 100 records, the file upload

6. The following page will appear. Refer to the instructions on the page to continue with the adjustment.
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Check this box to adjust
this record. Click ‘Next’.

reen will appear. Modify the wages details against each record that requires
ce all modifications are complete, click ‘Next’ to continue.
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« Enter employee information in space provided  If additional rows are needed, please select "Add'

« To permanently delete an employee record from the employment and wage report check the 'Delete’ checkhox and select Text' or "Save’.

« [fyou have more than 25 employees and need to enter employes information across MULTIPLE pages:

o Complete each page and select the next page number
o Do not click 'Mesd” until you have completed all pages

« WWhen selections are complete, select 'Save', or Text'

« Please note that adjustments to the MA Income Tax Amount Withheld on the Wage and Employment Report will not amend the amount of
withholding that you originally reported. If an adjustment to the MA Income Tax Amount Withheld of any employes results in an
overfunderpayment of your company's withholding tax, you must separately amend your withholding tax return{s) with the Department of
Revenue (DOR). Employers filing withhalding via DOR's WebFile for Business (WFE] should use the Amend function available thraugh their
WEE account. Other employers should use DOR's Form CA-B, Application for Abatement/Amended return, available at waw mass.govidor, to
amend the withholding amount paid.
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8. You will be asked to provide information on 12™ of the month employment data for each wage detail

record on the next page. Upon completion, click ‘Next’ to continue. NOTE:

If required, please refer

to the ‘'HOURS WORKED GUIDELINE’ on the main website, http://www.mass.gov/uima, under Key
Resources.
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9. The following page will appear with the adjustment information. Click ‘Next’ to continue.
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10. The screen shown below will appear, prompting you to provide a reason for each adjustment. Enter a
reason and click ‘Next’.
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11. On the next page, you will be asked to certify the adjustments you are making. Click the checkbox
and click ‘Next’ to continue. Click ‘Previous’ to make changes.

12. The following page will appear displaying the recalculated contributions due after the adjustment.
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Employment and Wage Detail Adjustment Calculations

s The table below illustrates the adjustment's total affect by quarter

s Each ling lists the most recently submitted amount, the adjusted submission amount and the difference

o [MPORTANT MOTE: The adjustment process recalculates the quarter adjusted and any subsequent quarters

o Calculations DO NOT include records pending U staff review. These will be included in a new account staterment

Submission Type Quarter 1 Quarter 2 Quarter 3 Quarter 4 Amount
Quarterly Wages
Total Ul Gross Wages® Submitted $10,000.00 $0.00 $10,000.00
Adjusted $15 000.00 $0.00 $15,000.00
Difference $5,000.00 $0.00 $5,000.00
Ul Taxable Wages® Submitted $10,000.00 $0.00 $10,000.00
Adjusted $14,000.00 $0.00 $14,000.00
Difference $4,000.00 $0.00 $4,000.00
UHI Taxable Wages® Submitted $10,000.00 $0.00 $10,000.00
Adjusted $14,000.00 $0.00 $14,000.00
Difference $4,000.00 $0.00 $4,000.00
Contributions
Ul Contribution® Submitted $283.00 $0.00 $283.00
Adjusted $306.20 $0.00 $306.20
Differsnce $11320 $0.00 $113.20
UHI Contribution® Submitted $0.00 $0.00 $0.00
Adjusted $0.00 $0.00 $0.00
Differance $0.00 $0.00 $0.00
Workforce Training Fund® Submitted $6.00 $0.00 $6.00
Adjusted $5.40 $0.00 $8.40
Difference $2.40 $0.00 $2.40
Secondary Uniform Adjustrnent® Submitted $0.00 $0.00 $0.00
Adjusted $0.00 $0.00 $0.00
Differance $000 $0.00 $000
Penalties and Interest
MNon Filer Penalty® Submitted 10000 000 10000
Adjusted $100.00 $0.00 $100.00
Difference $0.00 $0.00 $0.00
Interest® Submitted $9.31 $0.00 $9.31
Adjusted $13.44 $0.00 $13.44
Differance $413 000 $413
Quarterly Amount Due® Submitted $363.31 $0.00 $363.31
Adjusted $518.04 $0.00 $518.04
Difference $119.73 $0.00 $119.73
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13. Click ‘Submit’ to complete the wage details adjustment if you are satisfied with the calculations.
Otherwise click on ‘Previous’ to make any changes. A confirmation page will be displayed, indicating
that the process is complete. The confirmation page will also display a confirmation number which you
can use for future inquiries.

File Upload method:

This method allows employers to submit information via a self service application. The File Upload method
should be used, whenever there are more than 100 records (the upper limit for manual entry). However, this
method can also be used to process a lesser number of records. Within the file upload method, 3 options are
available. They are: ICESA, EFW2 and Delimited. Key facts about the File Upload method are:

e The File Upload method can be used to process up to 30,000 records. If you have more than 30,000
records, the FTP method should be used.

¢ The uploaded wage detail files would be processed immediately, if your file size is within 150 records.
Otherwise, your file would be processed as part of a scheduled batch overnight. You should be able to
view the status of your submission the following day, using the link ‘View Submission History’.

e The process to upload files using ICESA, EFW2 or Delimited is similar with the only difference being in
the file format. Please refer to the file format documents available on the main website,
http://www.mass.gov/uima, under Key Resources under the Quarterly Employment and Wage
Submission topic for additional information and extensive detail on file format, data definitions,
formatting and file generation instructions for each of these formats.

e The File Upload method for adjustments is the same as the one used to submit employment and wage
detail records. As noted in the Helpful Hints area at the beginning of the document, when submitting
employment and wage detail reports via File Upload the first report for any quarter should be
submitted with an Adjustment Reason Code of “0”, indicating an “Original Submission”. The QUEST
system will only accept one submission per quarter as an Original Submission. If an employment and
wage detail report was submitted incorrectly or incompletely, 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, it will reject all subsequent filings for that quarter with an Adjustment Reason Code of O

Step by Step Instructions:

For the purposes of this illustration the ‘Delimited’ option will be used. The step by step instructions to
process ICESA and EFW2 files would be the same, except for the file formats. In order to use this delimited
option, the data that needs to be uploaded should be in the form of a comma delimited text file. The
delimited file should have a format like the single sample record shown below.

10000000,0,20092,1,1,1,100000000,Smith,John,P,14000,0,0,255,n,

1. Follow the first 4 steps outlined in the ‘Manual Entry’ method. Choose the ‘File Upload’ option as your
method of adjustment. The following screen will appear, prompting you to select the file format of
your choice for uploading.
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« Fordstails related to the most current file formats, select the appropriate link Delow

« For details related to multiple file submissions or third party administrators {TPA) filings, click here®

File Type

O Delimited? {i &, export from Excel with a comma delimitar)
O ICESA? (NASWA Standard File Format)

© EFW27 (Formally MMREF-SSA)

File Extension
It or csv
bt
b

2. On the next screen choose ‘Delimited’ as your option and click ‘Next’.

3. On the next screen, click the Browse button to open the Choose file window. Locate and then click on
the upload file on your computer and click the Open button. Click Next to process the file.

4. If the file finishes processing successfully, the following screen will appear. The File Preview screen
will display the first 10 rows of data from the uploaded file. If errors are found in the file, the errors
will be displayed. You will not be able to upload the file until all the errors are fixed on the text file. If
the 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). Please refer to Section
2.2.2 Error Management and File Rejection in the Employment and Wage Detail Guidelines and
Information on the main website, http://www.mass.gov/uima, under Key Resources under the
Quarterly Employment and Wage Submission topic for a list of error messages encountered during

employment and wage uploads.

NOTE: If the uploaded file contains 150 or more records it will be processed overnight in a batch process.
The results of this batch process can be viewed the following day in ‘View Submission History’ which is an
earlier topic in this manual

5. Proceed to step 12 of the ‘Manual Entry’ process for adjustments to continue with the instructions.

FTP Method:

The secure FTP process provides employers with large files (over 30,000 records) the ability to submit
information via an FTP folder. Special set-up is required to provide secure access to individual employer
folders. Data will be processed in overnight batch and acknowledgement files which will be provided in a
separate FTP folder on the next day for review. Submission and error history will also be viewable online by

logging onto the self-service application.
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Please refer to the following sections on the main website, http://www.mass.gov/uima, under Key Resources
under the Quarterly Employment and Wage Submission topic for details on the FTP method.

¢ Employment and Wage Submission Guidelines and Information

e Delimited File Format Specification

e ICESA File Format Specification

e EFW?2 File Format Specification

11
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