Employment and Wage Detail Reporting

The TPA will be able to submit Employment and Wage Detail files for multiple or
individual employer accounts (adjustments and original reports), or view
employment and wage detail report information for TPA submissions and client
groups, from the Employment and Wage Detail Reporting functions accessed via
the TPA home page. To manage Employment and Wage Detail Reports for
individual employer accounts, including. ‘No Employment and Wage Detail Report’
'Copy from Previous' or 'Manual' submissions, you must navigate to the Employer's
account via the 'Searches' function. Please refer to the ‘Searches/Employer
Account Home’ section of the TPA User Guide on the main website,
http://www.mass.gov/uima, in the lower right Publications area for instructions to
access the individual employer account. In addition, please refer to the Employer
User Guide in the same area of the main website for information on employer
functions related to employment and wage detail reporting.

Introduction

IMPORTANT: Your TPA account must have the required roles (security
access) in order to perform Wage Detail Update and Submit functions for
each assigned employer account. You must contact the Employer you are
servicing to get these roles assigned to you.

NAVIGATING TO EMPLOYMENT AND WAGE DETAIL HOME

This section of the document will show how you can navigate to the employment

Introduction .
and wage detail home page.

Step-by-Step Instructions:

1. Login to your TPA account. The TPA home page will appear as shown below. Click on the link
‘Employment and Wage Detail Reporting’.
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Change Password | Logoff

TRA Home

Account Maintenance

Assign TPA Role
Emplayment and Wage Detail
Reporting

Payment Information
Searches

User Maintenance

Third Party Administrator

TPAID: 100

TPA Home

TPA MName: XXXX

TPA Home
TPA Home

Click here to access ‘Employment and

Account Maintenance
View or update TPA account info
Type, addresses and phaone num

Wage Detail Reporting’ home.

ignment of employment and wage detail and

Erployment and Wage Detail Reporting

Submit Employment and Wage Detail files for multiple or individual
employer accounts (adjustments and original reports), or view
employment and wage detail report information for TRA submissions and
client groups. To manage Employment and Wage Detail Reports for
individual employer accounts, this includes 'Copy from Previous' or
‘Wanual' submissions, navigate to the Employer's account via the
‘Searches' function.

Searches
Search for emplayers for which the TPA has been assigned account
access

Payment Information

Make payments for multiple or individual employer accounts or wisw
payment information for agent submissions and client groups. To
manage individual employer accounts, navigate to the employer's
account via the "Searches' function.

User Maintenance
Create new or update existing TPA user information

2. The ‘Employment and Wage Detail’ home page will appear as shown below. Click on the function you
wish to access, from here.

Change Passward | Logaff

TPA Home

Account Maintenance
Agsign TPA Role

Employment and Wage

Detail Reporting

v Submit Ermployment and

Wiage Detall File

v Submmit Ermployment and

wage Detail File for

Quarters Prior to 2010
* yiew Employer History
* wiew Submission Histary

Payment Information
Searches
User Maintenance

Third Party Administratrg
TPA ID: 100

2010.
Employment and Wage

Click here to submit wages for Q1

Submit Employment and YWage Detail File

Submit a Wage Detail file for delinguent, current, or adjusted quarters
containing one or many Emplayer accounts. TPAs must have security
access to Wage Detail Update and Submit for each Employer account
submitted.

Wisw Employer History
Wiew individual Employer history, this includss quarter and year, gross
wages, and amount due

Submit Employment and YWage Detail File for Quarters Prior to 2010
For quarters prior to 2010, submit a Wage Detail file for delinquent,
current, or adjusted guarters containing one or many Employer accounts
TPAS must have security access to YWage Detail Update and Submit for
each Employer account submitted.

Wiew Submission History

Wiew submission history by date range for original and adjustad wage
detail reports. The data includes the Submission Date and Time, Filing
Method, and Errar information.
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SUBMIT EMPLOYMENT AND WAGE DETAIL FILE

This section of the document will show how an authorized user can submit
employment and wage detail files for assigned employer accounts. If you wish to
submit employment and wage details for quarters prior to 2010, please refer to
the 4th Quarter Employment and Wage Filing Instructions - TPA. The instructions
here are applicable only if you are using the ‘File Upload’ method for multiple
employers. If you wish to submit employment and wage detail reports using any
other method from the individual employer account, please refer to the
‘Employment and Wage Detail Reporting’ section of the Employer User Guide.

Introduction

IMPORTANT: In order to understand the process flows, key business rules and
changes, security, error handling and for extensive detail on processing
Employment and Wage Detail through the new QUEST system, please refer to the
document: 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.

Within the file upload method, 3 file types are available. They are: ICESA, EFW2

File Upload and Delimited. Key facts about file upload method are:

method:

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.

e The uploaded wage detail files will be processed immediately if your file
size is within 150 records. Otherwise, your file will be processed as part of
an overnight scheduled batch. 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 the same
with the only difference being the file format. Please refer to the Quarterly
Employment and Wage Submission as noted above for additional
information and extensive detail on file format, data definitions, formatting
and file generation instructions for each of these formats.

Step-by-Step Instructions:

1. Navigate to the ‘Employment and Wage Detail’ home page using the instructions provided in the
section ‘Navigating to Employment and Wage Detail home’ above.

2. Click on the link ‘Submit Employment and Wage Detail File’. The following page will appear. Choose
from one of the file upload methods and click ‘Next’ (for the purposes of illustration, the ‘Delimited’
option is chosen here).
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Massachusetts Department of

Workforce

Development

Friday, July 31, 2009
Print

Change Password | Logoff

TPA Home

Account Maintenance
Emplayment and Wage Detail
Repoarting
+ Submit Emplayment and
Wage Detall File
v Submit Employment and
Wage Detall File for
Quarters Prior to 2010
+ Wiew Emplayer Histary
*iew Submission History
Payment Infarmation
Searches
User Maintenance

Third Party Administrator

TPA ID: 100

TPA MName: XXXXXX

Employment and Wage Detail Submission Process

Q0—2—0G

Submit Wage Confirm Process and
Information Submission Calculate

» COMPLETE

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 [TPA) filings, click here®

File Type Record Length File Extension
@ Delimited? fi &, export from Excel with a comma dalimiter) Variable b or csv
O ICESA? [NASVWA Standard File Format) 275 tut
O EFW2? (Formally MMREF-SSA) 512 b

3. The following page will appear. Click the Browse button to open the Choose file window. Locate and

click on the upload file on your computer and click the Open button. Click Next to process the file.
Massachusetts Department of _
Work!ﬂg} {pgg itk [fuavtas mass govi?.. | Friday, July 31, ZPOﬁ

Change Password | Logo

T

TEA Home

Account Maintenance

Ermployment and Yyage D)
Reparting

v Submit Employment and

Wiage Detall File

v Submit Emplayment and

Wage Detall File for

Quarters Prior to 2010

+ i Employer Histary
+iew Submission Histo

Payment Information
Searches
User Maintenance

empl

Third Party Administrator
TPAID: 100 TR A Mame: XXXXXX

=l Employment and Wage Detail Submission Process

o—} @}—} @}—} COMPLETE

Submit Wage Confirm Process and
Information Submission Calculate

Select Wage Detail File
Choose file by selecting the 'Browse' button. Once the file is selected, click Next'. If you hawe problems uploading a file contact DIUA @ 50006006

‘[ Browse.. |
Creow | her |

ry

If there are no errors, the following page will appear displaying the summary of wage details by

oyer account number and reporting unit. Click ‘Next’ to continue with the wage detail

submission. Click ‘Save and Exit’ if you wish to return later.

NOTE:

If you have more than 150 records to upload, your file will not be processed immediately. Instead,

you will get a message stating that the records will be processed in an overnight batch. You will be able to
view the status of your submission on the ‘View Submission History’ screen from the ‘Employment and Wage

Detail’ home
Massachusetts Department of

Workforce

Development

Change Password | Logoff

page the next business day.

Friday, July 31, 2009
Erint

TPA Home

Account Maintenance

Reporting
+ Submit Emplayment and
Wage Detail File
+ Submit Emplayment and
Wage Detail File for
Quarters Priar to 2010
+iew Emplayer Histary
* iew Submission History
Payment Infarmation
Searches
User Maintenance

Ermployment and Wage Detail

Third Party Administrator

TPA ID: 100 TPA Marne: XXXXXX

Employment and Wage Detail Submission Process

Submit Wage Confirm Process and
Information Submission Calculate

COMPLETE

Summary of Units Reported

Month  Month
#1 #2

1

Month
#3

Number of
Records

1

Total Ul Gross
Wages

$14,000.00

Unit
Number
0

Business
Name

Employer

Employer Account

Number =]

Year

100 2009 July, August,

September (Q3)

4
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5. On the next page you will be asked to certify your submission. Use the checkbox to complete the
certification and click ‘Next’.

6. The following page will appear, displaying the quarterly contributions due for each employer.

Workforce —
[

Chisnge Password Logoft

TPA D 900 TPA Name XEXNKX
Ernploymert and Wage Dol Suss| - Click here to view the wage
' ® & 0 - detail calculations for this ¢
s . - employer.
. M

Employer Account ld  Year Cunrter Submission Typs  Total Ul Gross Wages Dus |
1000 . July, August, September (3} Adustment &1 $14,00000 SS0 &5
i ) o 4

7. The wage detail calculations will appear as shown below.




TPA User Guide

Fakay, ity 31, 2008

orxrorce e

Fromiic

B Crhpiidyterd mra

Third Party Admindsiratos

'y

Reporting Information

FA Nama X000CK

Ermployment and Wapes Pad for the Quater B
Year 20

- m AN LIS
w e oSt recerly submithed 0N @ £
- - 1OTE Tho gdustman pyace I dclpagled ar JiEaat
& S Lt BT i Fis parvEng LH STEfl revises all B in 8 reaw S it wtaisment
| : ‘Submission Type  Ouarter!  Ouarter2  Ouarterd  Ouarterd  Amourt |
CQuarterly Wages
LAG Wl * Suitrramied £15 000 00 $0.00 000 $15.000.00|
Adusted $15 000 00 $14.000 DO B0 $23 000 00|
Dilfeance 000 414 000 0D 0 00 § 44 000 00 |
LA Taeabie Viages"* Subrmetied $14 00000 $0.00 2000 tML‘ﬂJUD_
Adusted fudoo000 §14 00000 000 $2800000|
Daffessnce $0.00 1400000 ol $14.000 00/
it Taxable Wages* Supwmisied %000 $0 .00 000 $000/|
Adusied 4000 000 000 $0.00}
¢ = = o = e T
Ul Corgngetion® Subsmitted 350 60 £0.00 000 $258 60
| Adjushed $850 60 o8 00 000 $1.704 58
Diffarghcs $0.00 $a24 00 $0 00 #3544 99
| Ll Comntamicn® Submittea $0.00 0,00 $0 00 F0.00
Adjusied 000 $0.00 oo 000
| Difference $0.00 £0.00 000 $000
| Vpretoree Traning Fund® Submitiea $8540 $0.00 $000 f840
Adjusted $8 40 £5 68 20 00 $1408
| Difterence $0.00 §5 66 $0 00 566
Secondary Unplom Adusimen ® Submited $0.00 €000 0 00 $000
| Adjusted $0.00 $0.00 000 000
Differance $0.00 000 il ] $0.00
| Pensiss and bterest
| Bian Eiler Penaty™® Submittad $100 00 $0.00 000 $100 00
Arfjusted $100 00 L ile] 0 00 10000
| Difference 0 00 000 0 0% $000
3 o0 Subsmitted $3110 €000 000 3110
| Adjushed $3190 000 RO 00 #2110
Diffarahcs $0.00 $0.00 $0 00 000
| Canerty &mourt Dus® Submittea $990 10 0,00 000 $2a 10
Adjushed $995 10 $850.65 00 FIB4075
| Ciifferancs $0.00 850 65 000 50 65
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8. The following confirmation will appear indicating that the process is complete.

Massachusetts Department of

Workforce

Development

Friday, July 31, 2009
Brint

Change Password | Logoff

TPA Horme

Account Maintenance
Employment and Wage Detail
Reporting
* Submit Emplayment and
Yage Detall File
» Submit Employment and
Yyage Detail File for
Quarters Prior to 2010
+ Wiew Employer Histary
» Wiew Submission History
Payrnent Infarmation
Searches

User Maintenance

Third Party Administrator

TPAID: 100 TPA Marme: XXXXXX

Employment and Wage Detaill Submission Process

Submit Wage Confirm Process and
Information Submission Calculate

COMPLETE

Employment and Wage Detail Report Submission Confirmation

Thank you for using our online Employment and Wage Detail Submission process. You have successfully submitted an Employment and Wage
Detail Report for Quarter 3 of Year 2009,

Your confirmation numberis - 00100051 _07310914052 For future reference, this number is in View Submission History
[fyou would like to make a payment for amounts due select 'Make Payment' at the bottomn of this page

[fyou are closing your business and this is your final Employment and Wage Detail Repart Select ' Account Maintenance' then 'Suspend
Account' from the left navigation and procesad with the prompts

Make Payment
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VIEW SUBMISSION HISTORY

This section of the document will show how a TPA can view employment and wage
detail submission history. You can view submission history by date range for
original and adjusted wage detail reports. The data displayed includes the
Submission Date and Time, Filing Method, Confirmation number and error
information. You will also be able to view the employer account number and the
summary of wage details specific to the submission, by clicking on the ‘details’ for
each submission.

Introduction

Step-by-Step Instructions:

1. Navigate to the ‘Employment and Wage Detail’ home page using the instructions provided in the
section ‘Navigating to Employment and Wage Detail’ above.

2. Click on the link ‘View Submission History’. The following page will appear. Enter the date range for
which you wish to view the submission history. Click on ‘Search’.

Massachi f
assachusetts Department oi Friday, November 20, 2009

Workforce Pt

Developmant

Change Password | Logoff

TPA Home Third Party Administrator

Account Maintenance TPAID:100 TPA Marne: XXXXXX
Employment and Wage Detail
Repaorting Wage Detail Submission History Search
* Submit Employment and me:"—‘ Tar ,—‘

YWage Detail File
v Submit Employment anc

Wage Detail File for

Quarters Prior to 2010
* Yiew Employer History
* View Submission

3. The search results will appear as shown below. Click on the ‘details’ to view more information on each

submission.
Massachusetts Department of .
Friday, November 20, 2009
Workforce p
Developmant

Change Password | Logoff

IBA Home Third Party Administrator

ACLOUNt Maintenance TRAID: 1001 TPA Mame: XXXXXX
Ernployment and Wage Detail
Reporting Wage Detail Submission History Search
* Subrmit Employrment and From:l—‘ To: ’—|

wage Detall File
* Submit Employment and

wage Detail File far

Cuafers Prio 10 2010 scarcn | Reset |
* Wiew Employer History
* View Submission

Search Results

History
Payment Information Submission Date Submission Time  Confirmation Number  Filing Method Records UserlD Employer Details Record Errors
Searches 713172009 2:05 PM 00100051_073108140525  File Upload tkb02  details
CEErLEIETEIES 7/31/2009 204 PM 00100051_073109140451  File Upload 502 details
713172009 2:04 PM 00100051_073109140427  File Upload tk&02  details
713172009 1:29 PM 00100051_073108132957  File Upload tkb02  details
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4. The details will appear as shown below.

Massachusetts Department of

Workforce F

Development

Change Password | Logoff

RSl Third Party Administrator

Account TRA ID: 100! TRA Mame: XXXXXX
Maintenance

Ernployment Employment and Wage Detail Submission History Search
gr;ctia\i/IVage Employer Account Number

Reporting Submission Type: | Al v
+ Subrnit Year |2009 v

Ernployment
and Wage Quarter. | Select one v|

Detall File
+ Subrnit
Emplayment Reset
Empioyme EDE
Detall File Search Results
for Quarters
Prior to MA
2010 Employer Number TotalUl MA Wages Income
e Account Employer Name Year/Quarter - Confirmation Number of Gross Subject to Tax StatL
Employer Number yp Records Wages Withholding Amount

Histary Withheld
=

eubmission 1000 Employer 200973 Originel 00100051_073108140525 1 $14,000.00 $0.00  $0.00 Supmil
Histary

Payment
Information

SEarches

User
Maintenance

Submission
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Introduction

VIEW EMPLOYER HISTORY

This section of the document will show how a TPA can view the summary of
employment and wage detail history by employer accounts. You can view the
employment and wage detail summary for each assigned employer account for a
chosen quarter. The search results will include the employer account number,
name, year/quarter, total Ul gross wages, amounts due, and wages withheld.

Step-by-Step Instructions:

1.

Navigate to the ‘Employment and Wage Detail’ home page using the instructions provided in the

section ‘Navigating to Employment and Wage Detail’ above.

results by

Click on the link ‘View Employer History’. The following page will appear. Enter search criteria to limit

employer account number and/or year/quarter. Click on ‘Search’.

Change Password | Logoff

TREA Home

Account Maintenance
Assign TPA Rale
Emplayment and Wage Detail
Reporting
* Submit Employment and
Wyage Detall File
+ Submit Ermployment and
Wyage Detail File for
Quarters Prior to 2010
* View Employer History

* Wig Submission History

Third Party Administrator

TRA ID: 100 TPA Mame: XXXXXX
View History Search
Employer Account Number:
Year |2009 v
Quarter: | Al v‘

G T

3. The search results will appear as shown below.

Change Password | Logaft

TRPA Home

Account Maintenance
Assign TRA Rolg
Employment and Wage Detail
Reporting
* Submit Employment and
Wage Detail File
v Submit Employment and
YWage Detail File for
Quarters Prior to 2010
+ View Employer History
* Yiew Submission History
Payment Information
Searches
User Maintenance

Third Party Administrator

TPA ID: 100 TP A Mame: XXXXXX
View History Search
Employer Account Number. 10004344
Year: o009 v |
Quarter: | Al v|

==
Search Results

Employer Total Ul Quarterly MA Wages Subjectto DOR Withheld
Account Number By (e W | G Gross Wages Amount Due Withholding Amount
100 Employer 2009 3 $14,000 $350.65 30 30

10
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SEARCHES/EMPLOYER ACCOUNT HOME

This section of the document will show how an authorized user can search and
view the individual employer home pages of assigned employers. Once at the
employer home page, you will be able to access and perform most of the employer
functions on behalf of the employer. However, the functions that you will be able
to perform will be controlled by the roles assigned to you by the employer. Once
you are at the employer home page, you will be able to see only the functions
assigned by the employer. Please refer to the Employer User Guide for complete
information on all the functions performed from an employer account. You must
contact the employer you are servicing to gain access to a role you require.

Introduction

Step-by-Step Instructions:

1. Navigate to the TPA home page. If required, please refer to the section ‘Logging In’ in the TPA
User Guide. The following page will appear.

Change Passward | Logoff

TRaHome Third Party Administrator
Account Maintenance TRAID: 100 TEA MName: XXXX
Assign TRA Role

Employment and wWage Detail TPA Home

Reporting
Paytnent Information TEA Home
Searches TPA Home

User mMaintenance

Account Maintenance Assign TPA Role

View or update TPA account information such as; Name, CGrganization Submit client{s) for assignment of employment and wage detail and
Type, addresses and phane numbers payment roles

Ermployment and Wage Detail Reporting Fayment Information

Submit Employment and Wage Detail files for multiple or individual Make payments for multiple or individual employer accounts or wisw
employer accounts (adjustments and original reports), or view payment information for agent submissions and client groups. To
employment and wage detail report information for TRA submissions and  manage individual employer accounts, navigate to the employer's
client groups. To manage Employment and Wage Detail Reports for account via the 'Searches' function.

individual employer accounts, this includes 'Copy from Previous' or
‘Manual' submissions, navigate to the Employer's account via the
‘Searches' function.

Searches User Maintenance
Search for employers for which the TP A has been assigned account Create new or Update existing TPA user information
access.

2. Click on the link ‘Searches’. The following page will appear.

Change Password | Logaft

e Third Party Administrator
Account Maintenance TRAID: 100 TR A Mame: XXXXXX

Assign TRA Rolg

Empioyment and wape petai | I

QEDDITIHQ

Payment Infarmation Client/Rate Dowvinload Employer Search

searches Search for Employericlient rates file Search for Emplayersiclients by Employer Name, Employer Account
* ClientRate Download MNumber, andfor rale

» Employer Search
User Maintenance

11
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3. Click on the link ‘Employer Search’. The following page will appear.

Change Password | Logoff

TRPA Home

Accourt Maintenance
Assign TPA Role

Reparting
Payrment Inforrmation
Searches
+ Client/Rate Downloac
* Employer Search
User Maintenance

4. The
emp

Employment and YWage Detail

Third Party Administrator

TRA ID: 100t TRA Mame: XXXXXX

Employer Search
Employer Mame: | ]
Employer Account Mumber,
FEIN

Role

All

Covo T

search results will appear as shown below. Based on your search criteria, one or more
loyer accounts are displayed. Along each employer name, the assigned role(s) will also be

displayed. Click on the Employer name to go to the home page of the Employer.

Change Password | Logaoff

TPA Home

Account Maintenance
Assign TPA Role

Ermployment and Wage Detail
Reporting

Fayment Information

Searches
+ Client/Rate Download
* Employer Search
User Maintenance

.

ick here to view
e assigned roles.

Third Party Administrator

TEA ID: 10C TPA MName: XXXXXX

Employer Search

Emplayer MName:
Employer Account Mumber:
FEIN:
Role: [an ~|
Search Results
Employer Name FEIN EAN Role Services Begin Date  Services End Date
Employer 100 10C Account Maintenance Update and Submit Ti31/2009
Employer 100 10C Benefit Charges Protest Submission Ti31/2009
Employer 100 10C Payments Update and Submit Ti31/2009
Employer 100 10C Employment and Wage Detail Update and Submit Ti31/2009
Employer 100 10C WWage and Separation Mailing Ti31/2009
05 10C Account Maintenance Update and Submit 1172042009
05 10C i mission 11/20/2009
el Click here to view a IE0E00
s date and Submit 1152002009

description of the roles.
Select Link for Role Deff

12
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5. The employer home page will appear as shown below. You will be able to perform employer
functions from here by clicking on the appropriate links. Please refer to the Employer User Guide
for the complete set of instructions on performing employer functions.

While you are at this page, you will be able to go to a different employer account by clicking on the
link ‘Change Employer’. Click on ‘Leave Employer’ to leave the employer home page and return to the
TPA home page.

Change Password | Logoff Click here to go to

TPA home page.

Ermployer Home

Third Party Administrator

EAQ/COntact Us TRA ID: 100 TRA Marme: XXX
Account Maintenance
Benefit Charge Activities Employer Information “Change Employer "L eave Employer

Carresponcence Employer Account Number: 1006 Employer Name: Employer
Employment and Wage Detall

Reporting Employer Home

Payment Information

User Maintenance Employer Home
Employer Home

EAQIContact Us Account Maintenance
Review frequently asked questions (FAQ's) for the Ul program or Ul Maintain account information including changing legal name, mailing
system. Submit inguiries iIf the FAQ does not answer your question address, owners/officers, reporting units, or reporting status. View the

most recent Tax Rate Notice, authorize TR As or provide information
regarding the purchase or sale of & business

Benefit Charge Activities Correspondence

View Benefit Charges by calendar year and quarterly summaries; claimant  Search for Correspondence
detail summaries; and individual claimant transaction details. Additional

information includes fiscal year summaries with tax rate buydown andfor

merger-acquisition details related to bensfit charges

Employment and Wage Detail Reporting Payment Information
Submit Employment and Wage Detail Reports for this Agency and the Make payments; view account summary, pending payments, processed or
Department of Revenue. View historical Employment and VWage cancelled payments, taxable wages, and FUTA credit information.

Reporting information

User Maintenance
Assign or Update user access to Employer account information

This area will display the
available employer
functions.
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