Title: Tax Reporter manual upload

Tax Reporter Manual Upload Transaction Code: PU19
Purpose Use this procedure manually upload adjustments.
Trigger Perform this procedure when uploading Tax Reporter manual adjustments for

several employees in a tax company. This is a tool for an agency that has
many manual adjustments to do and would prefer to upload them all at once
rather than manually.

End User Role  Tax Reporter Processor Role.

Change Change Description

History

11/20/2014 Created

Menu Path Human Resources —» Payrol Americas — USA Subsequent

activities —» Period-Independent—» Payroll supplement
PU19 Tax Reporter

Transaction Code PU19

Helpful Tips: The upload must be done separately for each Tax Company.

The mapping of data on the excel file is the following:

A B C D E F
PRNR Mumber Tax Authority Blank TXGrp PAYdate Taxable orValue

It would look like this:
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Title: Tax Reporter manual upload

“ Home Insert  Pagelayout Formulas | Data | Review View  DYMO Labe!

5 - 5 B @) connections 5, FTE r & Cle
@@ b W @ ARFIF |
From From From From Other Existing Refresh %} sont Filter l
Access Web Text Sources~ Connections | All» = EditLin} -7 Advanced

Get External Data Connections Sort & Filter

G13 & fe |

A B C D E F i
1 275366 FED w200 12/29/2013 111
2 518110 FED W2DD 12/29/2013 2.22
3 20052958 FED W2DD 12/29/2013 3.33
4 20053891 FED w200 12/29/2013 4.11
S5 20054680 FED W20D 12/29/2013 5.11
6 20054682 FED W2DD 12/29/2013 6.11
7 20054696 FED W2DD 12/29/2013 7.11
8

m '| » Computer » Local Disk (C) » Users » denisep » Desktop »
¢ — L o= — L_ 1 - B = . S 3

Organize »  New folder

Name Dater

| & Microsoft Excel
| ) %41
Favorites J. DOP time leave, schedule forms

‘ I Desitop ) 0P

‘ # Downloads J. DSHS W2 2013 12
‘ < Recent Places ). Interfaces for Leg AN

Excel Workbook (*.xsx)
4 Libraries Excel Macro-Enabled Workbook (*dsm)

Excel Binary Workbook (*Isb)
» Documents  xcel 97-2003 Workbook (*ds)
3 Music XML Data (*xmi)
Single File \Web Page (*.mht:*,mhtmi)
% New Lbrary  web page (*hm* htmi)
&, Pictures Excel Template (*.xdt)
l Excel Macro-Enabled Template (*xitm)
Videos Excel 97-2003 Template ("t
Unicode Text (“bt)
XML Spreadsheet 2003 (*xml)
~§ Local Disk ()  Microsoft Excel 5.0/95 Workbook (*ds)

PO P s dalianhi i 8 sk

W Computer

It will look similar to this:

mllll|lll1IDIIII|III2IDIIII|IIIBIDIIII|III4IDIII

1| [

1 p75366 FED  W2DD 12/28/2013 1.11

z 518110 FED  W2DD 12/28/2013 2.22

3 20052958 FED  W2DD 12/29/2013 3.33
|| 420053881 FED w2DD 12/28/2013 4.11

5 20054680 FED W2DD 12/28/2013 5.11

€ 20054682 FED W2DD 12/28/2013 .11

7 20054696 FED  W2DD 12/28/2013 7.11

=]
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Title: Tax Reporter manual upload

1. Start the transaction using the above menu path or transaction code PU19.

=
| Tax Reporter  Edit Goto Tools  Utilities Systern Help

| & 2 0H @ee CHE 8008 PR @B

Tax Reporter

|@. All mag. media files ||,§, Log Manager |

Tax Forms I Tax Company 3

b (3 Quarterly ) :

W
b 3 Quarterly Correction Reporting Period End Date &
b 3 Annual Consider Payroll Results up ta &

> (J Annual Correction
’_m (TEST run) , Generation/Filing Dates . Farm Field Definition

R=Required Entry O=Optional Entry C=Conditional Entry

2. Complete the following fields:

Field Name R/O/C | Description
Tax Company R Agencies four-character designation used for reporting
purposes.

Example: 1600 State of WA Insurance Commissioner
Reporting R The reporting period end date
Period End Date

Quarter End date
1 3/31/20XX
2 6/30/20XX
3 9/30/20XX
4 12/31/20XX

Example: 12/31/2014
Consider Payroll | R Quarter end date. This date should correspond with the
Results up to Reporting Period End Date.

Example: 12/31/2014
3. Click the arrow next to thel b 03 Annual folder to open.
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[& TaxReporter Edit Goto Tools Utiities System Help

1V I JH @@ CHE fDDho8 BE @)
Tax Reporter
Eamﬂull mag. media files ,E,Log Manager
Tax Forms Tax Company 1600 State of WA Insur.. ¥
v L7 Quarterty ) = -
= Reporting Period End Date 12/31/2014 12/31/2014 - 12/31/2014
» [ Quarterly Correction
- &9 Annual Consider Payroll Results up to 12/31/2014

. W-2 - Wageand T

* W-2 PR - Wage anc (PROD. run) W} Generation/Fiing Dates - Form Field Definition
+ [ 1099R - Distribution
. Form 940

. Form 940 Retumn - |
* [E] NY Combined Wage
+ [A Texarkana Income

On the Menu bar select Utilities\ Manual Entries

4..
[ TaxReporter Edit Gote Tools System  Help
& | q § Display form fields 0O E @
Delete Prod PCL4
Tax Reporter Delete Test PCL4
Check configuration
&3, All mag. media files  =,Log Manager 1
Manual Entries
T sl
Tax Forms Tax Company 1600 State of WA Insur...v|
3
(1 Quarterly _ Reporting Period End Date 12/31/2014| 12/31/2014 - 12/31/2014
» [ Quarterly Correction
v onsider Payroll Results up to 2 2
<9 Annual Consider Payroll Result: t 12/31/2014

. W-2 - Wageand T
* W-2 PR - Wage anc (PROD. run) . (TEST run) | Generation/Fiing Dates | Form Field Definition

[ - -

> Click (Import from Local file)

= System  Help

1 B @@ LHE Dhon BE @M
Manual Entry Adjustment
o]

Tax Company "1600 State of WA Insur. ~ |

"] 1600 State of WA Insurance Commissioner

Reporting Period

.~ Taxable and Tax |' Deposits, Interests, Penalties

Personnel No. To |
Tax Form Group To |

6.. Select your file and click open.
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Salact plain feod fils

Lockin: | | PU1S upload - q;EBE.
T | | Hame Diade modiied Type
i 1600 11/6/2014 10:41... Text Document
Recerd =] 1600 PU1S Upload 11/6/2014 10:40... Microsaft Excel ...
S
=
| Lorres |
A
Compuer
w
Llioors |
LI 4 b
Fie name 1600 PU1S Upload - Qpen
Fles of ype " - [ Cocel

@ A SAP GUI Security box may appear.

Securt

The system is bying 10 access he e
C\Users\densep'Daskiop) 1600 PU1TS Upioad 2

Do you want 10 grant access 10 s Re?

Bemembaer My Decron

Ly . 4

Aow || Deny

t— 3

Click the box to the left of Remember My decision and click allow. Entries will display.
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[E system Help
1 *JB @@ CHRER ahaod EHE
Manual Entry Adjustment
i

1600 State of WA Insur.. =
12/31/2014

Tax Company

Reporting Period 12/31/2014| To

. Taxable and Tax } Deposits, Interests, Penalties

Title: Tax Reporter manual upload

@m

Personnel No. To [ = |
Tax Form Group To | = |
| O New B Retrieve
Info | Pernr Taxau Whsit | TxGr Tax form group text Pay date Taxable or value Tax
COC@ 40000000 FED W2DD ER Sponsored Health.. 12/31/2014 1.11 —
COC@ 40000001 FED W2DD ER Sponsored Health.. 12/31/2014 2.22 -
T i
CO@ 40000002 FED I'Ii"znlﬂI Sponsored Health. 12/31/2014 3.33
Click (Enter) to validate.
7. 5
. =
Click (Save) to save.
Results

You have uploaded manual entries.
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