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Introduction

Welcome toE-Wage

This Windows Version oE-Wageservers as the framework for many new changesageweporting
with The Utah Department of Workforce Services.

The NewE-WageProgram offers the following improvements:

Replacement for the "JSwage" DOS based wage dataprngram

A user friendly and intuitive Windows environment

Electronic filing for both the Employer’s Contrilbom Report (Form 3) and the Wage List (Form 3H)
Optional payment of taxes with a debit Electronimés Transfer (EFT)

Improved import capabilities

Update employer account information (Form 3S)

E-Wageupgrades available on line:
http://app.jobs.utah.gov/ui/Employer/Public/EWageDavnload.aspx

E-Wageeliminates the need to send paper documents to.OWSpaper reports created in this program

are for the sole use of the business owner orathereparer and clients.

Paper documents printed iErWage are not intended for filing reports with this Dejpaent. The
Payment Coupon, the only exception, must be setit your checkunlesspaying by EFT.




System Requirements

A Microsoft Windows compatible PC with a Pentiunogessor, recommended 200 MHz or faster

Windows 95, Windows 98, Windows NT 4.0 with servipzek 6,
Windows 2000, Windows XP

All Relative Y2K service packs

64 MB of RAM

5 MB of free hard disk space

CD-ROM drive

Minimum 56K Modem

Internet access to take advantage of Internetrestu

Use only Netscape Navigator (v6.1 or greater) terhret Explorer (v5.5 or greater)

We recommend a resolution of 1024 x 768 or higher




E-Wage

Installation
CD-ROM
Insert theE-Wagesoftware CD into your CD-ROM drive to bring up thgtorun screen or run
setup.exdn the root directory of the-WageCD. Follow the instructions appearing on your soreehe
installation wizard puts the ne#\Wageicon on your computer desktop.

Internet

The E-Wageprogram may be downloaded from the Departmentissite at:
http://app.jobs.utah.gov/ui/Employer/Public/EWageDavnload.aspx

Select E-Wage Mode x|

" Single User  |Single user mode allows anly one emplayer account to be
reported.

Program Mode Selection
After theE-Wageinstall process, select the
"Multi User" mode.

& tulti User Multi user mode allows accountants/payroll services to repart

........................ Hall s oo e
W K I X Cancel |

Program Updates

To check for the latest updates, go to the Hel@tadbe top of any screen. Go to "Ab&xt¥Wage" and
click on the Update button. The update file cadd@nloaded to a diskette by using a computer utttrnet
accessto the Department’s websitai://app.jobs.utah.gov/ui/Employer/Public/EWageDavnload.aspx
. An update can also be obtained by calling theatefent’'sHelp Line.

Help Line: 801-526-9235
800-222-2857 Ex 69235
7:00 a.m. to 6:00 p.m.
Monday Thru Thursday




Quick Reference

E-WageManual
The E-Wage Manual is found on the install CD or may be dowaded from the Internet at

http://jobs.utah.gov/ui/Employer/Public/UIPublicati ons.aspx .

Getting Started
The question mark icon ( ?) to the side of asidfrepresents the help icon. Information and habisut
each field are obtained by using the cursor tceeitfick on, or simply hover over, the help icon.
The first time you rufe-Wage the Tax Preparer Profile screen is shown.
All fields must be input with data and posted totoue.
Begin enter Client Profile Information.
Confirm the system time, date, and Client Profdeletime you select a client.

Update Employer Information Profile - Form 3S
Click "No" if there are changes to the account,(ckange of ownership/entity, address, contactimation).
Complete Form 3S and "Post Changes" or cancel laoolse the Wage Data tab at the top of the screen to
continue.

Contributory Employer’s Quarterly Wage List - Form 3H

Enter Quarter/Year and confirm.

- This is the report filing period.

Enter Contribution Rate and confirm.

- This is located on line #6 of your Employer Qudyt€ontribution Report (Form 3) or your annual
Contribution Rate Notice (Form 45).

Enter Taxable (Wage) Base and confirm.

- This is found on line #4 of your Employer QualstgZontribution Report (Form 3) or your annual
Contribution Rate Notice (Form 45).

Enter Employee Social Security Number (SSN).

- Leave blank if the SSN is invalid or unknown at time of reporting.

Enter Employee Name.

Enter Employee Gross Wages.

- Report dollars and cents.

- An Employer 125 Cafeteria Plan are the only wabasare not reported in gross wages.

Click "Continue" when completed.

Reimbursable Employer’s Quarterly Wage List - Form3H
Enter Quarter/Year and confirm.
- This is the report filing period.
Enter Employee Social Security Number.
- Leave blank if the SSN is invalid or unknown at time of reporting.
Enter Employee Name.
Enter Employee Gross Wages.
- Report dollars and cents.
- An Employer 125 Cafeteria Plan are the only wabasare not reported in gross wages.
Click "Continue" when completed.

Contributory Employer’s Contribution Report - Form 3
Information from the "Wage Data Entry" screen aeeghe Form 3 Contribution Report and calculate the
contribution (tax) due. Any interest and penalties based on the computer’s system date at tleettien
contribution is calculated.
Total Payment.
- Enter dollar amount of remittance.
Enter Employee Count.
Click "Continue" when completed.
Adjustments for prior quarters must be made liygian amended report (Form 3ADJ and 3HADJ). Forms
can be downloaded from the web &ttp://jobs.utah.gov/ui/taxform.asp.
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Reimbursable Employer’s Quarterly Report
Information from the Wage Data Entry screen is useport the total wages paid in the quarter.
Enter Employee Count.
Click "Continue" when completed.
Adjustments for prior quarters must be made liydian amended report (Form 3HADJ). Form 3HADJ can
be downloaded from the web dittp://jobs.utah.gov/ui/taxform.asp.

Submit The Contribution Employer’s Report & Quarter ly Wage List
Three filing options
- Create a data file on diskette and mail with @yupnd payment.
- Upload a data file to the Internet and mail thepan and payment.
- Upload data file and make an EFT payment on tterhet.

Submit The Reimbursable Employer’s Report & Quartelly Wage List
Two filing options
- Upload a data file to the Internet.
- Create a data file on diskette and mail in.




Where to Start With E-Wage

The question mark icon ( ?) to the side of anlgfiepresents the help icon. Help information aimdsh
about each field are obtained by using the cuiseither click on, or simply hover over, the halpn.

Run E-WageFor The First Time
To runE-Wagefor the first time, simply double click on tlkEeWageicon on your computer Desktop or
you can execute the program C:\Program Files\EVEEAjage.exe.

Select User Mode
Select the Multi User mode.

Select E-Wage Mode i il

" Single User  |Single user made allows anly one emplaver account to be
reporked.

& Multi User Multi user mode allows accountants/payroll services to report

""""""""""""""""" mare than one employer.
W OK I X Cancel |

Tax Preparer Profile Setup

The first time thaE-Wageruns, enter thel &S SUREEEITHEEELED _I—'i:::
basic "Tax Preparer Profile" information as_ — — . :

. 3 e g8 B

Shown A” flelds mUSt be Completed and pos nr—w o Wage Data For|jn;3 Chges P%a;e Clients  Reports  Preparsr  Settings
before proceeding. TasPreperer

Once the "Tax Preparer Profile" has begn “BusressNen FSHSEIREEES
completed, the EFT information screen becomes 4= [1234 NOATH 25

active. |
* City/Sitate/Zip: |SALT LAKE ut v[ |s404a-

Business Phone: |[525]858-4545
Tax Preparer EFT * Cantact Person: [ BEA HAVEN

If the "Tax Preparer" is making the *Phone: [{5ZEM32 3552
payment for each Client, enter the Tax Emaladdes [seney@chonecam
Preparer's EFT Information. Afte T

. . " Authorized By

completing thls" screen, save the" T ")éuthm.zedme =
Preparer Profile" by clicking on the "POSt"s.coun tumba [1255252523
button. This EFT payment option globallyreuingHunber 1240000045
affECtS every C“ent us'ng the "Ta Account Type C_I C - Checking, 5 - Savings, M - Money Market
Preparer's" EFT payment option. [ Enable EFT Tramsactins

Enable EFT Payment
Check the "Enable EFT

Transactions" box. Post 3% Cencel

Disable EFT Payment
Uncheck the "Enable EFT Transactions" box.

Complete th&EFT Setup and/or "Tax Preparer Profile” by clicking on thHeost" button.

Client EFT
If the Client is making the payment, the EFT infatian is set up in the "Client Profile." Refer
to page 21.




Client Profile Setup

The firsttime thaE-Wageruns, please ente
the "Client’s Profile" information. All fields mus

be completed and posted before proceeding.
Once the "Client's Profile"
completed, other options become active.

has been

Options Default Settings

The Client makes the payment. TIg

coupon automatically prints. The clie
accountis active and the contact informat
comes from the "Client Profile" screen.

Payment Options

Either the Client or the Tax Preparer

can make the tax payment.

Client Payment Method

Coupon: This option automatically

prints a coupon that must accompany
remittance.

EFT: When paying electronically, th
EFT information must be set up. Refer
page 21.

E-Wage - [Client Profile] _|- _ID El
J- Eile ‘iew Help = x|
& b @ & M & &
History WageData Form3  Changes  Profile  Clients  Reports  Preparsr  Settings
Ul Account Number: |~ | ?  FederallD:| - I ?
Company Mame:
Address:
City/StateZip: | ur vI |
Business Phane: |[ ] - |
Contact Person
Tithe:
Phone:|[ ] - |
Email Addiess
Must Enter Employer Information before proceeding. ‘
Add Client [relete Client Post | x LCancel |
E-Wage | CHAT N CHEW - [Client Profile] &5 |E| 5[
Flle Wiew Help = x|
l = [ " = -
€ b @ & M 8 B
mstory ‘wageData Form3  Changes  Profile | Clients  Reports  Preparer  Settings
Ul Account Nurmber: |C 341258484 | 2 Federal ID: [75-1254569 | ?
Comparny Marme; |CHAT N CHEW
Address; [1234 5 300 W/
City/State/Zip: | SANDY | uT vI |84EIS4—EI12EI
Buginess Phone: |[B01)526-3434 |
Contact Person: |PHIL
Title: |MANAGER
Phane: |[801)526-3530 |
t Email Address: | phil@cam. com
Options |
Payment Options
Payment to be made by e Tan Preparer [~ 2k
t Payment Method: oupon EFT[] b
Client Options
This Cliert is Inactive ™ ‘es P Mo g
Act as Cantact for this Client [ Yes M Ha ?
A0d Client | [Drelete Client | Post | x LCancel |




Tax Preparer Payment Method

E-Wage | CHAT N CHEW - [Client Profile] 9 ] [ |
|J- Eile ‘iew Help =121
STS+Check If the "STS+ChecK & D A & 8 £ B
box |S selected’ th|s Opt|on automatlca \fistory  %iageData  Form 3 Changes  Profile  Clients  Reports  Preparer  Settings
prints a"Summary Transmittal Sheet." Ul ccount Humber [C 31258984 | 7 Federal ID: [73:1254569 | 2
The STS is a printed list of the Clients’  companyName: [cHat N eHEW
account numbers, names, and taxes due., The = Adiress [12345 300w
STSshows a grand total at the bottom qf lhe s e 1 |
IaSt page The TaX Preparer remits a Busingss Phone: |(801)526-3454 |

payment for the total amount due. Contact Person: [PHIL
Title: |MANAGER
Phare: | [B01)526-9530 |

STS+EFT If the "STS+EFT" box Email Addiess: | philEcaom,. com
is selected, theEFT information comes|—|

Options

from the "Tax Preparer's Profile." If the. e omm

Client box is checked, tHeFT information | Fament tabe madeby Clent [T ?
comes from the ClientEFT Profile. Faymenthcthodt STe Bheck [T S+EFTI ?
= 5T5 = Summary Transmittal Sheet i a single summary report for all selected emplayers.
Client Options e etone
This Client is Inactive [ ves 7 Mo ?
. Act as Contact for this Client [T Yes e No ?
. . Inactive A_ccount Check "Yes" to Must Enter Employer Information before proceeding.
inactivate the client account. The account

Add Client | [elete Client | Post | x LCancel |

will be moved to the inactive Client List.

Contact Information: If "Yes" is checked, the "Tax Preparer Profiletitact information is sent
with the quarterly filing. Check "No" and the "QtieProfile" contact information is sent instead.




Beginning Each Quarter

Each time you enter the-Wageprogram, it
displays the "Client Information" screen whig

lists the active accounts. Refer to page 24
"Display Information" options.

After entering a quarter and year, selec
client by double clicking on its name.

The "System Date Check” and "Employet
Profile Check" screen will appear for verification.

E-Wage | DEWEY C HOWE CPA | 2/2002 - [Chent Ini = ID 5‘
J- Eile ‘iew Help = x|

e b @ & & 8 @
DPHistory  WwageData Form3  Changes  Profile  Clients  Reports  Preparer  Settings
faifp\ay Information

Quarter / Year | 2/2002 [bLL cLENTS =l
t ader By lCI\enlName L‘ Murmber of Clients: |—2 |

Client No_ |
£ 3125840-4 CHAT N CHEW
C 82546580 DEWEY CHOWE CPA

Status
NO INFORMATION
NO INFORMATION

Client Company Name

-

)

£ Add Client = Delete Client

System Date Check

Employer Information - Yersion: 2.12 ** TEST SEl

5

An incorrect system date may cau
inaccurate interest and penalty calculatio
E-Wage displays the system date each tim

se
ns.
a

Systemn Date and Time iz B/A16/2002  4:44:37 PM

[Fy Changs |

If thiz iz incomect. pleaze change NOw!
An incorrect Date 7 Time will result in incorrect calculations.

clientis selected. To correct the "System Date
Time," click the "Change" button.

arﬂuﬁegistration Mumber: C 3-125848-4
Company Mame: CHAT N CHEW
Address: 1234 5 300 W

Federal |D: 78-1254569

City/State/Zip: SANDY
Buginess Phone: [801])526-9494
Contact Person: PHIL
Title: MAMAGER
Fhaone: (801)526-9590
Email Address: phili@com. com

ur 24094-0120

If the above information is correct, please select "YES"
otherwise, select "NO" to make changes to your profile. The "NO"
button will bring you to the Change screen to update your profile
and notify DWS of your account changes.




Change System Date

screen.

Correct the system settings on thisoate&nme|

Employer Profile Check
Each time a client is selected, you are as

to verify the "Client Profile" information. If the

"Client Profile" is correct, select "Yes" to go
the "Wage Data Entry" screen.

A "No" answer will take you to the
"Employer Changes" screen (Form 3S) to mé

the correction. Refer to "Employer Changes"
page 20.

Date/Time Properties EE3
—Date — Time
[opi =] Jeooa = - .
12 3 4 5
& 7 B 9 10 11 12 ’ K
13 14 15 18 17 18 19 . 3
20021 22 23 24 28 26 . e
72w oH ’
[1z:357rM =
— Time zone
| (GMT-07:00) Mourtain Time (US & Canads) =l
¥ &utamatically adjust clock for daylight saving changes
QK. I Cancel Apply
Employer Information - Yersion: 2.12 ** TEST SE |

[y Change |

If this iz incomrect. please change NOW!
An incorrect Date 7 Time will result in incorrect calculations.

ked

Systern Date and Time iz B/16/2003  4:44:37 PM

o

Ul Registration Mumber: C 3-125848-4
Company Name: CHAT N CHEW
Address: 1234 5 300 W

Federal |D: 78-1254569

ke

on CitydState/Zip: SANDY
Busziness Phone: [801])526-9494
Contact Person: PHIL
Title: MANAGER
Phone: [(801)526-9590
Ernail 4ddrezs: phil@com. com

If the above information is correct, please select "YES*®
otherwise, select "NO" to make changes to your profile. The "NO*
button will bring you to the Change screen to update your profile
and notify DWS of your account changes.

urt 84094-0120
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Data Backup

Close alE-WagePrograms that are runniniE T e S =lolx|
and click on the "Backup Database" buttoh &= wew ::;n =18 ]
selected from the utilities option found under the® ~ Steekeve | g, gy L

Histary o TN E Reset Help Dislogs ~ ports  Preparer  Settings

"Help" tab. All client data is backed up in one Zi, ..., ion _
file and saved in thE-Wage backup directory.| guse /ves et i ki I~

5] Backup Database

The name of the backup zip file is the date angl.e, Eemmeme o ey
time when it was saved.

Client No I Client Company Name I Status \ﬂ
|P|C 3-125848-4 CHAT N CHEW NO INFORMATION
C 8-254658-0 DEWEY C HO'WE CPA NO INFORMATION
ReStore Or"MOVG Database " : F 9-910111-8 FAMILY HEALTH WO INFORMATION
The "Restore Database" button may
be used to move client data to another
location.
KN LILI
£ Add Client = Delete Client
Backup Warning X
Ensure that thE-Wagepl'OgramS on If Ewage is operated by mulitple users in a nebworked enviroment,
5 | firm E i E i Lh kstation.
the Network are closed before backing Feex continta, Saloct O £ St it the atabss bickip operatirs
the data.

i Cancel |

This section will discuss each Tab in the Tool Baown below.

© B [ 2 & 8 @

Hiskory | Wdage Data  Form3  Changes  Profile  Cliemts  Reports  Preparer  Settings

11



& B 2 A & 8 B & &

Hiskory | Wage Data  Form3  Changes

Client History

The Client "History" screen allows you {0 eie tew tep

view the following quarterly information.

Quarter

Filed By

Form 3 Date
Form 3H Date
Form 3S Date *
Trans Date
Rate

Base Wage
Total Wages
Subject Wages
Total Due
Contribution Due
Interest Due
Penalty Due
Payment Option

* The Form 3S history shows only the

Profile  Clients Reports  Freparer  Settings
History
E-Wage | CHAT N CHEW - [Wage History] 0 ] 5|
=18
83 8 &

j@m@

History — Wage Data Form3  Changes  Profile  Clisnks

Reparts

Preparer  Setkings

1/2003  Diskette E/B/2003 6/6/2003
1/2002 Digkette 5/20/2003 | 5/20/2003

transmission date. The data elements do |not

appear.

Delete Entire Quarter

Highlight the quarter to be deleted and use
"Delete" button on your keyboard. You will be aske
to confirm the deletion. Deleting a quarter wil
permanently remove all associated employees and

wages from th&-WageProgram.

A second warning appears providing the fi

opportunity to cancel the deletion.

4] |

6/6/2003

Ot Filed By | Fomm 3 Date|Form 3H Date|Form 35 Date| Trans Date

E/B/2003
5/20/2003

Rate | Base [ot'Wage +

0.0256 22500 $50.170
0.016 22,000 $634.385

Warning

Deleting a quarter will permanently remave all assaciated
employvees and wages, Select YES to Delste, or NO ko Cancel,

12




© 2 2 A & R B & &

Hiskory  Méage Data | Form3  Changes  Profile  Cliemts  Reports  Preparer  Settings

Wage Data

Entering Wage Data

Contributory Employers e
After verifying the "Employer Profile,E- Bt vew vop EFE
Wage automatically goes to the "Wage D = = = -
Entry" screen. The registration number JL rory Waata Fw@rgs cha%]es ,,%’ c{m; Rts p’? s%g
company name aummatica”y appear usmg tm%stratmnNumberlC3-125848-4 |[CHAT N CHEW |
"Employer Profile" information. Enter the quarter Quaerivea [27203] 7 Convbutons Fate [ 015 7 Tonabl B [22500 7
and year for which you are filing reports (e.g.,
1/2003, 2/2003). While entering the Quarter/Ye
Contribution Rate, and Taxable Base, you are
asked to confirm the data for each entry. The
Contribution Rate and Taxable Base are found on @ Did yous pay wages this Quarter?
both the quarterly reports (Form 3) mailed [at
guarter's end and the annual Contribution Rate
Notice (Form 45). The rate must be within the
range of .001 to .099.

' 55N | First Name |Midd|e| Last Name | Wages |

S B

Did You Pay Wages This Quarter?
If you had payroll during the quarter, click
on YES and enter the data.
If you hadNO payroll in the quarter, click sote [Ffd =] ToislEnposess [ | Toalwages |

on NO. A "no wages paid" quarterly report is it et | Edenpes | BhecEnploes. 1|
created. Irnport Payral £ CONTINUE |

Rate Changes Mid Year
The "Contribution Rate" input for thé' gjuarter of each year becomes the default foryteat Any rate
change for a subsequent quarter must be input.

Reimbursable Employers E-Wage | FAMILY HEALTH | 1/2000 - [Wage Data Enk =181 x|
The registration number and company naffe" "¢ — EEE

automatically appear from the "Employer Profil H@Y Wam Qua:?eﬂy Cha@;gg p% dﬁﬂ; Rt; p§ SE:QS

information. Tax rates and wage base information

do not apply to Reimbursable Employers, Entép =" =12 [ty e |

and confirm the quarter and year for which you At 2] 8

are filing reports (e.g., 1/2003, 2/2003).

D=

55N I First Name IMiddIel Last Hame I ‘Wages I ﬂ

|
GRS

Note: Reimbursable Employers only report wages
for insured workers.

Sort By [Entry Oider Tatal Employess Ul Total Wages
Copy Previous Gt | &2 Add Emplopee | & Delete Employes |
Irmpart Bagral £ CONTINUE |
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Hiskory  Méage Data | Form3  Changes  Profile  Cliemts  Reports  Preparer  Settings

Wage Data - Form 3H

Entering Employee Wages

E-wage | CHAT NCHEW | 2/2002 - [Wage Data Entry] =10l ]
J- Eile ‘iew Help =121
Enter the social security number (SSN)&) s & & ® g @
name and Wages for each employee W @ifyery  'WageData  Form 3 Changes  Profile  Clients  Reports  Preparer  Settings
hitting the ENTER key or TAB key after enteringessuion tunbe|C 31258464 | [CaT N CHEW |
Wages, the program automa“ca”y pOStS the data Quarter/vear ZfZDDZI ? Contributions Fate @ 7 Taxable Bage (22,500 | 7
The program keeps a running total of the number

of employees and the total wages entered. SSN_| First Name _[Middic] Last Hame [ wages | ﬂ
1009-42-?512 C B CRIDDLE 9,942.00
3 . . | |044-35-6886 R J BERUBE 9,942.00
An invalid SSN should be replaced with [@o7s4s152 & & SLIWINSKI 234200
H 1-80-6974 | M 5 WEEBB 9.942.00
blank entry in order for the wage data to POSTH, ;o , e s
your account. If the employee has not provided|arss2is « R |CLNGER 334200
SSN, please obtain it. Upon receiving mafliciee I =
natification concerning this omission, you muisfs s 1 J  DOROSKY 334200
T 230-21-2933 B W HEROLE 9,942.00
respond by providing the corrected SSN. EXCEE3 oz s T ST o
wages can not be calculated for an employgresssss 4 H_GRIFFIN 9.942.00
. 245-11-7701 C C DE LOS SANTOS 9.942.00
without a SSN. 254-04-2815 B J GOETHE 9.942.00
261-90-8113 H IE; BISHOP 9,942.00
2(4-23-7882 D GULLO 9,942.00

Report total gross wages (both dollars & d =

CentS) befOI’e dedUCtIOHS fOI’ eaCh employé%Bp Entry Dider = Tatal Employees I_B_I Tatal'wfages rﬁSBTDﬁ

Include Compensatlon (Cash bonusnc Cop}lPreviouthr | e Add Employes | = Delste Employes |
[ =~

commissions, gifts, tips, etc.,) as one wage fig B |

Do not list Employees who did not receive

compensation during the quarter.

Exempt Wages

Section 125 Cafeteria Plan:

This refers to Section 125 of the Internal Reve@ode which allows a company to offer its
employees a choice of nhon-taxable benefits. Theggsgvare exempt from the Unemployment Tax and
should not be reported as part of gross wages.

Continue to Form 3 Button

After completing the wage list information, prelistbutton to save the data. The wage total podtset
Form 3 and the tax due is calculated for the qusrteport. Excess wages can not be calculatechrior
employee without a SSN.

Copy Previous QtrButton

When clicked, this button copies the employee’senand SSN from the previously entered quarter that
had payroll. The wage field will be blank. In clsaw this option, you must remember to copy theipres
guarter before adding new employees.

Add Employee Button
This button, when clicked, will add a blank linehe "Wage Data Entry" grid. Enter the informatfon
the new employee.

14
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Hiskory  Méage Data | Form3  Changes  Profile  Cliemts  Reports  Preparer  Settings

Delete Employee Button

This button deletes employees one at a tirme
Highlight the employee and click on the "Delete g™  are you sure you want to DELETE S5h: 5253515327
Employee" button. You will be asked to confirm the-
deletion. Any employee without wages will
automatically delete when the list posts to then8r
To delete an entire quarter, refer to the "History"
section on page 12.

Import Payroll Button E-Wage | CHAT N CHEW | 2/2003 - [Wage Data Entry] =l
This button will not become active until ai¥ g e tep i =18 ]

import option is selected. Refer to the sectiorf? @] 2 & s & B

"Wage Data Import Setup" on page 32 Histary ‘WageData Form 3 | Changes Profile  Clients  Reports  Preparer  Settings

Registration Hurber |C 31258484 | [CHAT N CHEW |

This button allows you to import payroll  Ssteres [2205] 7 conibuions fate [015 | 7 Tasabie 5ase [22500] 7
data intoE-Wage Before using this feature, the
import settings must be defined. When select[g__SSN |_First Hame _[Middic] Last Hame | Wages | ﬂ
this option, you must remember to import the
wage data before adding new employees.

Sort By [Entry Order = Total Employees Dl Total 'wfages

Copy Previous Qi | i Add Employes | i Delete Emplayes |

Impant Bayral £ CONTINUE |

Set |mp0rt File Path Payroll to E-Wage Data Conversion : x|

Set the path to the wage data file beingpreert Status
imported Import File: | C:4 D ata Foldert) 3732340.103 |
| | # Processed: | |
Wiew Paproll File | qf Import | j.'L LClose

¥iew Fixed Length Payroll File - C:\A Data Folder)13732340.103 =1 3]
1 z 3 4 B 5 7 El a a
. . 123456789012345678901234 5678901234 5678901 2345678901 2345678901234 5678901234 5678901234 5678901

VIeW Import Flle BUtton A12605565553732 3400001037 ELLIOTT 0000545000000CHAT N CHEW T
PreVIeW the flle belng Imported t 2E654626927322400001030KT CHNE 0N 0002Z15000000CHAT H CHEW z
2E74553293732340000103F ANDERSEN 0000212000000CHAT H CHEW E
. A255232423937323400001031 CLERK 0000S35000000CHAT H CHEW z
ensure the Correct f||e has been Se|ectec5255775z559373234wuum3msu10n 0001520000000CHAT N CHEW E
A256105£4593732 3400001 03NRLENTZ 00003 E2000000CHAT H CHEW E
225656531892732 3400001 03VAGILEERT 0000752000000CHAT M CHEW 4
A26542232793732 3400001035 LFLOTD 0000ZOSO000000CHAT H CHEW E
AZ6E459£4453732340000103C ELLIOTT 0000023000000CHAT M CHEW E
429871566292732340000103L ELLIOTT 0000574000000CHAT M CHEW E
A32003354553732 3400001 03AKCHRI STIANSER 00001Z4000000CHAT H CHEW E
A261862£3593732240000L03ARELLIOTT 000Z1E2000000CHAT H CHEW z
A36542088053732 3400001 D3VCCHRT STIANSEN 0000£42000000CHAT H CHEW E
A45444521453732 3400001038 HILSMAN 00EE5E4000000CHAT H CHEW z
A45635122693732240000103C BITTON 00002Z0000000CHAT H CHEW z
3459327 £85393732 3400001 03MEDUSTIN 000ZE05000000CHAT H CHEW E
A51453595592732 3400001 03MEWAT SO0 00005E5000000CHAT N CHEW 4

A526258624937323400001038 ELLIOTT 000Z654000000CHAT H CHEW E =
A528304865937323400001 03AD THORNOCK 0000647000000CHAT H CHEW E
452845266892732 340000103 IDHCKEE 000EE15000000CHAT M CHEW E
A52853562693732 340000103 ASHARPER 0000355000000CHAT H CHEW E
A528565453937323400001035 MECHAM 0000324000000CHAT H CHEW E
A52866507592732 3400001030 GREEN 00000E5000000CHAT M CHEW E
A52865263453732340000103NKEOFE 000BE5000000CHAT N CHEW z
A529354£6293732240000103CLHILEHAN 000ZEETOOO00OCHAT H CHEW z
A525538£8853732 3400001 D3SMUATS0N Closs Enncmr M CHEW E

A52554523553732 3400001038 HARPER OOCHAT M CHEW E =

Kl | M
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Hiskory  Wage Daks

3] |2

Form 3 Changes

&

Prafile

Import Button

This will validate the data file an
confirm the number of employees beind"
imported.

$2 2 &8 &

Validation Complete

Converting Wage Data

Zlients  Reports  Preparer  Settings
x|
Import Status
port File: |C:\A Data Foldert)3732340.103 | = I
|\-"a|idating Fixed Length format file ... | # Processed: | 39 |
Wiew Paproll File | J Import I l-'L LClose
X
39 recards successFully validaked,
Do you wish ko proceed with import of datar
Mo
x|
Import Status
Import File: |C:\A Data Folder)3732340.103 | = I

ievs Paprall File | / Import I

Converting in Fised Length format

| # Processed: | 39 |
l—-L Lloze |

Successful Import Confirmed

Information
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Form 3

Contributory Employers

Contributory Employers Report - Form 3

The wage data information from the "Wage
Data Entry" screen posts to the "Employers
Contribution Report" screen (Form 3). This report
calculates the Excess Wages and Tax Due for this
quarter.

Contribution (Tax) Payment
Enter the Total Payment.

Starting an E-WagePayroll in Mid-Year
Employee wage information for ea  E-iage | CHAT NCHEW | 2/2002 < [Fos (st ol
guarter of the calendar year must be posi@Gi. vew tep =l x]

to E-Wageto ensure that Excess Wages res) D A & 4 8 B
calculated and the Unemp|oyment TaxX DU@stery ‘wageData Form3  Changes  Frofile  Clienks  Reports  Freparer  Settings

is correct. Erployer 10 [T 31256484 | [CHAT N CHEW |
If startingE-Wagelater in the year, uats/ves [2200 Due Date |7/31/2002 Torday's Date [E/18/2003 |

gloyels Unemployment Contribution Report [Form 3]

ou may enter the prior quarters so that
y y p q . Total Wages 795,360.00 | Total paid this quarter - rounded to the nearest dollar
Excess Wage calculation is correct. To_ " [ Sl
N ) i wcess Wages 95.254.25 | ¥ Select this option to manually enter Excess W ages.
ove rrlde the Calcu Iatlo nan d manu al Iy In p t T axablelWages FO0A06.00 | [Total'Wages] - ([Excess Wages]

the excess wage amount, check the box teuiuionras 0015
the r|ght Of the excess Wage f|e|d Contribution Due 10,501.59 | [T axable ‘Wages) « [Contribution R ate)
Interest | 115518 | [Contribution Dug) x 1% for each maonth late.

Late Filing Penaly | 262540 | Penaly assessed for filing quarterly report late.

Em ployee Count Tatal Due 1428217 | [Contribution Due) + [Interest] + [Late Filing Penally]
For each month, report the number of.

covered workers who worked during, of; -
umber of E

received pay for, the payl’OH periOd Whl or each month, report the number of covered warkers (exclude
inClUdeS the 1t2day Of the month. Include individuals specifically exempted by the Employment Security Act) who

worked during or received pay for the payroll period which includes the

full-time and part_time as well agi2th of the month. Include full, part-time, and intermittent employees.

Exclude those who received pay during the payroll period . but whose

intermittent employees. EXClUde those WI@nployment terminated prior to the payroll period.

recelved pay durlng the paerII penOd b FstMonth BEIl 2nd Month EEIl Jrd Month EEII
whose employment terminated prior to the é

payroll period. Click on the "Continue" I

otal Payment sﬁ,zsz.nl ”gﬁel_?heck Pﬂvahleclﬂi .

CONTINUE 1

button to go to the "Reports” screen.
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Amending Quarterly Reports

Adjustments For Prior Quarters

Adjustments or corrections for any quarters can notbe submitted through the E-Wage
Program. Amended quarterly tax reports must be submittedaper. The following on-line forms are
available to the public afittp://jobs.utah.gov/ui/taxform.asp

Form 3ADJ Amended Employer’s Contribution Report
Form 3 HADJ Amended Wage List
Form 3HADJC Amended Wage List Continuation Sheet

These forms may also be mailed or faxed to youatling

Help Line: 801-526-9235
800-222-2857 Ex 69235
7:00 a.m. to 6:00 p.m.
Monday Thru Thursday

18



Quarterly Report

Reimbursable Employer

Reimbursable Employers Report
The wage total information from the
"Wage Data Entry" screen posts to the
"Reimbursable Employer's Quarterly"
screen.

Employee Count

For each month, report the number of
covered workers who worked during, or
received pay for, the payroll period which
includes the 12day of the month. Include
full and part-time as well as intermittent
employees. Exclude those who received pay
during the payroll period but whose
employment terminated prior to the payroll
period. Click on the "Continue" button to go
to the "Reports" screen.
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Changes

Employer Changes - Form 3S
Use the screen found under the "Changes" tab tagehthe address, status, ownership, contact
information, etc.

Change Screen Box 1
FEIN and Telephone Number
If the FEIN or phone number has
changed, enter the new data in box number 1.

FEIN Change "Please Note"

FEIN changecannot be transmitted via
the Internet inE-Wage Submit the change on
either a diskette or on-line at
http://jobs.utah.gov/ui/employer.asp

Change Screen Box 2
Name and Address Changes
Use box number 2 to change the name
and/or address. Do not check the "New Name"
or the "New Address" boxes. They will
automatically be checked after you make a
change.

Change Screen Box 3
Change of Ownership
Use this box to change the ownership type
of the business (e.qg., from sole proprietorship to
a corporation). After entering the date of the
ownership change, select the new business entity
from the "We changed to"drop down box.
Business Sold
Use this box if you sold your business. Enter the@nt of assets sold and enter the date sold in
the "Effective on" date field. Enter the new owsearame, business name, and address.

Change Screen Box 4
Close Account
Use box 4 if you closed your business without sglit or if you no longer have employees. Enter
the effective date of the closing and select onth@fappropriate check boxes.
Leasing Employees
If leasing employees, please enter the leasing anynpame and phone number.
Reopen Account
To reopen an old account, enter the effective datecheck the reopen box.

Change Screen Box 5
Contact Information
Make appropriate changes as needed to update Carnftarenation.

Post Changes
Click on the "Post Changes" button to submit thengjes with the quarterly filing.

20



Client Profiles

Client Profile Setup

Enter the "Client Profile" information. All
fields must be completed and posted before
proceeding.

Contributory Employer

Once the "Client Profile" is complete, other
options become active. These options allow the
tax preparer to customize the payment process.

Option Default Settings

The Client will make the payment.
The client account is active and the contact
information comes from the "Client Profile"
screen.

Client Payment Options

Coupon Payment Method

Coupon: This option automatically
prints a coupon that must accompany the
remittance.

EFT Payment Method

Check the "EFT" box to activate the
"EFT Information" button. Click on the
"EFT Information” button to set up the EFT
payment.
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Client EFT Information Screen

Enter the client "EFT Information”
and click on the "Post" button. The
information will be saved and the EFT
Payment Option will be activated. To
inactivate the "EFT Payment" option, check
the "Coupon" box or check the "Tax
Preparer” box as the one making the
payment. The "EFT Information" will not be
deleted and may be activated again.

Tax Preparer Payment Options

STS+Check Payment Method

The Tax Preparer will make a single
payment for a group of accounts. A
"Summary Transmittal Sheet (STS
serves as a coupon and will automatically
print. TheSTSis a printed list showing the
clients’ account numbers, names, taxes due,
and amounts paid. Th8TS will show a
grand total at the bottom of the last page.
The STS does not limit the number of
clients.

EFT Payment Option

The "Tax Preparer" box is not active
until the "EFT Information” is set up and
enabled in the "Preparers Profile." Refer to
page 31.
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Client Options

Inactive Account. Check "Yes" to
inactivate the client account. The account
will be moved to the inactive Client List.

Contact Information: If "Yes" is
checked, the "Tax Preparer Profile" contact
information is sent with the quarterly filing.
Check "No" and the "Client Profile" contact
information is sent instead.

Reimbursable Employer Profile
For Reimbursable Employers, no payment
options apply.

Inactive Account Check "Yes" to
inactivate the client account. The account
will be moved to the inactive Client List.

Contact Information: If "Yes" is checked,
the "Tax Preparer Profile" contact
information is sent with the quarterly filing.
Check "No" and the "Client Profile" contact
information is sent instead.
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Client Information

All Clients

Each time you enter the prograByWage
displays the "Client Information" screen with all
the active accounts.

Client Information Display

Entering a quarter and year displays
all active clients and their current filing
status.

Order By

The default display sorts by Client
Name. To sort by Client Number, select
that option from the drop down box.

The following options are available.
All Clients - Default

Clients - No Reports
This displays all clients for whom no reports
have been completed.

Clients - Reports Completed - Not Submitted
This displays all clients for whom reports
have been completed but not submitted.

Clients - Reports Completed - Submitted
This displays all clients for whom reports
have been completed and submitted.

Inactive Clients
This displays all clients marked as inactive
on the client profile.
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Add To Client List
Click the "Add Client" button to input a new cligmtofile. Refer to page 21.

Delete Client Information

Delete a client by highlighting the account
and click the "Delete Client" button. All client
data is permanently deleted frdgaWage and
can not be recovered.

Client Profile Check

When accessing an account, the "Employer
Profile Check" and "System Date Check" screen
appear for verification.

Client Information Check

If the "Client Information" is correct, select
"Yes" to continue. If changes were made since the
last quarter, select "No." The "Employer
Changes" screen opens allowing changes to the
"Client Profile." Refer to page 20 .

System Date Check

An incorrect system date may cause
inaccurate interest and penalty calculations.
E-Wage displays the system date each time a
clientis selected. To correct the "System Date and
Time," click the "Change" button.
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Reports

Submitting Reports

Enter a quarter and year for submitting
reports. Clients’ completed quarterly reports fall
into either one of four Contributory Employer
reporting categories or the Reimbursable
Employer category. The Contributory Employer
categories are determined by the payment option
setup in the "Client Profile." Refer to page 21.

Order By

The default display sorts by Client
Name. To sort by Client ID, select that
option from the drop down box.

Reporting Options

The submission process does not
automatically tag and submit reports for all the
clients in the submission cues. Select one of the
categories from the "Reporting Options" drop
down box. All accounts ready for submission will
be displayed. Highlight the accounts being
submitted. Select a "Submission Method" and
click on "Process" button.

Client / Check

Clients listed are set up to make
payments with coupons. One coupon will
automatically print for each selected clientin
the cue. The coupon must accompany the
payment.

Client/ EFT

Clients listed are set up to make EFT
payments. No coupon is printed. "EFT
Information” comes from the "Client
Profile." Refer to page 21.

Tax Preparer / Check

Clients listed are set up to make
payments with a coupon. The Tax Preparer
makes a single payment for a group of
accounts. This coupon or "Summary
Transmittal Sheet" (STS) will automatically
print. The STSis a printed list of the clients’
account numbers, names, taxes due, and
amounts paid. The STS will show a grand
total at the bottom of the last page. The Tax
Preparer may remit one payment for the total
amount due. STS does not limit the number
of clients.
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Tax Preparer / EFT
Clients listed are set up to make EFT paymentscdipon is printed. "EFT Information” comes
from the "Tax Preparers Profile." Refer to page 31.

Reimbursable
Highlight the Reimbursable accounts being submitted

All Processed Clients
This "Reporting Option" lists Clients who have siitbed reports for this quarter.

Submission By Internet

Select one of the categories from the "Reportingiddp" drop down box. All accounts ready for
submission will be displayed. Highlight the accauin¢ing submitted. Select the "Internet Transmissand
click on the "Process" button. Refer to "Reporidygtions" page 26.

Internet Transmission

E-Wage automatically opens thE-Wage
Internet browser if you have an active Internet
connection. If you experience Internet
transmission problems when using AOL (America
On Line), contact the ISP.

Making Payment

Coupon Payment - (Default Option)

When the data transmits, a payment
coupon prints automatically. This coupon
must accompany the payment to ensure
proper credit to your account.

Electronic Funds Transfer Payment

If you use an EFT (Electronic Funds
Transfer) to make the payment, no coupon is
printed. Verify that you have completed the
information for the EFT payment option in
the "Employer Profile" screen before
processing. Refer to "EFT Setup”
information on page 31.
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Internet Submission Confirmation Screen
Your quarterly reports have been
successfully transmitted.

Submission By Diskette, CD, or Zip Disk

Select one of the categories from the
"Reporting Options" drop down box. Allaccounts
ready for submission will be displayed. Highlight
the accounts being submitted. Select the "Diskette
Creation" and click on "Process" button. Refer to
"Reporting Options" page 26.

Drive Selection

Select a drive and load the appropriate media.

E-wagewill show the disk drives that are available. The
drive is your 3.5" floppy. The other options maypnesent your
Writeable CD or Zip drive. Magnetic media senthte Department
are erased or destroyed after processing and cherreturned.
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Formatting Disc Option

Diskette users will be asked if they want to ettage3.5" floppy.
This ensures that the disk is clean and readydeive new data. If
sending more than one data file on the diskettenatoreformat the
diskette.

Submission Progress Bar

Diskette Creation Complete

Diskette Label Reminder

Label the diskette with this information before limg. Use only
an adhesive label to identify the diskette. Do us¢ a sticky note!
Magnetic media sent to the Department are erasel@siroyed after
processing and cannot be returned.

Diskette Damage

If a diskette is unreadable, the Magnetic Media &&pent will
notify you by mail concerning the problems. Youlwiave ten (10)
working days to submit a new diskette.

Create Diskette Labels
You may create your own label or use the label fi
that is provided.

D

Acct#:. -
Company:

Qtr: Year:

Prepared By:

Phone #:

This Diskette Label file is available as a WordfBetr or Microsoft Word
File. These files are found in the root directonytbe program CD.

Word Perfect = Ewage disc labels.wpd
Microsoft Word=  Ewage disc labels.doc

Label # 5963 Sheet Details
Sheet size 8.5"X 11"
Number of labels: 3X5
Label size: 2.69"X 2"
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Printing Reports

A duplicate payment coupon may be
printed and submitted with the Contribution
Payment.The other reports exist for the
Tax Preparer’'s or Client’'s convenience
and should not be filed as a Quarterly
Report.

Only reports for the quarter and year
selected will print. Current quarterly reports
may be printed at the time of submission. To
print reports for clients after submission,
select "All Clients Processed" from the
"Reporting Options" drop down window.
Highlight accounts being printed. Select the
box of the reports being printed and click on
the "Print" button.

Filing of Timely Report

Internet Reports:
The "Employer Quarterly Report” (Form 3), "WagetLi@orm 3H), and "Employer Profile"
(Form 3S) submitted by 5:00 p.m. Mountain Standandge will post by the following business day.

Diskette Reports:

The "Employer Quarterly Report" (Form 3), "WagetLigForm 3H), and changes to the
"Employers Profile" (Form 3S) submitted on disketi# post within 3 business days of their receipt.
The envelope’s post mark will be used to deterrttieetimeliness.
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Preparer

Preparer Profile Setup
The first time thatE-Wage begins,
enter the basic "Tax Preparer Profile"
information as shown. All fields must be
completed and posted before proceeding.
Once the "Tax Preparer Profile" has
been completed, the "EFT Information”
screen becomes active.

Tax Preparer EFT

If the tax preparer makes the payment
for each client, enter the tax preparer's EFT
information. Once this screen is completed,
save the "Tax Preparer Profile" by clicking
on the "Post" button.

Client EFT

If the client makes the payment, the
"EFT Information"” is set up in the "Client
Profile." Refer to page 21.

EFT Setup
This EFT payment option globally
effects every client ikE-Wage

Enable EFT Payment
Check the "Enable EFT
Transactions" box.

Disable EFT Payment
Uncheck the "Enable EFT
Transactions" box.
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Import Settings

DO NOT use this area unless you are importing wage data.
Wage Data Import Setup

Before importing payroll wage data into
E-Wage,select an import option and define its
setting.

After the option has been defined, check the
setting. Use the "Browse" button to the right of
the "Payroll Import File" box and select a file to
import. The "View Payroll File" button opens the
file to verify its structure. Click on the "Validzit
button to validate the file import setting. Thidlwi
not import any data. Use the "Wage Data Entry"
screen to import wages. Refer to page 14.

If a problem occurs while importing data,
the program will specify the nature of the
problem. You must make the appropriate
corrections and validate the file again before
proceeding with the import process. Confirm that
the data file structure and the import setting
match.

Once the "Import Setup" is complete, click
on the "Post" button to save the changes and
return to the "Wage Data Entry" Screen to import
wage information. Refer to "Entering Employee Wagsspage 14.

Importing JSwage Wage Data
(E-Wage has replaced JSwage, the
Department’s previous wage data program.)
The default setting for the "Fixed Length
Format" file imports wage data from a JSwage
transmittal file. Create a transmittal file in JS)ea
for each quarter being imported.

Once the Import Setup is complete, click on
the "Post" button to save the changes and return
to the "Wage Data Entry" screen to import wage
information. Refer to "Entering Employee
Wages" on page 14.
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Comma Separated Value - CSV Format
Payroll data exported in a "CSV Format"
file can be imported intde-Wage For each
needed data field in the record, specify its larati
in the "Comma Separated Value Format" box.
For wage data converted from payroll, please
define the location of five fields: SSN, First
Name or Initial, Middle Initial, Last Name, and
Wages. Ensure that the input data is truly in "CSV
Format" as shown in the following examples.

"529786765","JOE","J","JONES","2530.54"
529786765,JOE,J,JONES,2530.54

Specify the field numbers for each field in
the "Comma Separated Value Format" box. For
the example above, it would be set as follows:

SSN =1, First Name =4, Middle Initial =
5, LastName =6 Wages =7

The "View Payroll File" button opens the file torig its structure. Click on the "Validate" buttda
validate the file for import. This will not impoany data to a quarter. Importing of wages occuthénvage
data screen. Refer to page 15.

These settings become the default for each subsequarter. If the wage data file structure changes
the default settings must be redefined.

Once the "Import Setup" is complete, click on tRest" button to save the changes. Return to thg@WVa
Data Entry" screen to import wage information. Reéée"Entering Employee Wages" on page 14.
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Fixed Length Format

Payroll data exported in a "Fixed Length
Format" file can be imported int&-Wage
Within the "Fixed Length Format" box, specify
the beginning and ending position for each data
field.

A data field in a "Fixed Length Format" file
falls in the exact starting and ending position for
each record. All Wage Data converted from
payroll needs the location defined for the
following five fields: SSN, First Name, Middle
Initial, Last Name, and Wages. Verify that the
input data is a "Fixed Length Format" file. Ensure
that you know the starting and ending positions
for each needed field. Select the "View Payroll
File" button to view the payroll data positions.
Specify the payroll data file location in the
"Payroll Import File" box before using the "View
Payroll File" button.

These settings become the default for each
subsequent quarter. If the wage data file structure
changes, the default settings must be redefined.

Once the "Import Setup” is complete, click on tRest" button to save the changes. Return to thg@wWVa
Data Entry" screen to import wage information. Reéée"Entering Employee Wages" on page 14.

Excel File Format

Payroll data exported to an Excel file can be
imported intoE-Wage Within the "Excel File
Format" box, specify the column location for each
needed data field.

For wage data converted from payroll,
define the location for the following five
columns: SSN, First Name, Middle Initial, Last
Name, and Wages. Ensure that input data is in the
correct column. The employee’s full name cannot
be in one column. If there is no middle initialyo
may enter a zero for that location. Select the
"View Payroll File" button to view the payroll
data columnsSpecify where the payroll data file
is found in the "Payroll Import File" box before
using the "View Payroll File" button

These settings become the default for each
subsequent quarter. If the wage data file structure
changes, the default settings need to be redefined.

Once the "Import Setup” is complete, click
on the "Post" button to save the changes. Retuthdd'Wage Data Entry" screen to import wage
information. Refer to "Entering Employee Wages" page 14.
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Glossary

125 Cafeteria Plan : Thisrefers to section 125 of the Internal Revenue Guuieh allows a company to offer their
employees a choice of non taxable benefits. Theggesvare exempt from the Unemployment Tax andldhmat be
reported as part of gross wages.

Account Closed :  An account can be closed when it no longerthesble Utah wages. This results from selling the
business to a new owner, going out of businesgjragng to operate without employees, or movingmother state.

Comma Delimited :  In a Comma Delimited file each record is or tine. Each data element (Field) is separated by
a single comma. Examp{@ohn,Doe,120 any st.,Anytown, WW,081)23

Comma Separated Value : In a Comma Separated Value file, each remahione line. Each data element (field) is
separated by a single comma. Data Fields with eddsdommas must be delimited with double-quoteadtars. In this
example(John,Doe,120 any st.,"Anytown, WW",08123Anytown, WW" is one field.

Contributory Employer :  This employer must pay a quarterly contribuiftax) to the state Unemployment Insurance
Trust Fund. Most companies will fall under thisezgiry.

DWS : Department Of Workforce Services
EFT : Electronic Funds Transfer is a debit transacti

Excess Wages : Excess wage is the amount paid to each emplafter his or her year-to-date earnings exceed the
maximum taxable wage.

Fixed Length Format: A data file where each needed field fallshia éxact same starting and ending position for each
data record.

Gross Wages : Total gross wages before deductions paid duhie quarter. Includes all payments for servioekiding
cash, bonuses, commissions, tips, and gifts. Set&& Cafeteria Plan wages are exempt and shotlldeniocluded as
part of gross wages.

Helplcon: The question mark icon ( ?) to the sidemyffield represents the help icon. Information aids about
each field are obtained by using the cursor toeeitfick on, or simply hover over, the help icon.

Interest Due :  The interest rate on unpaid tax due for apatgment is one percent (.01) per month or pariiahth.
ISP : Internet Service Provider

Ownership Changes : This occurs when a new legal entity becomgsarsible for the business taxes (e.g., the busines
is sold to a new owner, you receive a new Fedargdl&yers Identification Number (FEIN), you changetcorporation,
limited liability company, or partnership).

Penalty Due : The penalty is a percentage of the tax dudsabdsed on the number of days that the reptatds The
minimum penalty is $25.00. If 1 to 15 days latplégs, the penalty is five percent (.05). If itli§ to 30 days late, the
penalty is ten percent (.10). Ifitis 31 to 4%ysltate, the penalty is fifteen percent (.15)it i§ 46 to 60 days late, the
penalty increases to twenty percent (.20). K imiore than 60 days, the penalty becomes twengypi@rcent (.25).

Reimbursable Employer :  Although required to submit a Quarterly Reptris employer does not pay a quarterly
contribution (tax) to the Unemployment Insurancestr~und. It reimburses the Fund when a former eyeg draws
unemployment insurance benefits. Only non-profifamizations or governmental entities fall undes ttategory.

STS: "Summary Transmittal Sheet" is the list of employers generated by E-Wage wigarterly
Reports (Form 3) will be submitted by an account@mte check pays required taxes.
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OUR MISSION

The mission of the Utah
Department of Workforce Services
is to provide quality, accessible, anc
comprehensive employment-relatec
and supportive services responsive

to the needs of employers, job
seekers, and the community.

Visit our Contribution Tax website at
http://jobs.utah.gov/ui

Department of Workforce Services
Utah's Job Connection
P.O. Box 45233
140 East 300 South
Salt Lake City, UT 84145-0233
801-526-9235
800-222-2857 Ex 69235
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