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Tutorial E: File Import
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Eployer Quarterly
1
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Information CDI’I’ESFDI]EIEHCE PEJIHEIHS

Reporting Transaction
Reports Units Histary

Employer Contact Address Qwnership Accountant Financial
Homepage Information Information Information Information Institution

Business Profile

Users

- My Quick Links

Change Address Legal Entity Type:  Sale Propristor Mailing Address: 1000 E GRAND AVE
Make Payment CI ic k Sub-Type:

Submit Quarterly Report  «—

View Account Information FEIN: 12-3456789 DES MOINES . 1A US 50319-1020

View Carrespondence MAICS Code: 452990 Phone: 415-555-5555 Ext: Fax:
- Report Business Information Email
Bankruptcy

Business Closing Account Details

Owinership Change

- Other Options
Assign Agent Effective Date.  01/15/2010 Current Status.  Active Year Effective J:tx wTaxagLe
) ] o ] o p ] e 'age Base
Estimate Tax Ratg . Determination Date: 03/31/2010 Previous Status: 2010 011152010 1.500% 5 94 500.00
Request IRS Cerifcation Eligibity Year 2014 Status Date: 01/15/2010 2009
Request Payment Plan . 2008
Request Refund Tax Type:  Contributary lowa Code:  16A 2007

Request Waiver Tax Type Date:  N/A Credit:  $0.00 2006
Submit Wage Adjustment

Quarterly Report:  Delinquent

Correspondence

To open a printable copy of the correspondence, click on the icon below. If you are having trouble viewing a document, download a free
copy of Adobe Reader by clicking here.
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AEM

Employ_er
Infarmation

Quarterly Reparting Transaction
Reports Units History

Submit Yearly Submission Wage Submit Wage Taxable Wages Reported
Quarterly Report Summary Summary Detail Adjustment to Another State

Correspondence Payments Users

Incomplete Reports

The following quarterly reports have been started but are incomplete and have not been filed.
Change Address Please complete these reports as soon as possible.

IMake Payment Select Quarter Due Date Date Started

- My Quick Links

Subrmit Quarterly Report
View Account Information ® 310 11/01/2010  03/02/2010

View Correspondence Cancel Next

- Report Business Information

Bankruptcy

Business Closing

Ownership Change
- Other Options ’

Assign Argent tO fl Ie-

Estimate Tax Rate

Request IRS Certification

Request Payment Plan

Request Refund

Request Waiver

Submit YWage Adjustment

Click the quarter you need
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DEVELOPMENT

Employ_er
Infarmation

Quarterly Reparting Transaction
Reports Units History

Submit Yearly Submission Wage Submit Wage Taxable Wages Reported
Quarterly Report Summary Summary Detail Adjustment to Another State

Correspondence Payments Users

Incomplete Reporting Units Quarter: 3/2010

Select a reporting unit{s) and the Entry Method and click "Complete” to enter Wage Detail and Labor Market Information for
incomplete reporting unit(s).

- My Quick Links
Change Address

IMake Payment

Submit Quarterly Report ﬂ Select this check box to enter wage detail for ALL reporting units by File Import.

View Account Information Select | Number Employf,'r L Name City County Entry Method
. Identifier
View Correspondence
Report Business Information === ® 0001 Home Ofice DESMOINES ~ Polk |File Import =
Bankruptcy If you need to enter wage detail for a reporting unit that is nat listed, click here.
Business Closing Filing Methods: When multiple reporting units are selected, the filing methods must be the same for all.
Ownership Change If multiple filing methods are preferred for diferent reparting units. the units must be completed individually.
- Other Options Ianual Entry - Mame(s) & SSN(s) will populate from the previously filed quarter.

Assi File Import - View File format instructions
\33i0n Agent —
Estimate Tax Rate Mo VWages - No wages paid in quarter.

Request IRS Certification I Complete

Request Payment Plan
Request Refund

J—:eh”eft..:f""rai"'e;d- . Select the office you are filing for and the entry method.
m— For this demonstration, we are entering data by File Import.
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AEN

Employer c d Pavment Quarterly
Infarmation prrespandence ayments Reports | /2 http:/ /wdm4ws05:9080,/UITIPTaxWeh/documents,/IWD_C5¥_FormatEi

) Submit Yearly Submission  |[NEENIESN |g‘ it w200 7] |49 X I Bing ol
Quarterly Report Summary Summary |

File Edt GoTo Favorites Help

My Quick Links Incomplete Reporting Units <. Favorites B hitp:fwdmws05:9080/L... | | @ B - gég ~ Page~ Safsty~ Took+ Quarter: 3/2010
- My Quick Lin —

Select a reparting unit(s) and the Entry Method and click "Comple [H ; | - I 114 W dh @ | & ® |56.5% -
Change Address incomplate reparting unit(s). m L] @ v WY Ko

Make Payment . . T m =
B select this check box to enter wage detail for ALL re /8'9”' EH EEIF'nd T

Subrmit Quarterly Report
View Account Information ‘ Select ‘ e Employer Unit ‘ i

View Correspondence [dentifieh
- Report Business Information

W 0001 Hom

Bankruptcy If you need to enter wage detail for a reporting unit that is nc

Business Closing Filing Methods: When multiple reporting units are selected,

Ownership Change If multiple filing methods are preferred for d
- Other Options Ianual Entry - Mame(s) & SSN(s) will populate from the pre
File Import - View File format instructions

Assign Agent ‘ g
Mo VWages - No wages paide quarter. MIIO“ ﬂUI

Estimate Tax Rate
Request IRS Certfcation File Import Instructions
Request Payment Plan
Request Refund

Request Waiver

Submit YWage Adjustment

CSV Format

252010

poe [T T T T T &Judnown zone [~ |

File Import Instructions in a PDF file
that you can open, save, and print if
you have free Adobe Software on
your computer.

-
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Employer
Infarmation

Welcome Sue Cooper | Home | Help |
Cooper Sue - 00501273

Quarterly Reporting Transaction
Reports Units History
Submit Yearly Submission Wage Submit Wage Taxable Wages Reported
Quarterly Report Summary Summary Detail Adjustment to Another State

Correspondence Payments Users

File Import

To import your wage detail, click "browse" to locate your file and then click "Import File",
The maximum number of wage lines per CSV fils is 1,500.

el @ Replace Wage Detail

Quarter: 3/2010
- My Quick Links
Change Address
Make Payment

Submit Quarterly Report € Add to Wage Detail

View Accourt Iformation | I Select “Replace Wage Detail” if this is the

View C d File farmat instructions . . .
ReportBusiness omatn | only File Import you are doing for this
P quarter. If you have already uploaded wage

Bankruptcy . . . .
Business Closing information for this quarter, or if you have

—'°—Lg‘t’:wr?fc“a'“ manually entered wages for this quarter,
- er uptions -
select “Add to Wage Detail.”

Assign Agent

Estimate Tax Rate
Request IRS Certification
Request Payment Plan
Request Refund

Request Waiver

Submit YWage Adjustment
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Employ_er
Infarmation

m]owaUl

Correspondence Payments

Submit
Quarterly Report

Yearly

Summary Summary

File Import
- My Quick Links
Change Address

Iake Payment

® Replace Wage Detail
' Add to Wage Detail

Quarterly
Reports

Submission

Reporting

Wage
Detail

Units

To impart your wage detail, click "browse” to locate your file and then click "Import File".
The maximum number of wage lines per CSV file is 1,500.
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Welcome Sue Cooper | Home | Help |
Cooper Sue - 00501273

Transaction
History

Submit Wage
Adjustment

Users

Taxable Wages Reported
to Another State

Quarter: 3/2010

Submit Quarterly Report
View Account Information

View Correspondence

- Report Business Information

Bankruptcy

I Browse... |

File format instructions

Choose File to Upload
HogE

Look i

21

[EInbkup
[C)Marketing
@My Daocuments

)My Documents
:f My Complter
L J My Metwork Places

ELotus ]

v,
iR, Excarr

Busingss Cloging
Ownership Change
- Other Options

_ Click “Browse” to choose
Assign Agent

=~ Adobe Acrobat & Professional
o Adobe Reader 8

b5 | Intervideo WinDVD

o | Rise Studio 7.3

7 |Lrbkups

i Outlook 2007

[C)Presentations
[CDPrink Jobs
[S)survey

[ Testing Errars

[ Tukarials

191 Budget Memo #1

Ty repart
I'%]Remail - Iy
ERoxio Crea
i——ﬂ]script
01 Email Lis
@Windows 1

Estimate Tax Rate
Request IRS Cerification
Request Payment Plan
Request Refund

Request Waiver

your .CSV File from your
own computer documents
to import.

Double click on your file

{5 cay Test Wage Files
-,E Front

]Home - Tax Redesign
i——ﬂ]iRise 53VE

£ mise Studin 7.2

o Shortouk to Tn3z70

Subrmit Wage Adjustment

to select it for import.

Tmwocsy

i

File: name: I

j Open I

Files of type: [0 Files )

j Cancel |
v

M

T e [




,ff File Import - 501273 - Internet Explorer, optimized for Bing and MSN - |ﬁl |£|

@;:v I@, hittp: | fwdrndws0S: 9080/ ITTIPT axweb/ CantributionR epartingUnit. da j +| X I Bing R~

File Edt ‘iew Favorites Tools  Help

»»

.7 Favarites {EFile Import - 501273 R v B - () mm v Page+ Safety+ Tooks - @+

IOWA Welcome Sue Cooper | Home | Help |

WORKFORCE mylowaUI Cooper Sue - 00501273

DEVELOPMENT

Employ_er
Infarmation

Quarterly Reparting Transaction
Reports Units History

Submit Yearly Submission Wage Submit Wage Taxable Wages Reported
Quarterly Report Summary Summary Detail Adjustment to Another State

Correspondence Payments Users

File Import Quarter: 3/2010

To impart your wage detail, click "browse" to locate your file and then click "Import File".
The maximum number of wage lines per CSV file is 1.500.

® Replace Wage Detail

- My Quick Links
Change Address

Iake Payment

Submit Quarterly Report ' Add to Wage Detai

View Account Information |C3\D°C“me”t9 and Sefii _Browse.. | . . .

View Correspondence Filg format instructions YOU W|” S?e the f||e In the
- Report Business Information — ¢ B rowse wi n d ow. NOW yO uare
Bankmuptey ready to click “Import File.”

Business Closing
Owinership Change

- Other Options
Assign Agent
Estimate Tax Rate
Reguest IRS Certification
Request Payment Plan
Request Refund
Request Waiver
Submit YWage Adjustrnent
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Quarterly Reparting Transaction
Reports Units History

Submit Yearly Submission Wage Submit Wage Taxable Wages Reported
Quarterly Report Summary Summary Detail Adjustment to Another State

Employer

: Users
Infarmation

Correspondence Payments

File Imr=- < Quarter: 3/201(

- My Quick Links Your file was nat imported
“Not in C3V format

Change Address . . . e -
y &port your wage detail, owse" to locate your file and then click "Impart File”.
Wake Payment The maximomm momeer of wage lines per CSV file is 1,500,

Subrmit Quarterly Report & Replace Wage Detail
View Account Information ' Add to Wage Detail

View Correspondence
= I Browse... |

- Report Business Information File format instructions

If you receive an error message,
Bankruptcy

Business Closing | Previous | check your .CSV File and make sure
Qwnership Change you followed the format instructions

- Other Options exactly. The file must be in the exact

E.ng_J_iclwﬁ-celwf format as the instructions.
stimate Tax Rate

Request IRS Certification
Request Payment Plan
Request Refund

Request Waiver

Submit YWage Adjustment

M

T e [




fj Wage Detail - 501273 - Internet Explorer, optimized for Bing and MSN - | [ |£|

@:—\/ L4 |g hittp: | fwdmews0S: 9080/ UITIPTaxWeb/uploadwagedetais, do j +| X I Bing Rl

File Edt ‘iew Favorites Tools  Help

»»

¢ Favorites @ wage Datall - 501273

LOPMENT

@ B - gég v Page~ Safety = Tools + I@Iv

Employer ) Quarterly Reparting Transaction
Informatian Correspondence Payments Reports Units History Users
Submit Yearly Submission Wage Submit Wage Taxable Wages Reported
Quarterly Report Summary Summary Detail Adjustment to Another State

*Required Fields

Wage Dedtail for Reporting Unit [0001] Quarter: 3/2010

- My Quick Links

Change Address Your wages have been successfully importad e

IWake Payment

Submit Quarterly Report Click here to import wages.

View Account Information OR Th eu p I 0 ad was
View Correspondence

- Report Business Information Step 1: Enter your total wages for 3rd quarter 2010: || (Example: 12345 57) < Commmm— su CceSSfU I . Now enter tOtal

Step 2: Enter wage information below for each employee and click "Add". W ag es for th e q uarter.

Bankruptcy

Business Closing SSH Last Name First Name Ml *Total Wages
Ownership Change I I I Add
- Other Options

Assign Agent Select SSH Last Name First Name Ml Total Wages Taxable Wages
Estimate Tax Rate =
Request RS Cerification T 433678325 liones liones IJ_ I $7,130.50 $1.130.50
Reguest Payment Plan r 478150054 fsmith [smith IT I $7,007.00 §7.007.00 ]
Request Refund [T 479989359 flong flong IT I $5,911.50 5591150 = Ve”fy your
Request Waiver 483061782 [ehort [ehort = [ s2e230 §2.692.30 wage detail.
Submit Wage Adjustment [ 485981526 [white [white [w [ s784000 57.340.00

[ CalulatedTotals Calculat
T e e e e oo vope [ COICUIatCS
| $30,581.30| $30,581.30 | $458.72| oryou.

To report taxable wages paid in another state,
select check boxes next to employees who were
paid wages during 3/2010 in another state and

click "Multi-State Worker". .
[“horos I S | Click Next to proceed. .
Dire [ [ [ | [N3cocalntranet [Fa - [®10% -




_|8| x|
@;\/' I@, Fiktp:  fwadmebns0S: 2060/ UTTIPT & Weh/SubmitvwageDetail do j +| X I Bing Rl

,/ Labor Market Information - 501273 - Internet Explorer, optimized for Bing and MSN

File Edt ‘iew Favorites Tools  Help

»»

5. Favorites @ -/ - = EQQ ~ Page~ Safety = Todls~+ .@..

{& Labor Market Infarmation - 501273

IOWA Welcome Sue Cooper | Home | Help |
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Quarterly Reparting Transaction
Reports Units History

Submit Yearly Submission Wage Submit Wage Taxable Wages Reported
Quarterly Report Summary Summary Detail Adjustment to Another State

Employer

: Users
Infarmation

Correspondence Payments

*Required Fields

- My Quick Links Labor Market Information for Reporting Unit 0004 Quarter: 3/201
Change Address

Wake Payment Labor Market Information helps lowa keep track of economic data to evaluate current conditions and forcast future trends. Help us ensure

Submit Quarterly Repart lowa has the most accurate data possible. If you have any questions regarding the use of this information, please contact us at 1-800-532-1249.

View Account Information You may also send us a fax at 1-515-261-6195.

View Comespondence Enter the number of employees (workers) who worked during or received *Ind Month: *Ird Manth:
-Report Business Information pay for the pay period that includes the 12th of the manth. (The number of IE— |5—

workers should not exceed the number of workers on VWage Detail):
Bankruptcy

. . | = WWhen nrovidina am W [\Aark e nlovime Aati d i a ¥a ve please ¢ ear
Business Closing Note: VWhen providing the monthly Labor Market Employment Information data in the hoxes abave, please count each

employse ONLY OMCE per month, sven if he/she works at more than one location. Enter the count in the appropriate

Qunership Change hax far the location that each employee spends the majority of their wark day
- Other Options . .
_ P Amount of pay which exceed regular and recurring payment to workers; such l— ) .
Assign Agent as honus, executive pay, severance pay, etc: 5 (Example:12345 67)

Estimate Tax Rate

= If the number of workers increased or decreased during the quarter for any ™ 1. Seasonal Change © 4 Recall
Request IRS Certification of the following reasons, please check the box(es) to indicate the reason(s): ) ) )
" 2. Labor Dispute 7 & Worksite Opening
Request Payment Plan
7 3 Layoff " 6 Worksite Closing

Request Refund

Request Waiver I Previous m Next

Subrmit Wage Adjustment
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Quarterly Reparting Transaction
Reports Units History

Submit Yearly Submission Wage Submit Wage Taxable Wages Reported
Quarterly Report Summary Summary Detail Adjustment to Another State

Employ_er
Infarmation

Correspondence Payments Users

Certify and Submit Report Quarter: 3/2010

Your report has not been submitted. Please review the information below. If the information is correct, check Certify and click "Submit”
Change Address to submit the report. If any of the information is incorrect, select "Maodify” to make changes.

- My Quick Links

IMake Payment

Submit Quarterly Repart f. Total Wages $30,581.30 Tax Information
View Account Information 2 Taxable Wages: 53068130 Taxable Wage Base:  §24.500.00
View Correspondence Contribution Rate: 1.500%
_ Report Business Information 3. Contribution Due: 545872 ResenelRae 0.000%
Bankruptcy 4. Reserve Fund Due: 50.00 Surcharge Rate: 0.000%
Business Closing Total Rate: 1.500%
Ounershio Change 5. Surcharge Due: §0.00
- Other Options 6. Interest Due: §0.00
Assign Agent 7. Penalty Due: §0.00
Estimate Tax Rate
Request IRS Cetification 8 Total Due for this report: 5458.72
Request Payment Plan ) o
9 Previous Amount Due/Credit: 552874

Request Refund

Request Waiver 10. Total Due: 5 98746
Subrmit Wage Adjustment

IFY that all the information on this filing is true and correct and that no part of the contribution was deducted from any
fyee's wages. | further CERTIFY that | am authorized to submit this filing on behalf of the filing entity identified above.

I Modify Submit Report @ Printer Friendly
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Employer ) Quarterly Reparting Transaction

Infarmation Correspondence Payments Reports Units Histary

Submit Yearly Submission Wage Submit Wage Taxable Wages Reported
Quarterly Report Summary Summary Detail Adjustment to Another State

Submission Confirmation Quarter: 2/2010

- My Quick Links 1. You have successfully completed and submitted your 2/2010 Employers Contribution & Payrall Report online. Your confirmation # is Print Confirmation
Change Address 165976.0.
Make Payment

Submit Quarterly Report 2 Your report is being generated and will be available on your My lowa Ul homepage within 48 hours. You may also view report details
from the Submission Summary and Wage Detail links above.

Users

View Account Information

View C pend : .
— 3. The Current balance on your account is § 528 32. Select "Make Payment” to submit a payment
- Report Business Information by eCheck or Paper Check.

Bankruptcy
Business Closing

Quinership Change Any adjustments to this report must be made by filing a wage adjustment, either online or by paper.
- Other Options

Assign Agent

Estimate Tax Rate Return To HomePage

Request IRS Certification

Request Payment Plan Your report will be available

Request Refund tO prl nt from your
Request Waiver .
Submit Wage Adjustment h om ep ag ein 48 h ours.

Make Payment
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Thank you for viewing this My lowa Ul tutorial.

If you still have questions regarding logging into My lowa Ul, contact
the My lowa Ul Customer Service Team at:

(888) 848-7442, option 3 or iwduitax@iwd.iowa.qov
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