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LOCAL TAX PARAMETER SAMPLES 

Provided in this document are several samples for how to set up the EIT file layout information based on 

specifications provided by the identified collector. 

Berkheimer Tax Administration 
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Select Text File and Comma Delimited to create a CSV file. In the EIT Directory field, select the folder 

where you want to save the submission file. When you enter the EIT Directory field information, the 

specified location becomes your default, so you will not need to remember to select it each time you 

create the file. 

Because the Berkheimer Tax Administration does NOT want the field descriptions as the header 

record, DO NOT select the Include field descriptions as header record for EIT file checkbox option. 

If you are a multiple location employer, you are required to send separate files for each location. 

Therefore, remember to select the Create files per PSD checkbox option. 
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Keystone Collections Group 
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Select Text File and Comma Delimited to create a CSV file. In the EIT Directory field, select the folder 

where you want to save the file. This becomes your default; you will not need to select it each time you 

create the file. 

DO NOT select the Include field descriptions as header record for EIT file checkbox option. 

If you are a multiple location employer, you are required to send separate files for each location. 

Therefore, remember to select the Create files per PSD checkbox option. 
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Jordan Tax Service, Inc 
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Select Text File and Comma Delimited to create a CSV file. In the EIT Directory field, select the folder 

where you want to save the file. This becomes your default; you will not need to select it each time you 

create the file. 

DO NOT select the Include field descriptions as header record for EIT file checkbox option. 

If you are a multiple location employer and have not selected to report with a combined file, select 

the Create files per PSD checkbox option. 
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COLUMN HEADING LABELS 

Several tax collectors have file requirements for specific text to be used as column headings. If you 

generate files for these collectors, employer information is included in the detail records. 

The header record requires field identifiers are provided as acceptable headings for importing.  Each 

collector may have stated different preferred headings.  If your collector is using PALITE and BIG 

BackOffice we have selected from a list of options they have provided. The defaults that will be used are 

listed below.  

Column headings (header record) text 

• FEIN, ACCOUNT, WORK, PSD, YEAR, QUARTER, SSN, LAST NAME, FIRST NAME, ADDRESS, CITY, 

STATE, ZIP, GROSS WAGES, WITHHELD. 

Set up your Local Tax parameters to comply with the requirements of your tax collector if they are not 

using PALITE and BIG BackOffice follow the steps below. 

After creating the file for the first time, update each column heading with the required text per the 

collector and in the exact order of the information in the file. Save the column headings in a separate 

spreadsheet file. Each time a new submission file is generated, use the saved file's column headings to 

replace the column headings in the generated submission file.  

Lancaster County Tax Collection Bureau 

 



EIT Set Up Samples for Act 32 Reporting 

Revised: 10/12/2012 © 2012 Central Susquehanna Intermediate Unit, USA Page 8 

 

 

 



EIT Set Up Samples for Act 32 Reporting 

Revised: 10/12/2012 © 2012 Central Susquehanna Intermediate Unit, USA Page 9 

 

BE SURE TO SELECT the Include field descriptions as header record for EIT file checkbox option. 

If you are a multiple location employer, you are required to send separate files for each location. 

Therefore, remember to select the Create files per PSD checkbox option. 

The following field headings are defaulted into the first line of the file. If your collector requires something 

else please update that information. 
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WORK LOCATION SAMPLES 

The WORK LOCATION directory record is needed only if an employer has multiple work locations and not 

all work locations are within the same Political Subdivision (PSD). Employers who have work sites in more 

than one PSD may be required to remit separate files per PSD work location. 

Work Locations should be based upon your set up with the tax collector. 

The samples provided show where multiple schools are located in a single PSD code area and a second 

code for an elementary building that is in a different PSD area. Set up your codes based how the county 

collector has identified your work locations. If only one work location is needed for reporting, do not set up 

this directory, as it is not needed. 

 

 

 

After the work locations have been identified, attach them to the appropriate Munic Codes. 
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Municipality Sample 

Attach the WORK LOCATION record to the MUNICIPALITY/Tax Collector Information tab. 

Multiple Munic Codes could have been created for withholding LST/OPT or to identify employees with a 

low earnings exemption for the same work location. If the same PSD code is entered on multiple 

municipality codes, attaching the same work location code will pull them into the same work location 

group with the same employer information, if needed. When creating the EIT file, information is selected 

by PSD and Work Location. 

 

 


