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EIT Set Up Samples for Act 32 Reporting

CENTRAL
SUSQUEHANNA
INTERMEDIATE UNIT

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

Emgfoyerl Rates | Fed Tax | State Tax LocalTax | Deduction | EiC | Reﬂ'remenfl D0 AMICR | GETL | ePayStub | Time Clock

Ermployet [hifo | Emplovee [nio | EiT | LET | File Info
Flejd Parameters
Field Label ETHD EIT Location LSTHD  LST Location Specify
Combined Filing [~ [H i}
EIT Constart D Bl E
LET Constant H_ _1 L
Year 5 H 2D 7 Enl 2 7 & 2 digits, i.e. 11 4 digits, i.e. 2014
Reporting Period El_ H 3 D a EI_ 3 g 145 ' 03,06,09,1213
Federal ID H 4 [ 4 ¥ Excluds dashes
Ermplr [0 H 0 [ 10 99337 TER
Emplr Mame H_ —5 H_ —5
Emplr Addr H_ _E H_ —B [~ Address 2 as separate figld
Ermplr City H_ —'.-' H_ —?
Etmplr State H_ g H_ _8
Etmplt Zip [ 9 [ [ s [ Include Zip + 4
Emplr PE0 [ [ B D 350101
Cortact Mame : 1 : 1 I
Phone o ]
Ermail - _U . _D
< | » | Ena| mda | save |Cancel|Delcte | Exit | S |

i Employer Parameters H=

Emgloyerl Rates | Fed Tax | State Tax  LocalTax |Qeducn'on | EIC | Retiremeant | DOAMICR | GTL | eraystub | Time Clock

Emplovar info Ermpioves Info | EiT | LT | File Info

— Field Paramelers
Field Lahel EIT Location LET Location Snecify

Ernp. Address [~ Address 2 as separate field
Emp. City

Emp. State

Canstant 2 [ o [ o [
SEN |—1 I—'l " Include dashes [~ Prefix leading zero
Emp. Name I—z I—z LastName,FirstName,gﬂgﬁdlelnit, and Suffiz in one field
Emp. Last Name I_D I_D Each part ofthe name as its own individual figld
Emp. First Kame I_D I_D
Ernp. Middle Init |_u |_u
Emp. Suffix = =

E =

N m

E

E m

Emp. Zip [ Include Zip + 4

« | » | Ema| pdad | Save |Cancel| Delete | Exit | S |
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» Employer Parameters =}

Emg!oyerl ﬁatesl Fedl’axl State Tax  Local Tax |Qeducn'on| EjCl Ren’rementl DDKMICR' QTLl ePayStubl Time Clock

Emplaer Infa | Emplalee [hfa LST | File Infa
——— Field Parameters.
Field Label Location Size Specify Negatlve Syrhol
Exclude decimal
Local Gross IB_ F s o [~ Exclude negative & Front Back
X i Megative Symhbol
™ Exclude decimal [~ Exclude negative
Local T: 1 a : ol '|
Sigel I_ [~ Pad with zeros [ Exclude Commuter & Front Bt
it Bk Tax Withheld
PSD Twp Live ¥ Prefix leading zero
~
Commuter MonRes IB_ r
Munic Mame
for Commuter
PSD Wark v Prefix leading zero

Lo Tt | e

Filler 1 ID_ & Spaces ¢ Feros |
Filler 2 ID_ |('“ Spaces (% Zeros |
Filler 3 ID_ |(" Spaces & Ferog |

MIEEEREEEREEN

find | add | Save | Cancel| Delete | Exit | S |

A

I =T S
Em;_:nfoyerl ﬁafesl Fedl’axl State Tax Local Tax |Qeducﬂ'on| chl Ren’remenfl D0 /CH | QTI_l eF'ayS‘tubl Time Clock

: Employer Parameters

Ermployer Info | Employee Info | EIT LET
~—EIT File Parametors:
" Excel File % Comma Delimited
¥ Text File ” Tah Delimited
EIT Directary |
I Include field descriptions as header record for EIT file
¥ Createfiles per PSD
~——L 8T Fife Parameters
= Excel File % Comma Delimited
1+ Text File " Tah Delimited
LT Directary |
[ Include field descriptions as header record for LST file
« | » | End| add | Save | Cancel|Delete | Exit | 5 |

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

Ernp. Address [~ Address 2 as separate field
Ernp. City
Emp. State

Emp. Zip

Emgroyerl Rates | Fea’l’axl State Tax  LocalTax | Deduction | EIC | Ret.l'rementl D0AICR | GTL | ePaystub | Time Clock
Empioyer info | Employes info | EiT | L&T | Fitg info
Field Parameters
Field Lakbel ﬂTiD EIT Location LET HD LET Locsation Shecify
- 0
EIT Constant H 1 E
LST Constart 1]
Year B 2 7 a 2 digits, i.e. 11 " 4 digits, i.e. 2011
Reporting Period B 3 8 0 F1.45 " 03,06,001213
Federal ID H 4 i ¥ Excluds dashes
Emplr 1D H Bl u] Foo1
Emplr Mame H 1 u]
Emplr &ddr H T 0 [~ Address 2 as separate field
Emplr City H ] 1]
Emplr State H ] 0
Emplr Zip H 10 a [ Include Zip + 4
Emplr PSD H 11 u] 123456
Cortact Name | 0 | 1]
Phone o ]
Email u] 0
« | » | Ena| ada | save |cancel| Derete | Exit | 5 |
: Employer Parameters !E
Ernployer | Rates | Fed Tax | State Taxw  LocalTax | Deduction | EiC | Retirement | OO/ MICR | GTL | ePayStub | Time Ciock
Emplaver info Emploves Info | EIT | LET | Fiie Info
— Field Paramelers
Field Label EIT Location LST Location Specify
Constant 2 I 0 I 0 I
55N I 1 I 1 [ Include dashes [~ Prefix leading zero
Emp. Mame I 2 I 2 Last Mame, First Mame, Middle Init, and Suffix in one field
oR

Ernp. Last Marme I 0 I 0 Each part ofthe name as its own individual field
Emp. First Kame I 0 I 0
Ermp. Middie it [ 0 Fal
Ernp. Suffx = =

I 3 I 3

I 4 I 4

I g I g

I B I B

[ Include Zip + 4

« | » | Ema| pad | save |cancel| perete | Exit | S |
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1 Employer Parameters ==

Emg.foye.rl Rates | Fod Tax | State Tax LocafTax | Deduction | EiC | Ren’rememl DO AMICR | GTL | aPaystub | Time Clock

Emplover info Employes Info EXT LET | File Info
— Field Parameters
Field Lakel Location Size Specify
Exclude decimal

Local Gross IS_ F P);Cduwiteh Zn:crg";a I Exclude negative

I Exclude decimal [¥ Exclude negative
Local Tax 8

I_ I~ Padwith zeros I~ Exclude Commuter

Munic Narne Tax'Withheld
PSD Twip Live [ Prefi leading zero

Cammuter NonRes

?l

munic Marne
far Caommuter

PSD Work ¥ Prefix leading zero

oca T i S

Filler 1 ID_ @ Spaces ¢ Ferog |
Filler 2 ID_ |("Spaces # Zeros |
Filler 3 ID_ |f‘8paces & Zerost |

MEEEEEEEEEEe

find | 2dd | Save |Cancel|Delete | Exit | 5 |

s

: Employer Parameters !IEI E

Emgfoye.rl Rales | Fedl’axl State Tax LocalTax | Deduction | EfC | Reﬂ'.rementl D0 AMICR | &L | eFaystub | Time Clock

Ermpioyer info | Empioyes Info | FiT | LT Flle Ihfo
~——EIT File Paramaeaters
" Excel File & Comma Delimited
¥ Text File " Tah Delimitec
EIT Directory | |
[" Include field descriptions as header recard far EIT file
[~ Create files per PSD
~— 8T File Parameters
€~ Excel Fila % Comma Delimited
% Text File " Tah Delimited
LST Directary | |
[~ Include field descriptions as header record for LET file
« | » | GEind| Add | Save | Cancel|Detote | Exit | 5 |

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

Emgioyerl Hates | Fedl’axl State Tax Local Tax | Deduction | EIC | Reb’rememl DO AICH | GTL | efaystub | Time Clock

Erpioyer info | Empioyes Info | EIT | LET | Fife info
Fiald Parameters
Field Label EIT HD EIT Location LET HID LET Locstion Specify
Combined Filing [+ IH_ I—S
EIT Constant [ [ E
LST Constant [ _D L
ear El— 4 D 2 - _D 2 digits, i.e. 11 {* 4 digitz, i.e. 2011
Reporting Period El_ E D 3 - _D 145 * 011213
Federal ID H 2 B 0 [ Exclude dashes
Empglr ID H_ —3 B _D 99537766
Emplr Name H_ _? - _D
Emplr Addr H_ —9 B _D v Address 2 as separate figld
Etnplr City H_ T - _D
Emplr State H_ T _ _D
Emplr Zip o 12 N o v Include Zip + 4 ¥ Zip+4 as separate fisld
Emplr PSD [ [ o - 0 234581
Cortact Matme E E : I brnggr
Phore H 13 0 5231155
Etmail H_ T [ _D softhelpidcsiv.org
4 | 3 | Eind | Qancellﬂelete | Exit | & |

» Employer Parameters =] B

Emgfoyerl Eatesl Fedl’axl State Tax  LocalTax |Qeducn'on| E{Cl Reﬂremenrl o0 MICR | QTL' ePaySrubl Tirme Cock

Employar Info Employes Info | EiT | L5T | File Info

— Flaid Parameters
Field Label EIT Location LET Laocation Specify

Canstant 2 |
1= [ Include dashes [~ Prefix leading zero
Emp. Mame Last Mame, First Mame, Middle Init, and Suffix in one field

OR
Each part ofthe name as its own individual field

Emp. Last Mame
Ermp. First Mame
Emp. Middle Init.
Ermp. Suffix
Emp. Address v Address 2 as separate field
Ermp. ity
Emp. State

Emp. Zip

=Ll felel el el L] -]
Sl eel el ] el

¥ Include Zip + 4 ¥ Zip+4 as separate field

« | » | rna | ndd | save |Cancel| Deleie | Exit | 5 |
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EIT Set Up Samples for Act 32 Reporting

1 Employer Parameters M=

Em;_:-royerl Rates | FedIaXl State Tax  Local Tax |Qeduct.l’on | EIC | Ret.l'rememl Do AMICH | GrL | eFaystub | Time Clock

Employer info | Employee Info EfT LET | File Inio
——— Flald Parameters
Field Lahel Laocatian Size Specify
Exclude decirnal
Local Gross 13 g II: Fad with zeros ¥ Exclude negative
[ Exclude decimal ¥ Exclude negative
Local T g
oral tan I_ [~ Pad with zeros [~ Exclude Commuter
MuRic Narne Tax Withheld
P30 Twip Live v Prefix leading zero
Commuter MonRes [a~ 2
Munic Name
for Commuter
PSD Wark I¥ Prefix leading zero

vt o

Filler 1 IIZI_ & Spaces ¢ Zeros |
Filler 2 IEI_ |(‘Spaces * Ferns |
Filler 3 ID_ |("Spaces & Ferns |

TSl sl ]

\ Employer Parameters =

Emgioyerl Rates | Fed Tax | State Tax  LocalTax |Qeducn'on | EJIC | Retirement | oo AR | Grr | eFPaysiub | Time Clock

Eind | 'Qancellﬂeletel Exit |

Y

Ermpiayer [hio | Ermplavee [nia | EIT | L&T File fnifo

——EIT File Parameters

& Comma Delimited
" Tab Defimited

" Excel File
% Text File

EIT Directary |

o

[ Include field descriptions as header record for EIT file
[~ Create files per PSD

~——L 8T File Parameters:

&' Comma Delimited
™ Tab Defimited

" Excel File
(%" Text File

L

[ Include field descriptions as header record far LET file

LT Directory

g |

Egancellgeletel Exit |

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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CENTRAL
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INTERMEDIATE UNIT

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
e 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

+ Employer Parameters !EI E

Ermplaiay | Rates | Feof Tax | State Tax  LocalTax | Deduchion | EiC | FRetirement | o0 A CR | ETL | ePalEtb | Thme Clock

Emplayer Info | Emploves [nfo | EIT | L5T | File Info
Fiald Parameters
Field Lakel EIT Hi» EIT Location LET HD LET Location Specify
Combined Filing [~ IH_ I_D
EIT Constant [ [ o Bl
LST Constant N 0
ear E E : I - 2 digitz, ie. 11 o 4 digitz, i.e. 2011
Reporting Perinc o 5 0 v145 " 03,06,0912,13
Federal IO D_ _1 B _D [ Exclude dashes
Empilr T D_ _2 [ _D 7001
Etnplr Mame _ _D _ _D
Etnplr &ddr [ _D [ _D [~ Address 2 as separate figld
Ermplr City [ _D — _D
Etnplr State B _D B _D
Emplr Zip : I : I [ Include Zip+4
Emplr PED | | 0] | | 0
Contact Mame | | 0 | | 9
Phaone 0 0
Emmil B _D B _D
4 | » | mna|  aaa | save |cancel|Delete | Exit | 5 |
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: Employer Parameters [_ [T

Emgioyerl Batesl Fedl’axl State Tax Local Tax |Qeducﬁon| E{Cl Reh’remen?' DOACR | §TI.| ePayS?ubl Time Ciock

Emplover Info Ermplayee [hifo | EiT | LET | File info
— Flaid Parameters
Field Lahel EIT Locatian LET Location Specify
Constant 2 I a I
55N [ Prefixleading zera
Emp. Mame Last Name, First Mame, Middle Init, and Suffix in one field

OR
Each part ofthe name as its own individual field

Emp. Last Mame
Emp. First Mame
Ermp. Middle Init.
Emp. Suffix

Emp. Address V¥ Address 2 as separate field
Emp. City

Emp. State

3l sl =] s[o] ] o] L] ]
fafeael e el e o]

Emp. Zip [ Include Fip + 4

« | » | Ene |  nad | save |cancel|Deicte | Exit | 5 |

1 Employer Parameters =] B

Emgioyerl Eatesl Fedl’axl Stale Tax LocalTax |Qeducn'on| E{Cl Reb‘rememl DOANCR | QTI_l eF'aySEubl Time Clock

Employer Info | Emplovee info EiT | LT | Fite Info
————— Fleid Paraineters
Field Label Location Size Specify
Exclude decimal

Local Gross I 14 8 F Prad with 76105 ¥ Exclude negative

I I [ Exclude decimal v Exclude negative
Local Tax 15 a

[ Padwith zeros [ Exclude Commuter

MR MEmne I_D TaxWithheld
PSD Twep Live I 16 ¥ Prefixleading zero

I I rd
Commuter MonRes 0 8 o
Munic Name I i}
for Commuter
PED Work | 3 ¥ Prefixleading zero

I_ I_ [ Exclude decimal

0
Local Tax Rate 2 Il —
Filler 1 I 0 IEI * Spaces { Zeros |
Filler 2 I ] IEI | " Bpaces (¥ Zeros |
Filler 3 I 0 IEI |(" Spaces |
« | » | gina|  zda | save |Cancel|Deieie | Exit | 5 |
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i Employer Parameters H =]

Ermplover | Rates | Feo Tax | Stale Tax  Local Tax | Deduction | EiC | Retirement | DO AR | GTL | eFaystuh | Time Clock

Emplayer Inio | Emploves info | EIT | LET Flle Infa
—EIT File Parameters
% Excel File
€ Text File

EIT Directary | |

v Include field descriptions as header record far EIT file
[ Create files per PSD

—L 5T Fife Paraineters

% Excel Fils
" Text File

LST Directory || |

¥ Include field descriptions as header record for LST file

« | » | mma|  nad | save |cancel|Delete | Exit | 5 |

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.

' Work Location Directory =] B3 |
Woris Location Cocle | ALME % |

Wark Location Mame | Sunmy Valley Schaoal District

Address 1| 236 Sunny Drive

Address 2
City | Mifflinkburg
State|Pa | Zip[17844 |
Contact| hr Smith

Phone NumherlﬁTD |523-1155

Accnuntlsﬂgm

Egancellgeletel Exit |

< | » | Eind|

+ Work Location Directory !El E |
Work Location Code | SHAD & |

Wark Location Mame | Shady Lane Elementary School
Address 1|50 Marth Seventh Street
Address 2
ity | Mewy Berlin
StateIPA - Zipl1?83? |
Contact| Mrs. Belushi

Phone NLIFI"IhEI’I I -

Accnuntl123455?89

Qancell Qeletel Exit |

| » | CEind|

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.

\ Municipality Directory I =] |

Nurie CodeIMFEIQ NamelWestElufraln T Tﬁ_.rpelT_ % |
BtateIF'A vl Eipl Cnuntg.rlunin F'SDI BO0209

Tay information Tax Callector Information | LET Tax Coilector Information
‘Wark Location I,&,LMN vl Sunny Valley School Diztrict
~— Tax Collector Information ——, — Split District TC Information ——,
Marme MHame
Addr 1 Addr 1
Addr 2 Addr 2
City City
State | zip| | State ~|zin | |
e - he, -
4 | 4 | Eind | Add Qancellgeletel Exit |
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