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File Layout: Gross Wage EOY Import Specification

Column Name

Data Type

Format

Comments

SSN

Numeric HHHHHHHAHRH

Participant SSN, Please
include any leading zeros
(formatted to 9 digits).

Reporting Year
Start Date

Date YYYY0101

Should always be
YYYY0101

Gross Wages

Numeric HHHHHHT HH

The participants Gross
Wages

File Format: CSV (comma delimited) File, “*.csv

Gross Wages EOY Import Specification File (2).cswv [Read-Only] - Microsoft Excel
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Steps to upload the EOQY File on ESS for Employers and Managing Agents:

1. Ifyou are an Employer, on the “Select Employer” page you have to select your employer ID.

If you are a Managing Agent, on the “Select Employer” page you have to select the Managing Agent

ID.

") Select Employer - Mozilla Firefox

File  Edit Wiew History EBookmarks

Tools  Help

[ Select Emplayer

L£]

6 @ v3nonprod. 32bjfund. comjr 23t ain appa selectemployer rve

Ao 2

Select Employer

O 24852 - InvestGroup 1
® 24833 - InvestGroup 31

24883 - InvestGroup 31 [Change Ernployer] Welcome ESS USERT01 031172014

Please selectthe employer that vou wish to wark with from the list below. If you need to switch employers once yvou are logged into the application, please click the 'Chanoe
Emplayer'link and then select a different employer.

Last Logan 0341 072014 | Account | Logout | Return To LOB

SEIU Local 32BJ Privacy Policy and Terms of Use | 32BJ Funds Privacy Policy and Terms of Use
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2. Click on the “Uploaded Files” link that is under the Menu and on the “Uploaded Files” page, click on
the “Upload New File” button.

ploaded Files - Mozilla Firefox

File Edit Wew History Bookmarks Tools Help

[} Uploaded Files |T|

6 ¥ v3nonprod, 32bjfund,com/r2+3trainjappitapestry/EmployerPages ImportFiles C| .-.' - ,_ #

Last Logon 0311072014 | Account | Logout | Return To LOB

24883 - InvestGroup 31 [Change Emplover] Welcome ESS USER101 03172014

Shortcuts K
[ Create Invoice Uploaded Files

Process Mew Hire
£ The arid below contains all uploaded files by users in your organization. Ifyou are processing a file and vou find errors, you can use the

& Upload a File 'File Details'section to make corrections. Once you have carrected all errors, click the “alidate' button. Ifthe system validates the file
2 Help and Support without errarg, you can then click the ‘Process’ button to load the data into the systemn. Please note that data rows in the file will process
even with YWarning' messages, but will not process with ‘Exceptions’
Menu
Status: All b
Horme All T b
Activity Date Range: irme
Raoster 2 &
IFvoices Upload Mew: File Refrezh
Payment Processing
. E Fiter [B] Records & Print &2 Export Uipload Hew Flle
Action Imported Date Status File Type Procezzed Date File Description Records Description

Showing Records 1 - 0of 0

Emplayer Administraton
Accounts

Emplﬂ\"er Information
ContactUs

Repotts

SEIU Local 32BJ Privacy Policy and Terms of Use | 32BJ Funds Privacy Policy and Terms of Use
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3. On the “Upload a File” page, change the “File Type” to: Gross Wages EOY Import. Browse for the
file, add a “file description” and click “Upload”

) Upload a File - Mozilla Firefox

File Edit \Wew History Bookmarks Tools  Help

:: Upload a File |T|

6 & +3Inonprod, 32bjfund, com/r2v3trainjappétupload c | |-.' - ,"T"l #

Last Logon 0211072014 | Account | Logout | Return To LOB

24883 - InvestGroup 31 [Change Employer] Welcome ESS USER101 03172014

Shortcuts Upload a File
| Create Invoice

L Process Mew Hire
4, Upload a File File Type: Gross Wages EQY Import >

2 Help and Support Fila: |CiADocuments and SattingsttorrasiDe |_Browse
Menu FILE DESCRIFTION 15 MANMDATORY
Home

Raoster

Irvnices

Payment Processing

Tranzactions

Ernplover #:

Employer Administratio
Arcounts

Employer Infarmation
ContactUs

Reports

SEIU Local 32BJ Privacy Policy and Terms of Use | 32BJ Funds Privacy Policy and Terms of Use
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4. Once you have uploaded the file, you must click on “Process” and “Refresh” button.

ploaded Files - Mozilla Firefox

File Edit \Miew History Bookmarks Tools  Help

:: Uploaded Files |T|

6 @ wInonprod. 32bjfund. com/r2v3train) appdtapestry/EmplayerPages ImportFiles c ".l' ,_ #

Last Logan 0341 072014 | Account | Logout | Return To LOB

24883 - InvestGroup 31 [Change Ermployer] Welcome ESS USER101 031172014

| Thefile has been successiully uploaded. Please click Process link to complete processing of the file.

Shortcuts
Uploaded Files

[ Create Invoice

Process Mew Hire
2 The grid below contains all uploaded files by users in your organization. If you are processing & file and you find errors, you can use the

& Upload & File File Details'section to make corrections. Once you have corrected all errars, click the Yalidate' buttan. Ifthe system validates the file
7 Help and Support Without_errores,y_ou can then click the '_Process' buﬂunt_o load the_ data into the system. Please note that data rows in the file will process
evern with Warning' messages, butwill not process with ‘Exceptions’
Menu
Status: All b
Horme AllTi v
Activity Date Range: irme
Raoster & &
IFvoices Upload Mew: File Refreszh
Payment Frocessing 71 Fiter (] Records & Print B Export
Tranzactions
Action jpsed Status Filz Type ocessed File Description Records Description
ate Diate
Employer Administration Gross Wages EOY FILE DESCRIPTICHM IS
Detalz fProcess O3M7/2014 ——— mport MANDATORY 1

Accounts

Emplayer Infarmatian
Cantact Us
Reports

Showing Records 1 -1 of 1

SEILacal 32R.0 Privacw Palicw and Terms of Use | 32BJ Funds Privacy Policy and Terms of Use
wanonprod, 32bjfund.comr 2y 3trainf app?service=external/EmployerPages: ImportFiles#
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5. To make sure that your file was processed, you have to check the “Status” column on the
“Uploaded Files” page. If the status is “Processed Successfully” your job is done. If you have any
other message, you have to click on “Details” and then click on the “View Errors” button.

) Uploaded Files - Mozilla Firefox

File Edit ‘ew History Bookmarks Tools Help

i"" Uploaded Files |T|

(- &% v3nonprod, 32bjfund. comyy 23ty ain appattapestry [EmployerPages: ImportFiles ¢ "‘l" )-"| ‘ﬁ’
32BJ Last Logon 03052014 | Account | Logout | Return To LOB
-
SEIU

24883 - InvestGroup 31 [Change Emplover]

Uploaded Files

The grid below contains all uploaded files by users in your arganization. If you are processing a file and you find errors, you can use the
'File Details'section to make corrections. Once you have carrected all errors, click the alidate' button. Ifthe system validates the file
without errors, you can then click the ‘Process’ button to load the data into the systemn. Please note that data rows in the file will process
even with YWarmning' messages, but will not process with ‘Exceptions®

Welcome ESS USER101 03172014

Shortcuts

[ Create Invoice

2 Process Mew Hire
& Upload a File

7 Help and Suppaort

Menu
Status: All hd
Home AT v
Activity Date Range: ime
Roster y o
Invoices Upload Mew File Refrezh
Fayment Frocessing 1 Filter (] Frecords & Print 62 Expont
Transactions Imported P o
[alulgi=] FOCESEe
&ction T File Type e File Description Records Description
Employer Administration . Processed with Gross Wages FILE DESCRIPTION 15
Details /Process 03M762014 Errors EOY Import 031712014 MARNDATORY 1
Accounts
Emplayer Information Showing Records 1 -1 of 1
Contact Uz
Repaorts
SEIU Local 32BJ Privacy Policy and Terms of Use | 32BJ Funds Privacy Policy and Terms of Use
Sharicins
rets s Uploaded File
1 Process MewHing
Bl are Wie detsils of the file that has been uplo@ded for proceding. Wyou Sed erors with the uplaaded fle, you can use the sdi
& Upload a Filg b ilon o makes comachiong. Onis B daka 1 valid, chck e Vabdale' buBen. I the file & Suciesshully valldated, click the Process’ Buition
Heip @nd Supgart b lod e daka inko the ysbem
M mpod Header 14 78T
Homg g Mo From Eaq Mo Tt
Rodtes F aad Star Date: Mar 11, 2014 Process Stal Processed with Erors
IFrDites mport Descrigion.  Geoss Wages EOY import F e arl Dater Mar 11, 2014
Pafment Frocessing taty Frocessed with Emors 0 J G Mar 11, 2014
Transactions " " BH ECY WAGES TEST
Uploadod Files
Ermployer Administration
o o Import Details
ALCOUNTE
Ernployes Informasion mpoe Detail Satus: | All ™
Contact s Eis - 1= 1 Filtex
Raports
Process | View Emors | Refresh
i Fites MdE) Reconts & P
Soq bmport Delel | Resubed -
[_: Mo | Stebes Flag 55N Feporting Year Shart Dale | Tofsl VWisges Employer & Pewr
Yaok y
1 Procassd ['“‘ 19 ] FAlapoiting Todal W ages
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) ImporiErrar - Mozilla Firefox

o hitps riprod. 22hihunds.com,
Errors

B Records 5 Pint 8 Eupost

Cng Ma Burnbar | Daba Sirieg Tyt M ags
e 1 1 QA TETIOORAA 40227 201 400 T 20 Perez, Ovianado 265300 - PE— - Participant with S5W 104 TETD20 cannol B2 confidentty mabched io & Participant ID,
RAVERSDE TOMERTS CORP L specity the appropials Padicipand D afhd reprocidss
oo 1 EEEEITET 20 40027 201 03 700 Diondreic, Jozal 26700 - FFTHE P - Participan! with S5N BES0EIG2 cannol be corddentsy matched 1o & Parscigsnt D,
ETTH NG PIESYHRSSETTE specty the appropriste Farticient 1D and reprcess
ETEEEEE 20 40027 201 S0CH TES Monbes, Berrnrid SE501 - G55
1 v te_syrherer Blegart
& TEMANT STOOHHOLDERS, MG plc_sre vor  Participerd was ol acthe during g Praricd
£40 1 06T 8 PECN 40237 201 400 720 Mirpa, Shahssd 81750 - 817 FFTH P Prarticipard i acieeg Bor multiph Acoounts for difanent Esployr 078 during the
ANTEMNILE QUMD plc_sye Feporting Period. Please sslect the spproprisls Acoount IDv and reprocess
553 1 TR A T S ) Elaonas, Leks TS0 « 505 FARE fo_m o Farbicipard s scieve for multipls Scoounts for diferent Deployrer 1005 during The
AVEMUE CORPORATION RIS bemerIor o oriing Perical, Pleazs sslect the agprcprisle Account D and reprocess
=1 1 17 S5 FACATH) OO S0 T2A00 Crerwes, Pllip 45730 - 45 EAST o e Farticipant s scieve for mullipls Acoounts for ditferent Employer D5 during the
THO STREET, MC Pie_rysbme Repsrting Prviced Pieags select e agpreprialn Atciant [ o repraceis
Ex l:aptlunﬁ
M) Blecords S5 P Escpnt
Seq Mo Mumber | Daba String Type Meanage
4] T SRR R 0 OGS S0 10 Donorac, Lucas 000 - 350 PARK AVERUE CORP, plc_syshamernor Feporting Pariods ane nol sequentel
Clos

6. (a) Common Error Messages:

i) “Participant was not active during reporting period”- This means that the participant was
either hired on ESS before or after the period you are reporting the wages. No further action
required.

ii) “SSN cannot be confidently matched to a participant ID, specify the appropriate
Participant ID and reprocessed” - The SSN that you entered on the file for this participant is
incorrect, you have go back to the “Details” page enter the correct SSN, then click “Save”
“Process” and “Refresh”

iii) “Participant is active for multiple Accounts for different Employer ID’s during the
Reporting Period. Please select the appropriate Account ID and reprocess.” If you are a
Managing Agent and have employees who are actively hired with two different employers, on
the “Uploaded File” page, under the “Employer #” column, enter only one “Employer ID” for

AT

both lines and then click on “Save”, “Process” and “Refresh”. (See screen shots on page 10)
6. (b) Exceptions

i) Aslongas you don’t have any error messages, you can ignore the exceptions listed under the
“Exceptions” box.
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File Details - Mozilla Firefox

File Edit ‘ew History Bookmarks Tools Help

[ ! File Details | + |

6 &% v3nonprod, 32bjfund, com/r 2v3trainf app#tapestry/EmployerPages: ImportDetails

E E 1
24883 - InvestGroup 31 [Change Employer] Welcome ESS USER101 03172014
Shortouts Uploaded Fil

oade e
10 Create Invoice P
£ Frozess New Hire Below are the details of the file that has been uploaded for processing. If you find errors with the uploaded file, you can use the edit
& Uplozd & File =ection to make corrections. Once the data is valid, click the “alidate' button. If the file is successfully validated, click the 'Process' button
Help and Support to load the data into the system.

Menu Import Header 1d: 1782
Hame Seq Mo From; Seq Mo To:
Roster File Logd Start Date: Mar 17, 2014 Process Status: Processed with Errors
Invoices Import Description:  Gross Wages ECY Import File Process Start Date: Mar 17, 2014
Paymert Processing Status: Processed with Errors Processing Complete: Mar 17, 2014
Transactions Description: FILE DESCRIPTICN IS MAMDATORY
Ermplayer Sdminiztration Import Details
ACcounts )

Import Cetail 3
Ermployer Informetion

- 3 . -

Contact Us Search Fi Search Text Filter
Reports Process  Refresh

. Fiter tdZlyRecords & Frint & Expart

Import .
5% petail Resubmit cop RS YT S8 | o fompoen Employer # Person D
o Flag Date
Status
o - grootces:sed 35 Reporting Gross Wages @
Showing Recol
4 | >
Back
4
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Things to remember while creating your EQY File

If you are a Managing Agent and have participants who are actively hired with two different employers
you can either:

A) Combine the wage and create one row with the total year wages on the file import for that participant.

B) Report the wages by creating one row for each employer payroll for that participant. Once the file is
uploaded into ESS on the “Uploaded File” page, under the “Employer #” column, enter only one

»” «

“Employer ID” for both lines and then click on “Save”, “Process” and “Refresh”.

%)) File Details - Mozilla Firefox

File Edit Wew History Bookmarks Tools Help

| L. File Details [
6 wanonprod, 32bifund. comjr 23ty aing appat apestry ErnploverPages: ImporkDet ails (e -.' - }_ ®
E ﬁ 1
24883 - InwestGroup 31 [Change Employer] Welcome ESS USER10 03172014
Shorteuts .
Uploaded File

L Create Invaoice

£ Process Hew Hire Below are the detailz of the file that has been uploaded for processing. If you find errors with the uploaded file, you can use the edit

& Upload & File =ection to make corrections. Once the data is valid, click the "alidete! button. If the file is successfully validested, click the 'Process' button
Help and Support to load the data into the system.
Menu Import Header o 1782
Haome Seq Mo From: S Mo To:
Roster File Lozd Start Date: har 17, 2014 Frocess Status: Processed with Errars
Invoices Import Description: — Gross Wages EOY Import File Process Star Date: Mar 17, 2014
Payment Processing Status: Processed with Errors Processing Complete: Mar 17, 2014
Transactions Diescription: FILE DESCRIPTION I3 MANDATORY
Ermployer Sdministration Import Details
Accounts .
Import Detail Al
Employer Inforimation -
Contact Us Search Fi ¥ | Search Text Filter
Reparts

Process  Refresh

| Fiter td&ElyRecords 0 Frint & Export

Import .
5 Fesubmit Reporting Year Start
[ =59 petail Fbmit ey Eporing TRAUSEN | rotal wiages Employer # Ferson ID
Flag Date
Status
O 1 fet SN Reporting Gross Wages 123
Froceszed

Showing Recet

| »

|~

Back

|4
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