Accounts Payable AP—995 Connecticut Unemployment
Human Resources HR—995 Connecticut Unemployment

“In July 2022, the Connecticut Department of Labor (CTDOL) will transition to a modern unemployment
1 {IEMPLOY,

insurance system, ReEmployCT. It will vastly improve how employers and unemployment filers interact

Unemployment System Alllance Partner

with the systems they need to do business, find forms and information, and submit documents to the
y y find 1 4 #REEMPLOYCT

agency.”
https://portal.ct.gov/-/media/DOLUI/ACHCreditFileFormatType56and7.pdf

To comply with the requirement that Connecticut “ReEmployCT” payments will be paid via ACH starting in July of 2022,
ADMINS added ACH Tax Payment type and fields to the Vendors screen. In addition, the CT Quarterly Processing file format

was changed to comply with the upload specification.

Accounts Payable PEnter Vendors Screen P [2 Classification Tab]

Set Up a CT Unemployment Vendor

== [AUC] 2000-Enter Vendorsl

Enter Vendors
Certified Vendor?  ‘fes Mo
Goto... Certified By
Vendor SENEN - Date Certified
Actions | JE0) Btate of CT Dept. of Labor
1 Name/Address 2 Addresses 3 Classification 4 Atachments 8 ems 5 User Defined

5 Add Vendor

BAdAAddress Restrict Access To (O Town (O School (@ Both

7 Reports Federal ID# [BE5-5222111 Type O None (DSS# @ TaxID
BankCode [BA11 BAMK OF AMERICA 122101706
. ABA# 1291-0170-6 Prenote [0 LIVE
Bank Account 222222 Type [T Checking
Customer? |

HR ACH Tax Payment Type (@ CT Unem () Federal () State () None
CT Unemployment# [L334567000

| Phope# [ionas ooo-nong booo [

Payment Type () Printed Ck () Wire (® ACH () No Check
Separate Check? () Yes @ No Tailing Vendor
1Time Vendor? (O Yes @ MNo OYes (@ No
State Bid List? (O Yes @ No
Entered:
& A 2022 Local Vendor? OYes @No —
t':lﬁ";m Business Type |Sole Prop/Individual /Single-Member LLC v|
04-May-2022 ~ Mote T
THERESA
Werge To Vendor DO000O0 Addresses on File: 1

Figure 1 Set up the CT Unemployment Vendor

Create or select the vendor and:
1.  Select the HR ACH Tax Payment Type of “® CT Unem”

2.  Enter the CT Unemployment #. This number must be ten digits. If your number is seven digits, add three

zeroes to the end.

3.  Enter the Bank Code and Bank Account provided from the State of CT — Department of Labor

4.  Set prenote to “0” (LIVE)

5. Set the payment type to be “ACH”

= Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.

Page 1 0of 3


https://portal.ct.gov/dolui/reemployctinfo

Accounts Payable AP—995 Connecticut Unemployment
Human Resources HR—995 Connecticut Unemployment

Setup a CT Unemployment Voucher:
1. Enter avoucher for the CT unemployment vendor
2. Enter an invoice date equal to the quarter ending date (ex: 03/31/2022

3. Using the vendor # as shown in Figure 1, the voucher will automatically be set as an ® ACH check type.

— —_ n
= [AUC] 60-Voucher Batch Entry ®
J
Voucher Batch Entry Erit.ry Began
il Batch 7055 Default Bank TOEANK
. Default Dept  FAYROLL =
Actions.
Voucher Date  [p1-Tul-2022 .
Default Type B Payment Wouche! @ Check/Wire/ACH (O Manual Check Entry Began 1
Error Status
1 Add New Batch Expected Entered Balance Ready for Release
Price 4567, 7000 4567, 7000 Disapproved
Freight Ready for Posting
2Last Bateh Qther Awaiting Approval
Totals 456770 4567 .70 Change Orders
Open
ST Submit Batch for Processing OYes @MNo Closed
4 Check Batch
[|Voucher# [Vendor Type Total
Bt Uit 482938  |030677-01 State of CT — Dept of Labo |Payment Youch 4567 ,70 fnes] |
alc 181
[ [ [ [ |

Figure 2 The only voucher in the batch, and the only batch in the warrant for the first submssion

ADMINS recommends that this payment be the only payment in the warrant for
the initial submission so that the ACH file has only this tax payment.

Continue with the disbursement warrant; the ACH file step will produce a report that looks like this:

2127-FMREP : APDISACHVEN. REP Printed 12-May-2022 at 09:12:24 by THERESA Page 1
City of ADMINS
Generate ACH File

for Warrant: 006858

Location of ACH file : D:\AUC DEVELOPMENT\ADMHOME\AUC\FMMOD\dat\wrk\ach051220220912.dat €=———a  ACH File location is here:
Ach Date : 12-May-2022

Check# Vendor Remit Vendor Name ABA Account Type Check Amount Note
8000082 030677 01 State of CT - Dept of Labor 1221-0170-6 222222 Cc 4,567.70
Count: 1 **%x* Grand Total: 4,567.70

2] ach051220220912.dat =N (=R ==

o1 81198057198765432182265120912A094101BANK OF AMERICA TOWN OF ADMINS ~

5280TOMN OF ADHINS TPA 123456789 0CCD 220512220512 181190057 0808001

622122101706222222 000045677 01234567 000 TOUN OF ADMINS 101190057 0800061

705TXP 041234567 xCTSUL %2207 81xT*000045677 0%, 80000061 0080061 .

8200600682 1234567898 01190057 000000 ¥—me__| ACtHh“?S.t? ?lngtl)e record for
9000001000001 06000002001221817 56770 € Initial submission;
9999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999 subsequent submissions may
9999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999 be processed with other AP
9999999999999990999090999090090999999999090909999990999990909099909999990909099990009999999990 vouchers.
9999999999999999999999999999999999999999999999999099999999999999999999990999999999999999999999

< >
Figure 3 ACH File location and a sample of what the file will look like

Complete the disbursements warrant. Submit the file to the ReEmployCT reporting agency.
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Human Resources P Quarterly Processing » CT Quarterly Reporting

Human Resources

Maintenance >
Payroll Processing >
Timesheet Entry >
Special Processing >

Void/Manual/Figure Paycheck

B Task 6321: CT Quarterly Reporting
CT Quarterly Reporting
Required: Check Date Range [mmddyyyy]

From: TRFTRAIFD | To:|31-Mar-2020

Required: Enter output Path [ex. cladmhome] |D:\,AUCiDEVELOPMENT\ADMHOME\THANSFER

et poreng b Required: Which Submission is this?
Bank Reconciliation > ] )

Queries R Required: Entity Code

Reports >

Tables > Sort Report By:

Quarterly Pracessing > Federal Quarterly Reporting - 941

Vear-End Processing > CT Quarterly - 941

Module Maintenance > Rl Quartery - 041 Run as @ preview O Print O PDF

Interfaces/Imports CT Quarterly Reporting I Printing use Duplex @) ves

Site Specific > MA Quarterly Reporting

Help Reference Library [ @ty iErTing

Required: Enter Unemployment ID [10 digits or 7 Plus 3 zeroes] 1234567

O No

@1st O 2nd O 3rd O Test O Correction

[t | [Town oF aDmiNs

@ Employee# O Employee Name

Lookup Cancel Clear All

& TedRE - CT_Quarterly_6321 -
" .
— The CT quarterly unemployment file has the July 2022
Courier New -8 - B\I\H|Iv j @
b - format.
£321-HRREP-HRCTQTRLY . REP Printed 05-May-2022 at 10:37:17 by THERESA
or Qf‘;g;;y";’:;’jimg [E]] DAAUC_Development\admhome\Transfery 12241234567
$861105105UELLS KAREN 1169032022 000000004476 08
$061105106BELL INGER HARIE £09032022 800PAOAAIGITSY
S001105107KILLHAN LYNN 609032022 0000000038192
$861105108SPAVENTD KEITH 109032022 00000008619130
5061105109FLAGE HARTE RO9032022 8000OORABT 6690
S001105112HOREAU HARIE 89032022 0000000015766
= $001105113BLISS LYNN R09032022 00000000398540
— $861105117WILHELH KAREN k89032022 00000008116370
$061105125RUSCIAND SANTANA  MARIE BB9032022 800000RA111480
SOC SEC #+  EMPLOYEZ # AND NRME CROSS  TAXABLE WAGES EXCESS WAGES S881185125HARINEL LYNN E09032022 00000000038220
$861185126SPENCER KEITH 89632022 00000000696860
001101013 000040 227,498 50 $001105127CLARK HICHAEL 69632022 00066606113526
001101030 000082 S001105128PATERSON LYNN 109032022 0000000049248
| 01191048 000153 $0011085129L0HHANN HAREN P 089832022 08000000181877
$861105130PORTER HARIE 69632022 00000008132300
506110513 1BASSIGNANT LYHN 69032022 800000RA111480
. e S001105142CHARTIER MARIE 89032022 00000000111480
vl 134 $861105154LONERGAN HARIE 89632022 00000008154800
001105196 5061105158LAPORTA LYNN 69632022 800000RA192750
ggﬁ?g; $8011085162GILDERUBIO KEITH 09832022 80008000181995
s S001105167HATEJKA LYHN 89032022 00000000137200
$861105182HAGILL LYNN 89632022 00000000676860
5061105186KESSELHAN KAREN 69632022 800000AA154600
S001105187L0GAN MICHAEL 89032022 00000000113526
001105258 $001105188NASSISE LAURENCE 89032022 00000000113526
$801105189GONTHIER KEITH 69632022 00000008113526
506110519 BUALSH HICHAEL 69032022 8000AORABYGT20
S001105191DUCHARHE LYNN 89032022 00000000132300
THIS QUART $861105194NOLAN LYNN 89632022 90000000685000
$061105196DULCHINDS HARTE 69632022 8000OORARYGT2E
$001105197GORDERD LAWRENGE 89032022 00000000096720
S — . $001105198PARKER KEITH 89032022 00000000132300
Tare gonar 2 $80110520BHAHHANN DEFFLEY LYNN 69632022 00000008115368
THis guART s 5861105205 TOF ANT HARTE E09032022 8000A0AAI 06201
TaIs guAAD . S001105206DEREFAKA LYHN 89032022 00000000200720
$801105207STYGLES KAREN 89632022 000000081323600
2TH OF 1ST MONTH: $061105299LARSON LYNN 69632022 8000000AL 09262
2TH OF 2ND MONTH: 221 TODOOS37WAGEDDO1234567  000001966519650000002274985000000173902115
2TH OF 33D MONTH: <

If the file to be submitted is viewed, close it to allow the command to finish.

Submit the file to the ReEmployCT reporting agency.
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