Human Resources

HR—995 Connecticut Unemployment

o

“In July 2022, the Connecticut Department of Labor (CTDOL) will transition to a modern unemployment
insurance system, ReEmployCT. It will vastly improve how employers and unemployment filers interact
with the systems they need to do business, find forms and information, and submit documents to the

agency.”

Site Specific ReEmployCT

i/ JEMPLOY/CT PR

Unemployment System Alllance Partner

#REEMPLOYCT

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]

1. SET UP A CT UNEMPLOYMENT VENDOR

== [AUC] 2000-Enter Vendors|

CT Unemployment# [1234567000

Enter Vendors :
Certified Vendor? Yoo Mo
Goto... Certified By
o | Vendor REWERE Ftate of CT - Dept of Labor Date Certified
1 Name/Address 2 Addresses 3 Classification 4 Attachments 8 tems. 9 User Defined
5 Add Vendor
e Restrict Access To () Town (O School (@ Both
7 Reports Federal ID# B5-5222111 Type (ONone (OSS#  @®TaxID
Bank Code [BAI1 BAMK OF AMERICA 122101706
ABA#  1221-0170-6 Prenote il LIVE
Bank Account  [B22222 Type L Checking
Customer |
HR ACH Tax Payment Type (@ CT Unem () Federal () State (O None

| Phones# [fon0: oog-ooog booo [

Payment Type
Separate Check?
1 Time Vendor?
State Bid List?

(O Printed Ck (O Wire ® ACH (O No Check
OYes @ No Tailing Vendor

OYes @®@MNo OYes (@ No
(OYes @ MNo

OYes @No

|501 e Prop/Individual /Single-Member LLC ~ |

Entered:

18-Apr-2022 Local Vendor?
LUANH Business Type
Changed:

04-May-2022 —— :
THERESA

Werge To Vendor Q00000

Addresses on File: 1

Figure 1 Set up the CT Unemployment Vendor

Create or select the vendor and:

Select the HR ACH Tax Payment Type of “® CT Unem”

1.
2.
zeroes to the end.
3.
4.  Set prenote to “0” (LIVE)
5.  Set the payment type to be “ACH”

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

Enter the Bank Code and Bank Account provided from the State of CT — Department of Labor
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2. 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.

— —_ ml
== [AUC] 60-Voucher Batch Entry *
)
Voucher Batch Entry Ertry Began
= Batch [7055 Default Bank TOEANK
i Default Depl  PAYROLL paYr
Actions.
Voucher Date  [01-Jul-2022 .
Default Type P Paument Youche @ Check/Wire/ACH (O Manual Check Entry Began 1
Error Status
+ Add New Batch Expected Entered Balance Ready for Release
e Bate Price 4567 7000 4567, 7000 Disapproved
Freight Ready for Posting
2 Last Batch Other — Awatting Approval
Totals 4567, 70 4567 ,70 Change Orders
Open
SN Submit Batch for Processing OYes @ MNo Closed
4 Check Batch N L
Voucher# |Vendor Type Total
 Bateh Lt 482938  |030677-01 State of CT - Dept of Laho |Payment Youch 4567, 70 lnes| | P
1 1 1 1 ]

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 €1  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 c 4,567.70
Count: 1 **** Grand Total: 4,567.70

[Bl] ach051220220912.dat =N (EcR ==

181 811980857198765432102205120912A094161BANK OF AMERICA TOWN OF ADMINS P

5200TOMN OF ADMINS TPA 1234567890CCD 2208512226512 181190057 0060061

62212216817 086222222 800045677 01234567000 TOUN OF ADHMINS 161190057 0660061

7O5TXP*041234567 *CTSULI %2267 01*T*=000645677 0\ 8000006100680861 )

8200680682 1234567890 01190057 000000 %~——_| AClt—;]hgs_tg Tlngtlje record for

9006808100066180800062 0681221817 56778 € initial submission;

9999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999 subsequent submissions may

9999999999990999999999999999999990999999999900999999990099999990000999999990009999999000099999 be processed with other AP

9999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999 vouchers.

9999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999

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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3. CREATE THE FILE IN AUC

HR » Quarterly Processing P CT Quarterly Reporting

Human Resources

87 Task 6321: CT Quarterly Reporting

Maintenance >

Payroll Processing > CT Quarterly Reporting

Timesheet Entry , Required: Check Date Range [mmddyyyy] From: ‘[I1-Jan-2[l22 ‘Tu: ‘31-Mar—2[l22 ‘
Special Processing >

Void/Manual/Figure Peycheck

Required: Enter output Path (ex. c:ladmhome)

‘D:\AUCiDEVELOF‘MENT\ADMHOME\THANSFER

Biling and Invoicing ’ Required: Which Submission is this? ®1st O 2nd O 3rd O Test O Correction

Bank Reconciliation » i i

. N Required: Entity Code l:l TOWN OF ADMINS

Reports > Reguired: Enter Unemployment ID (10 digits or 7 Plus 3 zeroes] |0000099000]

Foe s Sort Report By Add 3 zeroes after your
Quarterly Processing > Federal Quarterly Reporting - 941 . ® Employee# O Employee Nar ID; eg. this town ID is
Vear-End Processing > CT Quarterly - 941

Module Maintenance 5 Rl Quarterly - 941 Run as O) preview O Print~ ® PDF 0000099; enter
Interfaces/Imports CT Quarterly Reporting X If Printing use Duplex @ ves O No 0000099000

Site Specific > MA Quarterly Reporting

Help Reference Library [ @rrEtyETiy

Lookup Cancel Clear All

Figure 4 Fill in the required prompts; use only the path name; AUC creates the file in the specified folder

% TedRE - CT_Quarterly_6321 —| The flle has the July 2022 format.
Hle—Eart—Formar—upton:
Courier New Cl[e =] BlZ|ufm>] =] £l
Fiis ] DAAUC_Development\admhome\Transfer\ 12241234567
6321-HRREP:HRCIQTRLY.REP Printed 05-May-2022 at 10:37:17 by THE S$801185105UELLS KAREN 189932022 800008000447 608
Cicy of ADMINS $001105106BELL INGER HARTE 09032022 00800000363754
CT Quarserly Reporting $661105167KILLHAN LYNN 689632022 60006606381924
$80611085188SPAVENTO KEITH HB9032022 806000000619130
= 20t 01-gem-zozz arzozz $001185109FLAGG HARIE RO9032022 00800000076090
S hanes TbINE. 1 e sass o RENEE $684105112HDREAD HARTE 89032622 60800806115766
$861185113BLISS LYHNN RB9032022 806000000398540
$8061185117WILHELMH KAREN K89032022 8060006000110370
$001185124RUSCIAND SANTANA  MARIE B09032022 00800000111480
| $801185125HARTHEL LYNN E09032022 60800000038220
$B801185126SPENCER KEITH 89032022 806000000096800
$801185127CLARK HICHAEL 09032022 00800000113526
soc cRoss  TaxamLE $001105128PATERSON LYNH 1109032022 0080000049248
001101015 000040 2az, 488 50 227 48850 $861185129L0HMANN KAREMN PB89032022 80000000181877
001101030 000052 1'_, N ’ h $861165130PORTER HARIE 89032022 8060006000132300
cpiiornie  oon s $001105131BASSIGNANI LYNH 09032022 00800000111480
s o - $801185142CHARTIER HARTE 09032022 00800006111480
$B861105154LONERGAN HARIE 89032022 8060006000154000
$001185158LAPORTA LYHN 09032022 00800000192750
b $001105162CI1LDERUBIO KEITH 709032022 00800000181995
e ioeren qotan Law joatiies $801165167HATEJKA LYNN 99032022 60000600137200
pevpyetped i s S861105182HAGILL LYNN 09032022 0000060087 6860
001108198 TRaKER KETTH a0 $801105186KESSELHAN KAREN 09032022 00800000154000
HAMMANN DEFFLEY LM ‘a0 $001105187LOGAN HICHAEL 09032022 000800000113526
TOFANT MARTE L01 $B861185188NASSISE LAWRENCE 89032022 80600080060113526
LYNN .20 S$B801185189GONTHIER KEITH 89032022 80600080060113526
STYGLZS KAREN -a0 $001185190WALSH HICHAEL 09032022 00800000096720
001105293 LARSON Lymn €2 $801185191DUCHARHE LYNN 09032022 00800006132300
- - $8611085194H0LAN LYNN 89032022 8060006000038000
HON-RZEORTABLE NEGATIVE $661185196DULCHINDS HARIE 89032022 00800800896720
e i H $801165197CORDERD LAURENCE 09032022 00800000096720
$B861105198PARKER KEITH 89032022 806000000132300
$8061105200HAMMANN DEFFLEY LYNN 89032022 8060006000115360
$001185205 TOFANI HARTE E09032022 000000003 06261
THIS s37 $801185206DEREF AKA LYNN 09032022 00800006260720
THIS 15 S$B801185207STYGLES KAREN 89032022 806000000132300
IS “es $001105299LARSON LYNN 09032022 00800000409262
TaIS so TOOAOS3TUACEBOB1234567  BODAGT26651965000000227 4085 000006173062115
1ST MONTH: <
2D MONTH: 221
3RD MONTH:

If you view the file to be submitted, close it to allow the command to finish.

Submit the file to the ReEmployCT reporting agency.
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4. UPLOAD THE FILE TO THE REEMPLOYCT WEB PORTAL

Log on to the ReEmploy CT site, enter the User ID and Password, check the “I’'m not a robot” box, and click on [Log In].

RE A4 @”f&"ﬁi’f‘i‘q

Systemn Allie Partner

|Welcome

LoGn-001

Welcome to ReEmployCT, Connecticut's new Wage & Tax reporting system

New Employer Registrati i Third Party Agents Log In
User 1D |
If you are a new employer to €TDOL  If you created a CTDOL employer  If you are a Third Party Agent
and need to register your business account before July 5, 2022 Password
(Case sensitive)
Create an Account Create a TPA Account. Eorgat User ID Forgat Passiiord
Im not a robot

Quick links : Update BIA Add Federal ification Number (FEIN) Enroll in SIDES E-Response  QuickACCESS

For Claimant Services, Click here

2l opportunity employer.

Figure 5 The Login Screen for the ReEmployCT web site

RE [AMZA7(78, . /m

System Partner

Nelcome jome | Logout
[T C T Cr— e g (T Ly
940 Certification Reauest ~ ([Er o I e e e e Ty

940 Certification
Request
> File lax & Wage Report » Adjust Tax & Wage Report
FZ-BUQ!OQ&! Ium &»}ﬂj”m Wage B—"«D"m...f),'& » VL%Rgﬁulls of Uploaded Bulk Tax and Wage File
"> Upload Individual Tax and Wage Report File | | cgack ] Home ]

£2014-The Connacticut Department of Labar

2rivacy Policy | Dinclaiems | Acgesaibility ol
The Connecticut Dupartment of Labor is an equal opportunity emplsyw:.

T Tax Production 202207301801

Figure 6 Select “Upload Individual Tax and Wage Report File” from the Tax & Wage Report menu

[y ] hcoust Mt tam & Viavs teport] s Apest ] OutoeFarmen | it A crod pavment ]
Upload Tax and Wage Report File -Information Submitted By On the fO”OWing page, enter the FirSt
* Required Information
Name, optional Middle Name, Last
L. First Name Name, Job Title, Contact Number, and
2. Middie Name . .
o Lt e Email Address and click .
4. ™ Job Title
5. ™ Contact Number 1 ] Ext.
6. E-mail Address
Figure 7 Enter submitted by information 1. Enter filing period quarter/year
2. Select original file or replacement
— - -, file —if replacement file, enter the
confirmation number.
2. = Select One . ..
© Original File (First Submission or Previously Rejected) 3 IS thls an add|t|0na| reportr @ Yesl
Replacement File or ® No? (should be No if this is
a. Enter Confirmation Number( the first attempt at submitting the
3. = Is this an additional report? Yes () No f||e
If no, previous unprocessed file submitted today will be replaced with the current file being uploaded 4 Se|ect the f”e to upload.
& "Rt Choose File ([NERERN) Upload TWRBUIK012022 txt

Figure 8 Make selections
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DEPARTMENT
:1JEmPLOY]CT BB > Spae
Unemployment System Alliance Partner v

Welcome Home | Log out

[ 1nquiry | Acquisition Notification [ My user profite | Account Maintenance | Employer Registration [ Tax & wage Report [ File Appeal | maintain Bank Accounts
Online Payment | 940 Certification Request m m File Employer Weekly Certification - Shared Work

TWR-508

Upload Tax and Wage Report File Verification

= Required Information

Employer Account Number (EAN) A confirmation page will appear;
Employer Nam .
G verify the Employer Account
Filing Period Quarter/Year .
e Number, Name, Submitted by,
Filing Period, Date, and Dollar
Total Taxable Wages Total Remittance
Total Wages ($) (s) (s) H
11,511,200.13 665,517.80 0.00 Amounts’ then C|ICk m'
[ <ac ] submit |

©2014-The Connecticut Department of Labor

! oppartunity employer.
CT Tax Production 20220730-1801

Figure 9 Confirmation Page prior to submitting the file

oot menance ] s tag gt P gpet | ontne Pt ] pc i poymen | After clicking submit, the next
ST page will display a confirmation
Upload Tax and Wage Report File Confirmation
number. Make note of the
You have successfully uploaded tax and wage report file. Your confirmation number is : 1085 conﬁr‘mation nu mber to a ”OW
checking the status of the
home | &

- - . submission.
Figure 10 Confirmation number

CONNECTICUT
elFEMPLOY[CT VS SER
L S) Allie Partner X
lelcome

Home | Logout

m Acquisition Notification m Account Maintenance | Employer Registration | Tax & Wage Report m Maintain Bank Accounts
Online Payment  JEITXRUISIUPL RS cmail Signup | Audit | File Employer Weekly Certification - Shared Work

940 Certification

Request To see the results, select

» Hle lax & Wage Report » Adjust Tax & Wage Report .

> Upload IMWWW&&%&Q%@.@E;&&, > View Resulfs of Linloaded Rulk Tax and Wage File “View Results of Uploaded
> View EURS of il | <eack ] vome ] Bulk Tax and Wage File”:

wal opportunity employer:

CT Tax Production 20220730-1801

Figure 11 Select View Results from the Tax & Wage Report menu

Unemployment System Alliance Partner
Welcome

VIFJEMPLOY[CT Y (é‘;’%&i«"r‘

Home | Logout

m Acquisition Notification | My User Profile m Employer Registration | Tax & Wage Report m Maintain Bank Accounts
[ ontine Payment | 940 certification Request | £mail signup [ audit | File Employer weekly Certification - Shared work

TWA-528

(X) The response to Question 1 is required. x

View Status of Bulk Tax & Wage File

= Required Information

1. = Confirmation Number | I}

opportunity employer.

For more information regarding filing, please visit: ReEmployCT for Employers.
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