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Introduction

The objective of this job aid is to outline the processes available for TPAs to file and adjust
wage reports.

TPA Wage Filing and Adjustment Options

Overview

TPAs can file original wage reports and adjust reports using the File Upload method. TPAs
can upload files containing wage details for one employer or multiple employers (Bulk File
Upload).

TPAs can also file Zero Payroll Quarterly Reports for one or more employers via file
upload.

The File Upload option for TPAs requires the upload of a wage file containing both
employer and employee information in one of two accepted file formats - Delimited and
ICESA.

Note: to view details about the Wage File Formats (Delimited, ICESA, and Zero Payroll), see the
Wage File Formats Job Aid or access the File Format Guides from the KUIP Resources section
of the KUIP Modernization Web Page.

Note: in addition to the TPA Wage Filing and Adjustment options, TPAs can navigate to an
Employer Home Page and submit/adjust wage reports for that employer individually. See the
Employer: Wage Filing Options and Employer: Adjusting Wage Reports Job Aids for steps to
file/adjust as the employer.
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Wage Submission and Adjustment: File Upload
1. Navigate to Wage Submission and Adjustment

There are two ways to navigate to Wage Submission and Adjustment and the Filing
Methods screen.

First, use the Left Nav Menu from the TPA Home Page and select Wage Detail
Reporting > Wage Submission and Adjustment.

Home

Account Maintenance

Searches

Wage Detail Reporting

Wage Submission and Adjustment
Submission History

Wage File History

Wage File Validator

Payment Information

Correspondence

Second, click the File Bulk Report button in the Wage Reporting section of the TPA
Home Page.

TPAID 10759 TPA Name Your Ul Solution Provider

Status Action Reguired

‘Wage Reporting

Submit quarterly wage reports. Access or adjust previous submissions

File Bulk Report Wiew Wage History
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2. Select the Filing Method

To file a wage report for one or more employers or to adjust wage reports, select File
Upload as the Filing Method by clicking the radio button.

Click Next.

Filing Methods

Filing Method*

© File Upload - Attach electronic wage file
(O Zero Payroll Quarterly Wage Report - No employment and zero wages paid in quarter

3. File Format Options
There are two file format options for an uploaded wage file: Delimited or ICESA

(Interstate Conference of Employment Security Agencies).

e The Delimited file format has a variable length for each row and has a .txt or .csv
file extension.

e The ICESA file format requires each row to be 275 characters in length (no more
and no less) and has a .txt file extension.

To view samples of each file format type, click the Download hyperlink.

Note: to view a detailed description of each file format, see the Wage Report File Formats
Job Aid or access the File Format Guides from the KUIP Resources section of the KUIP
Modernization Web Page.

As a TPA, the file can contain wage detail records for one or more employers.

The file can contain a mix of original wage reports and adjustment reports; however,
the file cannot contain both original and adjustment records for an employer KEIN with
the same year/quarter.
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In this Bulk Report example, KEIN xxxxx1952 has an original wage report for Q4/2025
and adjustment for Q3/2024, while KEIN xxxxx1886 has an adjustment for Q2/2025.

|E,202512,200001952 |  Original Report
§,0000,1,8,1,609197169, Torres,William, ,500000,0,0,
5,0000,1,1,1,742733081,Flores,Daniel, ,1905029,0,0, ,
5,0000,1,1,1,498118028,Rodriquez,Lisa,,1155000,0,0, ,
5,0000,1,1,1,706535044, Lewis,Linda,T,1202467,0,0,
[£,202506, 200001886 Adjustment
<,0000,1,1,1,818108561,Rodriquez,Christopher, ,1000000,0,2,
$,08000,1,1,1,404259654, Johnson,Kelley,],1327200,0,4,
[E,202489,200001952 | Adjustment
<,0000,1,0,1,609197169, Torres,William, ,550000,0,2, ,
5,0000,1,1,1,742733081, Flores,Daniel,M,1905829,0,4, ,

Note: data portrayed in examples is “dummy” data and does not reflect real employers.

4. Upload Wage File
Select the File Format to use for the wage report by clicking the radio button in the
Select column.
To upload the wage file, click the Choose File button, then navigate to the appropriate

location on your computer and select the bulk wage file.

Once the wage file is uploaded, click Next.

File Format

+ For dotsde el sted Ba moet owrrert fle formad, wiedt the soprcpriate lina belaw

v For dalad s sl anadina filing reuitak reaaeting wnits ar Thind Party Ackvinistmoe [TRa) flngs dic here.

it o oyt = P Pasmat damph & acasd Largth = Fie Batinin =

[=] Dl Lo €8 cornena o e Dermsbad e atle mngEn

HEESA ey Srand ard Pl Foomi) Bt T3

Select Employers Quartarly Unemployment Wage and Tax Repart File

Chigose Hie by sdeung the 'Tnogse Fie buoton, Sroe the fie i seiacied, olick "Weawr, Wy hase probiemes uslosdng 3 fie, gomao one Ofce of Unsmpicymesn haumsnce

If the file contains adjustments to previously filed wage reports, select whether to
Overwrite existing files or to Merge Records.

Overwriting the existing files will delete and replace all stored records and only the
records from the most recent filing will be used for the calculation.
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If this submission is only adjusting a subset of the records included in the original
submission, select Merge Records. If the original report needs to be totally replaced,
select Overwrite.

Once the selection is made, click Next.

Select Action
Please select an action.
() Overwrite existing file and Replace with a new file

+ All stored records will be deleted and replaced.
* The records from the most recent filing will be used for the calculation.

T Merge Records in the existing file with records in the new file
* Common records (present in existing and new submissions) will be replaced with
information from this submission.
* Existing records (present only in existing submission) will be retained.
* Mew records (present only in new submission) will be added.
* For more information regarding merge rules, Click here

If you would like to view your previously saved wage information, select "Wage Detail
Reporting' on the navigation menu and click 'Submission History' to view report level
details or '"Wage Detail History’ to view employee level details.

5. File with Errors

If a record has an error, it will be displayed on the Reporting Information screen in the

error table.

Errors will be identified as either Fatal or Non-Fatal. To view the description of fatal

and non-fatal errors, click the “here” hyperlink.

e Records with Non-Fatal errors will be included in the quarter’s wage report.
e Records with Fatal errors will not be included in the quarter’'s wage report.
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If there are errors in the file, there are two options for proceeding.
e Ignore errors and continue. If this option is selected, the records with fatal
errors will not be processed or included in the wage filing.

o If this option is selected, the missing records can be added later by filing a
wage adjustment.

e Make corrections and resubmit. This option will navigate back to the file upload
screen so the corrected wage file can be uploaded.

Reporting Information

Cles DEFE S0 Q0] &0 DE3IT o0 NS

S

Click Next to proceed.

Note: If the uploaded file has 20% or more fatal errors, the file cannot be processed and
must be corrected to proceed.

A\ The file cannot be processed as it contains more than or equal to 20 percent fatal error messages. Please make the necessary corrections and re-submit.

Note: to view correct layouts for each file format and common errors, see the Wage Report
File Formats Job Aid.

Review the Wage Detail Report Summary

Review the information at the top of the screen indicating the Number of Records
included in the file and the Total Ul Gross Wages. The number of records equals the
number of employee (“S”) records included in the wage file and gross wages equals the
associated wages for those employees.
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Review the information in the Summary of Units Reported table. The table will
present a row for each employer record in the wage file showing the KEIN, Unit
Number, Business Name, Year, Quarter, Total Ul Gross Wages, Number of
Records, and number of employees employed on the 12" day of the month.

Once the information has been reviewed and verified, click Next.

Employment and Quarterly Wage Detail Report Summary

Number of Records 8
Total Ul Gross Wages $93,396.96

Summary of Units Reported

Kentucky Employer Identification Number « Unit Number 4 Business Name Year & Quarter & Total Ul Gross Wages 4 Number of Records 4+ Month 1 4 Month 2 4 Month 3 &
200001886 000 g?SRFECTLY HAREY 2025 April, May, June (Q2) $ 2327200 2 2 2 2
200001952 000 WE BUILD FOR VETS. 2024 :;'}‘; August, Sepeambar £2250000 2 2 1 2
200001952 000 WE BUILD FOR VETS 2026 :;'}‘; RN $4762496 4 4 3 4

To continue processing your Employer's Quarterly Unemployment Wage and Tax Report records, select 'Next'

7. Submit the Wage Detail Report
Review the information in the Quarterly Calculations table.

The table includes the KEIN, Year, Quarter, Submission Type, Total Ul Gross Wages,
and Quarterly Amount Due for each record included in the wage file.

Quarterly Calculations

Ermpinges htcourn Rumbes ¢ Yeae m Craarnis = Aubemimiion Trps & Tons U1 Sroia Wage = Guirissty bt Dus =
000G =as A, Wary, Tures [32 —— t TR0 L& TTE T
IO 4 Josy, Aagper, Saperies 455 Acijarmarm w3 § 150000 FFE-TEE

Vody, despanh, Tty v 4% Tigew et § 1m0

Employers Quarterly Unemployment Wage and Tax Repart Certification

o s ko] D ey il o of i hee noe rrastlon provided in e ling iscompleie, i e and sccisie. Sisie by prosdes o ol Tees and crminal penaites for rmisepessenison, sesian, s{fl
i vl T bt 0F el 10 P Al feeiets 0 Friaesled (8ol
O i ety uricker penalties ol perpry. thal sl the oiovisd nioematonin s fing isoom plete sno s bothe Bed of myknowiedg e srd belel

| il |m

Click on the Quarterly Amount hyperlink for the row to view the details of the
quarterly calculations on the Reporting Information screen.
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e For Original Reports, the Quarterly Wage table reflects the breakout of Total Ul
Gross Wages, Total Excess Wages, Total Taxable Wages, Ul Contributions, Interest,
Late Filing Penalty, and Quarterly Amount Due.

Reporting Information

L iy end Weges i ke Cuaite:

e o
Sturiagion Tyge Eriginal
Ttk Warks Haiia £ 1200000
1l Eoraritirion Rsne 2000
Toew Rt 5 [

Quartarly Calculations

worarirformasian e DT Drsn satmsd Plagys ik o b bel e in pacs 15 scossh iy Cormiens thiwsg e decH | snion sclummess, f8 ke o0t sowl | enstin report e ngusnoy s sould ietin

i bbbl O Pt 1S i

Ty g Amaurs
T i Cromn Wngm ] =i
T §acess Wages [T e
Tetad Tamideln Wmgen T snmomo
1N Lonirwlions 3L
T JEpd
Late Tilreg Paraiy Bom
Lo LR
Guins ¥ A FETETES)

e For Adjustments, each line in the table illustrates the adjustment's total effect by
quarter, the originally Submitted amount, the Adjusted amount, and the
Difference.

Reporting Information

Employment and Wages paid for Quarter April, May, June (Q2)
Year 2025

Submission Type Adjustrment #1
Taxable Wage Base $1,70000

Ul Contribution Rate 2700%

SCUF Rate 0.0003%

Total Rate 2700%

Employer's Quarterly Unemployment Wage and Tax Report Adjustment Calculations
« Each line in the table below illustrates the adjustment's total effect by quarter, the originally submitted amount, the adjusted amount, and the difference.
+ NOTE: Adjustments recalculate the quarter acjusted and any SUbSEqUENT qUATters Within the same calendar year.
* Calculations DO NOT incluce recerds pending Ul staff review.
« Your information has NOT been submitted. Please click on submit button below in order to successfully complete the wage detail adjustment.

Quarterly Wages Submission Type Quarter1 Quarter 2 Quarter 3 Quarter 4 Amount
Total Ul Gross Wages Subrmitted $37,00000 $45.401.00 $100,832.00 $23272.00 $ 20650500
Adjusted $37,00000 §23.27200 $100,632.00 $23,272.00 $184,376.00
Difference $000 (§22129.00) $000 $000 (522129.00)
Total Excess Wages Submitted $13.600.00 $22,00100 $ 8913200 5157200 $126305.00
Adjusted $13,600.00 $157200 8743200 $157200 $104176.00
Difference $000 (520,429.00) 151,700.00) $000 (522129.00)

Once reviewed, click the Previous button to navigate back to the Quarterly
Calculations screen to review additional details and submit the wage report.

Note: it is very important to navigate back to the Quarterly Calculation screen to submit the
report. The wage report is not submitted until Submit is selected.
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Once the information is reviewed, select the “I certify” checkbox then click Submit to
successfully submit the wage detail report.

Quarterly Calculations

Erploys Adcoum Humber Yaaa n Gaars = AUl Ty Tons Ul oo Wi o Quirtesty St Dus =
e ? - et ¥ % FRITR00 £ T0B9%
JEE e 1 s 355 Acjsxmam vl 1 1150000 3T

o a PETELL

Ermployers Quarterly Unempleyment Wage and Tax Report Certification

ora mew mkd i e By Vhai el of (e Infoemeilon provaied bn e ling s oompleie, nae and sccucsie. Sisie bw prowkies forclel lees sndsrminl penalies for misepessen silon, sesin, siiful

Note: failure to click Submit will result in report delinquency and could result in the
assessment of penalties for Original wage reports and incorrect calculations for
adjustments.

8. Submission Confirmation

Review the Wage and Tax Report Adjustment Confirmation page. Document the
Confirmation Number.

From this page, the TPA can:

e Print the page by clicking the Print button.

e Make a payment by clicking the Make Payment button.
e C(Click Home to navigate to the TPA Home Page.

Employer's Quarterly Unemployment Wage and Tax Report Adjustment Confirmation
= You hawve successfully submitted the Employer's Quarterly Unemployment Wage and Tax Report File.

= Your confirmation number is 10759_09182026133517
= If you are ready to make a payment you can do so by clicking the 'Make Payment' button below.
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Wage Submission and Adjustment: Zero Payroll

This method is selected when the employer has no employees and paid zero wages in the
quarter.

1. Select Wage Filing Method

Navigate to Wage Submission and Adjustment using one of the two ways described in
#1 of the Wage Submission and Adjustment: File Upload section.

Select Zero Payroll Quarterly Wage Report as the Filing Method to modify previous
quarter filing data.

Click Next.

Filing Methods

Filing Method-

O File Upload - Attach electronic wage file
© Zero Payroll Quarterly Wage Report - No employment and zero wages paid in quarter

2. Upload Wage File

Select the radio button in the Select column for the Delimited File Format. The Zero
Payroll file upload only uses the Delimited File Format.

To view a Zero Payroll file format sample, click the Download hyperlink.

123456789, 2026,03
987654321,2026,03
987654321,2026,06

The Zero Payroll file format includes the KEIN, Year, and Quarter of the filing period
with zero employees and zero wages. The .txt file will separate the elements by
commas, while the .csv file will have each element in its own column.

Note: there is no need to include wages or employee information since no wages were paid
and there were zero employees.
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To upload the wage file, click the Choose File button, then navigate to the appropriate
location on your computer and select the bulk wage file.

File Format

» Forgems s relyed o ML CUTene fie Iemans, se L he SOEroanens Ink Deow
* Fargotily mied to Alng mwtips reporting umis or Thisd Pary Adminkssesr TR Hirgs clok e,
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Seloct Employer's Quarterly Unemploymment Wage and Tax Report File
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Once the wage file is uploaded, click Next.

Note: if there are errors in the file, see #4 of the Wage Submission and Adjustment: File
Upload section for screens and actions.

3. Submit the Zero Payroll Wage and Tax Report
Review the information in the Summary table.

The table includes the KEIN, Year, Quarter, Submission Type, and Total Ul Gross
Wages for each record included in the wage file. The Total Ul Gross Wages displayed in
the table should be $0.00.

Once reviewed and verified, click Submit.

Zero Payroll Employer's Quarterly Unemployment Wage and Tax Report Summary

Kemzucky Emckoyer Mansfication Humsar = Yoar = Quartar & Taiad LA Grom Wagen =
:::::: = Rir | Ay 40
T 30

K o Azl Tura (G 50D
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4. Submission Confirmation

Review the Wage and Tax Report Adjustment Confirmation page. Document the
Confirmation Number.

From this page, the TPA can:

e Print the page by clicking the Print button.

e Make a payment by clicking the Make Payment button.
e Click Home to navigate to the TPA Home Page.

Employer's Quarterly Unemployment Wage and Tax Report Adjustment Confirmation

= You have successfully submitted the Employer's Quarterly Unemployrment Wage and Tax Report File.
= Your confirmation number is 10759_09182026133517
= If you are ready to make a payrment you can do so by clicking the 'Make Payment' button below.

Meke Payment
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