State of Oregon 2017 OTTER
Employment Department Instructions to Import Payroll Data

OTTER allows the following data types to be imported:

Form 132 Schedule B Form 0Q
EFW2 Excel Excel
Excel Delimited Text (ASCII) Delimited Text (ASCII)
Delimited Text (ASCII)

Instructions for Form 132:

EFW2 —Single Business Import:

File — Utilities — Import Form 132 Data

. OTTER: Oregon Tax Employer Reportin

File List Documents  Amendments Payments Help
Mews Business

Add Year _1 ; % %y [E] :

Add Quarter 3
Add Mass Year/Quarter Ve CopyCitr Validate Print Pr

Copy Quarter

Delete E4 s Information I Tax Rate I Quarterly InF0| Form 132 IE
Save F2 132 : 2 f 2016 : 0000005 - 5 Test 201:
Preview List of Accounts =te a row:

Print List of Accounts
lect the row by clicking on the row selector (leftmost box

Print select multiple rows, use (Shift) + click or (Ctrl) + click.
Validate Quarter ess Delete key on the keyboard
Mass Validate ::]M
-

Make Transfer File F11

55N Last M First
View Transfer File Shift+F11 3 | 2 Ame | =
Utilities v || Import Form 132 Data |
Options Export Form 1322 Data
Backup/Restore

Import Schedule B Data

Import Form OQ Data

‘ _‘ ‘ S -
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EFW2 — Multi Business Import:

File — Utilities — Multiple Business Form Import — Multiple Business Form 132 Import

File | List Documents Amendments Payments Help

New Business

Add Year

Add Quarter

Add Mass Year/Quarter
Copy Quarter

Save F2
Preview List of Accounts

Print List of Accounts

Print

Validate Quarter

Mass Validate

Make Transfer File
View Transfer File

F11
Shift+F11

Delete F4

v

H

=

Print

0

Preview

State

Utilities

]

Options
Backup/Restore

Exit

Import Form 132 Data
Export Form 132 Data

Import Schedule B Data

Import Form OQ Data

Zip

Multiple Business Form Imports

3

Multiple Business Form 132 Import

Multiple Business Schedule B Import
Multiple Business Form 0Q Import
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Excel - Single Business Import:

Column headings should be labeled as follows:

e SSN
e Last Name You may need to format your cells
e First Name to text in all of the columns.
e Middle Initial You cannot have any extra
columns in your spreadsheet.

e Hours
e Wages Paid
e State Withholding
Example:

A B C D E F G
SSM Last Name First Name Middle Initial Hours Wages Paid State Withholding
544-11-1234  SMITH DOUGLAS 1 0 23002.57 45
555-11-1234 MAIN DOMNALD A 0  136452.59 11

File — Utilities — Import Form 132 Data

. OTTER: Oregon Tax Em r Repaortin

File List Documents Amendments

MNewr Business

Add Year

Add Quarter

Add Mass Year/Quarter
Copy Quarter

Delete

Save F2

Previews List of Accounts
Print List of Accounts
Frint

Validate Quarter
Mass Validate
Make Transfer File
View Transfer File

Fi1
Shift+F11

Payments Help
E3 .
E 3 @
Ve CopyCitr Validate Print Pr

= Information I Tax Rate I Quarterly ]ano| Form 132 E
132 : 2 f 2016 : 0000005 - 5 Test 201

ete a row:

ect the row by clicking on the row selector (leftmost box
select multiple rows, use (Shift) + click or (Ctrl} + click.

ess Delete key on the keyboard
M
be
First

S55M Last Name

Utilities

r ]

Options
Backup,/Restore

Exit

Import Form 132 Data
Export Form 132 Data

Import Schedule B Data

Import Form OQ Data

Multiple Business Form Imports
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Excel - Multi Business Import:

Column headings should be labeled as follows:

e Business ID
e Year
TIP!

e Quarter v You may need to format your cells

e SSN to text in all of the columns.

e Last Name v' You cannot have any extra

e First Name columns in your spreadsheet.

e Middle Initial

e Hours

e Wages Paid

e State Withholding

Example:
1 |BusinessID Year Quarter SSN Last Name  First Name Middle Initial Hours Wages Paid State Withholding
2 1111111 2016 1 123-45-6789 BAKER TRACY C 522 4389.46 500
3 2222222 2016 1 987-65-4321 SMITH LISA D 12 1234.56 32

File — Utilities »> Multiple Business Form Import — Multiple Business Form 132 Import

File | List Documents Amendments Payments Help

New Business —

Add Year q F i ' v [ | @ o ‘ Q -

Add Quarter > -_
Add Mass Year/Quarter = CopyQr LMoot Stk frovow | Search Sort
Copy Quarter

Delete E4 s Information | Tax Rate | Quarterly Info | Form 132 | Schedule B | Form 0Q

Save F2

Preview List of Accounts
Print List of Accounts

Validate Quarter
Mass Validate

Make Transfer File F11 less 2 I
View Transfer File Shift+F11

ess 1 |

[ State Zip
Utilities 4 Import Form 132 Data
Options Export Form 132 Data
Backup/Restore Import Schedule B Data
Xt Import Form OQ Data
Multiple Business Form Imports > Multiple Business Form 132 Import
Multiple Business Schedule B Import
Multiple Business Form OQ Import
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Delimited Text (ASCII) - Single Business Import:

Your columns must be in the following order:

SSN,Last Name,First Name,Middle Initial,Hours,Wages Paid,State Withholding

Example: TIPl

v' You cannot have any extra fields in
"000000001","Doll","KENNETH","L",12,409.28,1 your file.
"000000002","DOLL","BARBARA",,26,1159.56,12 v' Your wages paid field must include

the decimal.

File — Utilities » Import Form 132 Data

. ©OTTER: Oregoen Tax Em r Repaortin

File List Documents  Amendments Payments Help
Mews Business

Add Year q E é w [E'ﬂ c

Add Quarter 3

Add Mass Year/Quarter e Liuilo St L =
Copy Quarter

Delete E4 s Information I Tax Rate I Quarterly Infol Form 132 IE
Save F2 132 : 2 f 2016 : 0000005 - 5 Test 201
Previews List of Accounts ete a row:

Print List of Accounts
ect the row by clicking on the row selector (leftmost box

Frint select multiple rows, use (Shift) + click or (Ctrl) + click.
Validate Quarter ess Delete key on the keyboard
Mass Validate I
be

Make Transfer File F11

55N Last M First
Wiew Transfer File Shift+F11 3 | 2 ame | L
Utilities v || Import Form 132 Data |
Options Export Form 132 Data
Backup,/Restore

Import Schedule B Data

Exit Import Form OQ Data

Multiple Business Form Imports »
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Delimited Text (ASCII) - Multi Business Import:

Your columns must be in the following order:

BusinessID,Year,Quarter,SSN,Last Name,First Name,Middle Initial,Hours,Wages Paid,State Withholding

Example:

TIP!
"0055555","2016","4","000000001","DOLL","BARBIE","L",12,409.28,1 V' You cannot have any extra fields in
"0055555","2016","4","000000002","DOLL","Ken",,26,1159.56,12 your file.
"0222222","2016","4","000000011","Toes","Twinkle",,309,3894.00,600 v Your wages paid field must include
"0222222","2016","4","000000099","Jones","Smith",,325,4500.00,500 the decimal.

File — Utilities — Multiple Business Form Import — Multiple Business Form 132 Import

__ OTTER: Oregon Tax
File | List Documents Amendments Payments Help
New Business
Add Year q t j 4 @ (ﬁg A 4
Add Quarter » ; -_
Add Mass Year/Quarter ve CopyGtr Validate Print Preview Search Sort
Copy Quarter
Delete F4  [sInformation |Tax Rate | Quarterly Info | Form 132 | Schedule 8 | Form 0q|
Save F2 ess Information
Preview List of Accounts —~
Print List of Accounts ITB‘
Print » pesso N o' cM 5SS
Validate Quarter boss 1 I
Mass Validate
Make Transfer File F11 fess 2 I
View Transfer File Shift+F11 >
| State Zip
Utilities 4 Import Form 132 Data
Options Export Form 132 Data
Backiip/Restore Import Schedule B Data
Exit Import Form OQ Data
Multiple Business Form Imports > Multiple Business Form 132 Import
Multiple Business Schedule B Import
Multiple Business Form OQ Import
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Instructions for Schedule B:

Excel - Single Business Import:

Column headings should be labeled as follows:

e Date

e Amount
Example:

A B

1 |Date Amount
2 | 10/5/2015 130.64
3 10M8/2015 109.23
4 1 10/25/2015 110.56
5 | 11/8/2015 117.78
6 | 11M18/2015 118.44
T 11/25/2015 129.36
g | 12/5/2015 123.36
9 12M15/2015 105.36
10 1 12/25/2015 133.54

File — Utilities — Import Schedule B Data

TIP!
v You cannot have any extra
columns in your spreadsheet.

.| OTTER: COregon Tax Em r Repartin

File List Documents

Amendments Payments Help

Mews Business
Add Year ] 3

-y = v =
Add Quarter »
Add Mass Year/Quarter Al Canryiiie uE Erd
Copy Quarter
Delate Fa is Information I Tax Rate I Quarterly Info I Form 132|
Save Fz !ule B: 2 f 2016 : 0000005 -5 Test i

Previews List of Accounts

ETANT - Please sawve your information {Click on t

Print List of Accounts Month 1

Print April

wvalidate Quarter Day Tax Liability -
Mass validate ol 1 | b
Make Transfer File F11 2

Views Transfer File Shift+F11 3

Utilities v | Import Form 132 Data

Options Export Form 1322 Data

Lo T P | Import Schedule B Data -
Exit

Import Form OQ Data —

Multiple Business Form Imports 3

m

[10
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Excel - Multi Business Import:

Column headings should be labeled as follows:

o Business ID

e Year

e Quarter

e Date

e Amount
Example:

A, B c D E

Business ID Year Quarter Date Amount

0000001 20145 10/8/2015 130.64 TiP!

0000001 2015 11/58/2015 1M7.78 v’ You may need to format your cells

0000001 2015 11/15/2015 118.44 to text in all of the columns.
12/15/2015 105.36 v' You cannot have any extra

columns in your spreadsheet.

0000002 2015
0000002 2015
0000002 2015
0000002 2015

10/25/2015 11056
111872015 11844
112572015 12936

12/5/2015  123.36

1
2
3
4
5 0000001 2015
6
7
8
g

NN S S N S

File — Utilities — Multiple Business Form Import —Multiple Business Schedule B Import

File | List Documents A dments

ts  Help

New Business

Pay
Add Year q E 1 ‘ V
Add Quarter > %
Add Mass Year/Quarter e CopyGtr |&V/aldate

Copy Quarter

=| O

| Pt | | Preview

Q

Search

-
A=,

Sort.

s Information | Tax Ra

Delete Fa
Save F2

Quarterly Info | Form 132 | Schedule B | Form OQ

Preview List of Accounts
Print List of Accounts

Print > pessm [666000SIINNINNNN — BN FederalEMN 53

Validate Quarter
Mass Validate

Make Transfer File F11 ‘ess 2 I
View Transfer File Shift+F11

less 1 |

[ State I Zip I
Utilities > Import Form 132 Data
Options Export Form 132 Data
Backilp/Restore Import Schedule B Data
Bt Import Form OQ Data
Multiple Business Form Imports » | Multiple Business Form 132 Import
| Multiple Business Schedule B Import
Multiple Business Form OQ Import
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Delimited Text (ASCII) - Single Business Import:

Your columns must be in the following order:

Date,Amount

Example:
10/01/2015,1630.64 You cannot have any extra
10/05/2015,1540.99 columns in your spreadsheet.
11/15/2015,1518.00 Your amount field must include
11/20/2015,1568.44 the decimal.
12/26/2015,1313.54
12/31/2015,1777.00

File — Utilities — Import Schedule B Data

.| ©TTER: Cregon Tax Em r Repartin

File List Documents Amendments Payments Help
MNews Business
Add Year hﬂ g é g EEI!J
Add Quarter S
Add Mass Year/Quarter pre Copy(tr i = St
Copy Quarter
Delete = is Information I Tax Rate I Quarterly Info I Form 132|
Sawve Fz !ule B: 2 f 2016 : 0000005 -5 Test i
Preview List of Accounts ETANT - Please sawve your information {Click on
Print List of Accounts Month 1
Print April
wali
validate Quarter Day Tax Liability B

Mass Validate N

Make Transfer File F11 >

Views Transfer File Shift+F11 3

Utilities v | Import Form 132 Data

Options Export Form 132 Data

e | Import Schedule B Data -

530 Import Form 0Q Data —
Multiple Business Form Imports v |

(10 £
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Delimited Text (ASCII) - Multi Business Import:

Your columns must be in the following order:

g n

“Account Number”,”Year”,” Quarter”,Date,Amount
Example:

"4332211","2016","1",01/05/2016 0:00:00,130.64
"4332211","2016","1",03/15/2016 0:00:00,109.00

TIP!
v' You cannot have any extra

"9899810","2016","1",01/09/2016 0:00:00,1430.64 columns in your spreadsheet.
"9899810","2016","1",02/15/2016 0:00:00,1309.23 v Your amount field must include
"9899810","2016","1",03/01/2016 0:00:00,1617.78 the decimal.

File — Utilities —> Multiple Business Form Import —>Multiple Business Schedule B Import

File | List Documents Amendments Payments Help

New Business W

Add Year q E 1 ‘ V [E] ‘ Q -
Add Quarter > | ‘ _ ‘ -_
Add Mass Year/Quarter ve CopyQGitr | Validate | | Print | Preview | Search Sort
Copy Quarter

Delete F4 s Information | Tax Rate | Quarterly Info | Form 132 | Schedule B | Form 0Q

Save F2

Preview List of Accounts

Print List of Accounts F Uoooiioano
s GOOGOETI - B Feserien S
Validate Quarter as1 I
Mass Validate [
Make Transfer File F11 ss 2 |
View Transfer File Shift+F11 :
| State Zip

Utilities »|  mport Form 132 Data
Options Export Form 132 Data
Backup/Restora Import Schedule B Data
Exk Import Form OQ Data

Multiple Business Form Imports ~ » | Multiple Business Form 132 Import

| Multiple Business Schedule B Import
Multiple Business Form 0Q Import
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Instructions for Form OQ:

Excel - Single Business Import:

Column headings should be labeled as follows:

Workers Month 1

Workers Month 2

Workers Month 3

Ul Subject Wages

Ul Excess Wages

Ul Tax Rate

Ul Prepaid

Ul Penalty

SWT Subject Wages

SWT Tax

SWT Prepaid

Trimet Subject Wages
Trimet Prepaid

Lane Transit Subject Wages
Lane Transit Prepaid

WBF Hours

WBF Prepaid

State Withholding Month 1
State Withholding Month 2
State Withholding Month 3

Example:

TIP!

v' You may need to format your cells

to text in all of the columns.

¥ You cannot have any extra
columns in your spreadsheet.

A B C

D

E

F

G

H

1 |Workers Month 1 Workers Month 2 Workers Month 3 Ul Subject Ul Excess Ul Tax Rat Ul Prepaid Ul Penalty SWT Subject

2

19 22

24

550234

30630

0.03

2500

0

209743.98
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Excel - Multi Business Import:

Column headings should be labeled as follows:

e Business ID

e Year

e Quarter

e  Workers Month 1
e  Workers Month 2
e Workers Month 3
e Ul Subject Wages
e Ul Excess Wages

e Ul Tax Rate

e Ul Prepaid

e Ul Penalty

e SWT Subject Wages
e SWT Tax

e SWT Prepaid

e Trimet Subject Wages

e Trimet Prepaid

e Lane Transit Subject Wages
e Lane Transit Prepaid

e WBF Hours

e WBF Prepaid

e State Withholding Month 1
e State Withholding Month 2
e State Withholding Month 3

You may need to format your cells
to text in all of the columns.

You cannot have any extra
columns in your spreadsheet.

Example:
A B C D E F G H | J K L
1 Business ID Year Quarter  Month1  Month2  Month3 Ul Subject Ul Excess Ul Rate  Prepaid Penalty SWT Subject
2 0000001 2016 1 19 22 24 30690 0.03 2500 0 209,743.98
3 [boooooz 2016 1 19 22 24 30690 0.03 2500 0 209,743.98
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Delimited Text (ASCII) - Single Business Import:

Your columns must be in the following order:

Workers Month 1,Workers Month 2,Workers Month 3,Ul
Subject Wages, Ul Excess Wages,Ul Prepaid,Ul Penalty,SWT You cannot have extra fields in
Subject Wages,SWT Tax,SWT Prepaid, Trimet Subject your file.

Wages, Trimet Prepaid,Lane Transit Subject Wages,Lane Transit Your wages paid field must
Prepaid,WBF Hours,WBF Prepaid,State Wtihholding Month include the decimals.

1,State Withholding Month 2,State Withholding Month 3

Example:

21,24,23,15188.27,0.00,0.021,0.00,0.00,14188.27,,,8000.00,0.00,7000.00,30.00,1140,,,,

Delimited Text (ASCII) - Multi Business Import:

Your columns must be in the following order:

“Business ID”,”Year”,” Quarter”,Workers Month 1,Workers Month
2,Workers Month 3,Ul Subject Wages,Ul Excess Wages, Ul You cannot have extra fields in
Prepaid,Ul Penalty,SWT Subject Wages,SWT Tax,SWT your file.

Prepaid, Trimet Subject Wages,Trimet Prepaid,Lane Transit Your wages paid field must
Subject Wages,Lane Transit Prepaid, WBF Hours,WBF include the decimals.
Prepaid,State Wtihholding Month 1,State Withholding Month
2,State Withholding Month 3

Example:

“11111117,72017”,72”,21,24,23,15188.27,0.00,0.021,0.00,0.00,14188.27,,,8000.00,0.00,7000.00,30.00,1
140””
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