
Amending Reports in Frances Online 
SIT, TriMet, and LTD Wages 

 

When reports are amended in Frances Online, wages for State Income tax (SIT), TriMet Transit District tax 
(TM), and Lane Transit District tax (LTD) will autofill from the UI wages listed on the Form 132 wage detail.  
To override this, use the following process: 

A. Before amending the report: 
1. Select the ’View or Amend Payroll Report’ hyperlink in Frances Online to view the data on the 

current posted report: 

 

2. Select the ‘Print’ hyperlink. A pdf copy of the OQ, Schedule B, and Form 132 will load in a 
second browser tab.  

 



3. Note the amounts for SIT, TriMet, and LTD: 

 
B. Amend the report. 

1. After noting the wages for the impacted programs, return to the Frances tab, and select the 
‘Amend’ hyperlink at the top of the view screen:  

 



2. Update the Form 132 employee wage data if needed and then click ‘Next.’ 
3. Update the Paid Leave and UI worker information screens, as needed and then click ‘Next’.  
4. To make changes to the ‘Subject Wages’ on the ‘State Income Tax Withholding’ panel, click the 

‘Manually Enter Wages’ toggle. Enter the SIT wage information noted above in step A 3 and then 
click ‘Next’: 

 

5. Make any changes needed to the Schedule B information. Click next to go to the Transit tax 
programs screen.  

6. If changes are needed to either TriMet Transit District or Lane Transit District fields, click the 
‘Manually Enter Wages’ toggle as needed, enter the TriMet and LTD wage information noted 
above in step A 3, and click ‘Next’: 

 

7. On the ’Review, Certify and Submit’ screen, verify all information entered is correct. Under 
‘Certification,’ certify the information is correct by clicking on the box next to “By checking 
this…” to check the box, enter the name and phone number of the submitter, and then click 
Submit: 


