Title: Tax Reporter Defaults

Tax Reporter Defaults Transaction Code:
PU19
Purpose Use this procedure to add the Personnel Area Numbers to the Tax Reporter

Company code.
Use this procedure to set up the Tax Reporter to have the Test Tabs default.

Trigger Perform this procedure to set the Tax Reporter Defaults.

O

Prerequisites None.

End User Role Tax Processor Role.

Change Change Description

History

02/03/2011 Created

09/11/2012 Added steps for Windows 7 users (steps 3.2.1- 3.2.8)

Menu Path Human Resources —» Payrol» Americas — USA Subsequent

activities — Period-Independent—» Payroll supplement
PU19 Tax Reporter

Transaction Code PU19

Helpful Hints

Agencies should run (in test mode) after each payroll to verify the deposits and liabilities
are in balance. Running in test mode will allow the agencies to view their 941s without
creating a final document. At the end of the quarter, when the 941 is in balance, a
production run can be made and the filing date can be generated.
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1. Start the transaction using the above menu path or transaction code PU19.
&
| Tax Reporter  Edit Goto Tools  Ltilities  Systern Help

| & 3 JHIe0e CHE DDOD PR @F

Tax Reporter

|@| All mag. media files ||E, Log Manager |

';ax[;orms Il e Company g
b O gﬂ:gg:z Carrection Reporting Period End Date [E4
P 3 Annual Consider Payroll Results up to =
b (3 Annual Correction
’_m (TEST un) . Generation/Filing Dates , Form Field Definition
2. Perform one of the following:

IF GOTO
You would like to add Personnel Area Numbers to the Tax Company Step 3.1
menu
You would like to add Personnel Area Numbers to the Tax Company Step 3.2.1
menu and you have Windows 7
You would like to set the default of the report to Test Run Step 4
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3. To turn on the Personnel Area ID numbers in the drop down list, follow these steps:

N
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3.1.1  From the toolbar, click the (Customizing of local layout) button.
=4
Tax Reporter Edit Goto Tools  Ltilities  System  Help

| & 190 @60 CHE coos DR oE]
Tax Reporter o

|@| All mag. media files ||,§, Log Manager |

TSXCFIW"”S | T Company |
b (7 Quarterty ) )

W
b (3 Quarterly Correction Reporting Period End Date ™
b (3 Annual Consider Payrall Results up to ]

b (3 Annual Correction

(4

(PROD. run) Generation/Filing Dates - Form Field Definition

3.1.2  Select Options from the selection list.
Options. .

Design Settings...

Set Color to System. ..

Clipboard ’
Senerate Graphic

Create Shortcut...

Activate GuixT

Script Development Toals. ..
SAP GUI Scripting Help
Default Size

Hard Copy

Quick Cut and Paste

Spell Checker

SAP GUI Help

T‘E Ahout.

3.1.3 Usethe ©L] (arrows) until you reach the Expert tab.

@ You can also select the == and select Expert
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Options

// Cursar .I Local Data i 118M

Controls
Show Keys in All Dropdown Lists
Sort [tems by Key

Thiz setting takes effect after you restart the cument
transaction

B atch Input

Copy and Paste
Copy and Paste az Matrix in a Line

oK | | LCancel | | Apply | | Help

3.1.4  Select the boxes as shown in the picture below.
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Options
o LocalDala 118N [ []
Controls

Show Keys in All Dropdown Lists
S ort [tems by Key

This zetting takes effect after pou restart the curent
trangaction

Batch Input

Copy and Paste
Copy and Paste az Matrix in a Line

| 1] | | Cancel | | Apply | | Help

3.1.5 Click the (Apply) button.
3.1.6  Click the (OK) button.

@ After clicking OK you will be taken back to the Tax Reporter. Use the E
(Back) to return to the SAP Easy Access Screen to reset the Tax Reporter
so the Personnel Area’s numbers are in numeric order.

@ You can simply type the first two or three numbers of the Personnel Area to
make the selection.
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=

| Tax Reporter Edit Goto Tools  Utilities  System  Help

| 210HCeQ CHE 8000 PR QF
Tax Reporter

|@| All mag. media files |E Log Manager |

Tax Faorns | Tax Company

b O Quarterty _ Repartind0110 State of WA House of Representatives

b O3 Quarterty Carrection — 0120 State of WA Senate

b (3 Annual Conside n13g Joint Transportation Committes

b (J Annual Correction 0140 State of WA Joint Leg Audit & Review Co

01a0 Legislative Transpor‘tation

(PRUno00 state of wia Leg Eval & Actbity Prom
0350 Office of State Actuary

0380 Joint Legislative Systems Committee
0400 State of WA Statute Law Committee
04a0 Washingtun State Supreme Court

ield Definition

[0 o

@ If you use the SAP Logon Pad 720 (Windows 7) follow Steps 3.2.1 through 3.2.8
to add the Personnel Area ID’s to the Tax Company dropdown list.

3.2.1  From the toolbar, click the (Customizing of local layout) button.

Tax Reporter Edit Goto Tools  Ltilities  System  Help

| & 190 @60 CHE coos DR oE]
Tax Reporter o
|@| All mag. media files ||,§, Log Manager |

|E7

TSXCFIW"”S | T Company | g
b (O Quarterhy ) :
W
b (7 Quarterty Carrection Reporting Period End Date ™
b (I Annual Caonsider Payroll Results up to ™
I [(J Annual Correction
(PROD. run) ' Generation/Filing Dates - Form Field Definition
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3.2.2  Select Options from the selection list.

Options. .

Design Settings...

Set Color to System. ..

Clipboard ’
Generate Graphic

Create Shortcut...

Activate GuixT

Script Development Toals. ..
SAP GUI Scripting Help
Default Size

Hard Copy

Quick Cut and Paste

Spell Checker

SAP GUI Help

Ahout.

3.2.3  Select the Interaction Design folder from the SAP GUI Options
v &3 interaction Design

3.24 Select Visualization & Interaction

|' ghero:tnonml

" Notfications
+ [B) Control Services
+ [8) Sound Sattings

3.25 Under the Controls section, click the box to the left of:
Show keys within dropdown lists
v Show keys within dropdown lsts

3.2.6  Under the Controls section, click the box to the left of:
Sort by keys within dropdown lists for most efficient keyboard input

| Sort by keys within dropdown lsts for most efficient keyboard input
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SAP GUI Options - RGO

Theme SAP Signature Theme v Search
[+ (3 Visual Design | | Cursor With
T s eyt i o s
| + [8) Keyboard Settngs Namow cursor ) Wide cursor
+ 8] [Visuakzation & interaction Use block cursor in overwrte mode (OVR)
« &) Notfications
‘ * [8) Sound Settings V! Show keys within dropdown lsts
| » (3 Accessbity & Scrptng v Sort by keys wethin dropdown ksts for most efficent keyboard input
| » 3 Mutingual Settings
‘ » DLOCUD&B Batch nput
v [ Traces V| Dislog bax for OK code
| » (3 Secuty
* [ System information Usts
v Use {exd cursor within bsts
VI Show Ines in bsts
Underdine Inks in lsts
Window Tile
Show addtional information in the SAP GUI window ttle

| «
L QK || Gonce . ;N__j Restore Defauts

3.2.7 Click to accept changes.
3.2.8 Click the (OK) button.

@After clicking OK you will be taken back to the Tax Reporter.

&

Use the _—_ (Back) to return to the SAP Easy Access Screen to reset the
Tax Reporter so the Personnel Area’s numbers are in numeric order.

@You can simply type the first two or three numbers of the Personnel
Area to make the selection.
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4, To set the default of the report to Test Run, complete the following fields:

Field Name R/O/C Description

Tax Company R Select your agency’s Tax Company ID.

@ Agencies that have more than one tax identification
number (agencies with sub-areas) have the option to
roll them all into one report. To view a specific
agency, just enter that agency’s tax company
information.

Example: 1110 (Department of Personnel)

Reporting Period R The Reporting Period End Date.
End Date

@ Enter the Quarter End Date as listed below.

Quarter 1 — Period 03/31/20XX
Quarter 2 — Period 06/30/20XX
Quarter 3 — Period 09/30/20XX
Quarter 4 — Period 12/31/20XX

Example: 12/31/2010

Consider Payroll R The Consider Payroll Results up to.
Results up to

@ Enter the Quarter End Date.

(Using the same format above.)

Example: 12/31/2010

@ All three fields are required and must be filled before moving on to the
next step or you will receive the following message:

@ Make an entry in all required fields

HR

WSD Personnel



WSD Personnel

Title: Tax Reporter Defaults

[=
Tax Reporter Edit Goto  Tools  Utilities  Systern Help

& 3 dH e SHE STO8 | EHE &

Tax Reporter

|@. All mag. media files ||,E, Log Manager |

|[T>a"£°rm5 | Tax Company 1110 State of W& Departr 8
Guarterty i .
b (1 Quarterly Correction Reporting Period End Date 125312010 1244312010 0 - 1243172010
b CJ Annual Consider Payroll Results up to 12431/2010
I (3 Annual Correction
’_m (TEST run) - Generation/Filing Dates . Form Field Definition
5. Click @ (Enter) to validate the entry.
6. From the menu bar, click on Tools and select Preferences from the
selection list.
Utilities  System Help
E  Print copies
71 Log Manager Ctr+F7
- All mag. media files Shift+F3
| Owerwrite results v
7 Select @Tab fortest Runs  (Tap for test runs) under the Active tab at
startup section.
[= User Preferences - Tax reporter

[[]Start Tax reporter showing last screen accessed

Show this form upon Tax reporter startup B
[[]Start Tax reporter showing all available forms expanded
[JUse this sort order when downloading mag. media
Expand details at startup Active tab at startup
[]Show details for Employee Copy O Tab for productive runs
[]Show details far Magnetic Tape @ Tab for test Runs |
] Show details for Employer Copy O Tab for Prep/Gen Statistics
[1Show details for Surmmary Copy O Tab for form Definition
[ Disable ALY

|V Save ||3§ Cancel
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8. Click |/ Save (Save) to save the options.

@ After clicking OK you will be taken back to the Tax Reporter. Use the E
(Back) to return to the SAP Easy Access Screen to reset the Tax Reporter
so the Test run is the first tab to appear.

Tax Reporter  Edit Goto Tools  Utilities  Systern Help

| @ 29006 CHE 8088 PR Q6
Tax Reporter

|E7

|@| All mag. media files ||E. Log Manager |

Ea"CFIDrmS | Tax company {110 State of YA House (&
Quarterly ) )
b (3 Quarterly Correction Reporting Period End Date 10/01/2008| 10/01/2008 - 10/01/2008

b 03 Annual Cansider Payroll Results up ta 12/31/2088

b (3 Annual Correction

(FROD. run) ' Generation/Filing Dates . Form Field Definition

Results
You have set the Tax Reporter Defaults to display Personnel Area ID’s and set the Test Tab to
default.
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