DES Information Systems Communication – 01/21/2014

What?          Tax Reporter
[bookmark: _GoBack]Who?           HRMS HR and Payroll Offices
Why?           Agencies were unable to view Year End Spools in Tax Reporter due to              Authorization issue
When?         You can now view your Year End Spools.  
Message:   The authorization issue within Tax Reporter reported last Friday has been resolved. You now have access to your agency’s 2013 Year End files. These files will be available for review through January 31. 
Downloading PDF Spools from SP01 (Output Controller)  
To download spools created during the 2013 Year End Process:

1. Go to transaction SP01 and enter the following criteria:

1. Created By:  enter an asterisk – example:  *
1. Date created:  enter  01/08/2014 to 01/10/2014
1. Title:  enter asterisk, your agency Personnel Area, asterisk – example *1790*

1. Then select the execute button.
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1. To download the file, you will need to change your default printer to CutePDF writer or another PDF writer application.  
Note:  You may need to request a PDF writer from your agency’s network support services.

1. Select the file to download, then click on the printer icon.
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1. It will take a moment for the file to build, you will then be prompted on where to save and what to name the file.
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Questions? Contact:
DES Service Center: (360) 664-6400
Email Contact: servicecenter@des.wa.gov
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