JRS Upload Instructions – First time users template for reporting magistrates
1. On the INPRS Web site (http://www.in.gov/inprs/employerforms.htm), click on the link for “Judges’ Retirement System – W&C Quarterly Reporting Template.” When a window opens with buttons labelled “Open,” “Save,” and “Cancel,” click on “Save.”  Save the file to a location (ie. your desktop) on your computer where it can be easily accessed.  If Excel gives you choices as to the type of workbook to save, choose “97-2003 Compatible Workbook”. (You must have version 1997 or later for this template to work.  Open Excel also will not work.  If this is what you have, you may need to purchase Excel.)

2. Close or minimize your Internet. Find and open the Excel file (“WC Quarterly Reporting_V01-JU.xls”) you have saved to your computer.  
3. Before you can enter your information, the macros will need to be enabled.  

a. If you have a message that says there are macros, click on it to enable the content.

b. If you have an older version of Excel that has menus at the top labeled “File,” “Edit,” “View,” etc., click on the “Tools” menu.  At the bottom of that menu, click on “Macros.”  When another menu appears; click on “Security” and set it to “low”.

c. If you have a newer version of Excel with tabs across the top that are labeled “Home,” “Insert,” “Page Layout,” etc., click on the round button in the very top left.  

i. On the menu that appears, click the “Excel Options” button at the bottom right.

ii. If your tabs begin with “File”, then “Home”, click on the “File” tab and then click on “Options” near the bottom.

iii. On the next window that opens, near the bottom of the list on the far left click on Trust Center.

iv. When the window changes, look on the far right for a small gray button called “Trust Center Settings” and click on it.

v. In the next window, in the list on the far left, click on “Macro Settings.”
vi. When the window changes, click “Enable All Macros,” directly to the right.

vii. Click the OK button at the bottom of the screen.

viii. Click the OK button at the bottom of the next screen.

ix. Completely close out of Excel. Click “yes” if a message asks if you want to save changes.
x. Now, reopen the file.  You should not have to do this every time you work with this file, but occasionally if changes are made to your computer.

4. You are now ready to enter your quarterly report information. 

a. In the gray area at the top left, enter your Judges’ Retirement Fund employer number.  It will begin with 5001, followed by three more digits for your specific county.
b. Type your Employer Name. Feel free to abbreviate as much as you like.

c. Skip to the next field labeled “Fund.” It should have JU.  If it doesn’t, type it in.

d. Type in the quarter end date.  This must be the last day of the calendar quarter, not your last payroll. Acceptable quarter end dates are: 03/31/20XX, 06/30/20XX, 09/30/20XX, or 12/31/20XX (fill in the correct year).

e. In the column labeled “SSN,” type the Social Security numbers of the employees on your report.  Type all nine digits but do not include dashes.

f. In the next column labeled “Name,” type the last name of each employee.

g. Type each employee’s quarterly wages in the next column.  Enter the numbers and the decimal point only – dollar signs and commas will appear automatically.

h. The next two columns are for your magistrates’ 6% contributions.  If the employer pays the 6% contribution on behalf of the magistrates or if the 6% contribution has been deducted as a salary reduction agreement before taxes, type it in the “6% MAND CNTRB EMPLOYER PAID” column.  If the 6% contributions are deducted from the magistrates’ checks after they are taxed, enter it in the next column labeled “3% MAND CNTRB EMPLOYEE PAID”.  
5. Once you have entered all of the wage & contribution information, save your information by clicking on the “Save” icon at the top of Excel toolbar. Or, click “File” then “Save” or the round button in the top left corner then “Save.” If you’re unable to click on anything, hit enter or click away from the last box where you last typed.
6. Next, click on the “Convert to Text” button.  A box will pop up asking where to save the file.  

a. If you save files to a specific drive, type in the capital letter of that drive followed by a colon (for example, “H:”) and click OK.  

b. If you don’t save files to a specific drive, click OK and it will save to your C: drive.  You should get a message that says your file has been updated.  If you get an error message, please call INPRS for assistance.

7. Click OK and close out of Excel and save the changes if requested.
Check the text file before you send it to INPRS.

1. If you have an icon on your computer called “My Computer,” double click on it. If you have a newer computer, click on your “Start” button, then “Computer.”  If you typed in a letter for a specific drive, go to that drive.  If you clicked OK, go to your Local Disk (C:).

2. Open the notepad file that has your employer number. It may end in “.txt”, or it may display the number. It will be seven digits, beginning with 5001.  
3. Open the file. It should look like rows of numbers, mostly zeroes.

4. Slide to the right until you see names.  After the names, you should see the correct quarter end date, then the wages and contributions with zeroes in between.

5. If something is incorrect, please call INPRS.

6. If everything is correct, close out of everything until you are back to your desktop.

Now you are ready to upload the file you created.  You cannot upload the file until the quarter is actually over.
1. Open Internet Explorer, go to “Favorites” and click on “INPRS Home.” If you don’t have the INPRS Web site saved to “Favorites,” type in www.inprs.in.gov.
2. On the left of the INPRS Web site, click on “Employers”, then “Login,” then “PERF Employer Login.”
3. The login screen will open.  Type your entire e-mail address in the “User Login ID” field.
4. Type in the password that came in your e-mail in the “Password” field.  (If it has been more than two months since you logged in, you may get an error message because your password has expired.) In that case, click on “Forgot Password?”, type your e-mail address in the “User Login ID” field that pops up, and click “Next.”  A new password will be e-mailed to you immediately.
5. Once you are logged in, go to the bottom of the disclaimer, check the box and click on “I Agree.”

6. On the next screen, click on the “Wages & Contributions” button followed by the “File Upload” button.

7. The login screen will appear again. Type in your e-mail address and password.

8. The “File Transfer Application” screen will appear.  Go to the bottom of the screen.

9. Click on “File Type” and choose “PERF Wage & Contributions File.”
10. At “File Location”, click on the “Browse” button.

11. Go to “My Computer” or “Computer,” then the local disk C: drive or the drive where your file is saved, then click on the notepad file with your employer number.

12. Click the “Open” button at the bottom of the window.  This will take you back to the “File Transfer Application” screen.

13. Type your Judges’ Retirement Fund employer number in the “Employer Code” field. You must use seven digits.
14. Click “Upload.”
You will get a message on the next screen.  If you get an error message, please make note of what it says and call INPRS for assistance.  

If it says, “Upload Successful”, complete your summary sheet. (The summary sheet can be found at http://www.in.gov/inprs/files/summary_of_wages_and_contributions_paid.pdf. Or, go to www.inprs.in.gov, click on Employers, then Employer Forms and Instructions. It is listed as the Wages & Contributions Summary Sheet.) 
You will need a summary sheet for the Judges’ Fund and a separate one for PERF, but you can mail one check that includes money for both.  Please make sure the correct employer numbers are on each form.
Mail your check and one of the summary sheets to INPRS, PO Box 66165, Indpls., IN  46266.  Fax the other summary to (317) 234-7876 and keep it for your records.

Once you have uploaded successfully, faxed your summary and sent your payment, you are finished.  We will contact you if we have any questions.  

Appendix A: Excel Format

	Name & Location
	Description
	Format

	Employer Number 

(Cell B2)
	· Represents assigned Employer number for Judges Fund
	· 7 Numbers with NO hyphens

	Employer Name 

(Cell B 3)
	· Represents Employer name
	· CANNOT exceed 25 characters

	Fund 

(Cell B4)
	· Represents Judges reporting fund
	· JU only (should already be on file)

	Quarter End Date 

(Cell B5)
	· Represents the reporting quarter end date
	· MM/DD/YYYY

	SSN 

(Cell A8:A1500)
	· Represents magistrates’ social security numbers
	· 9 numbers with NO hyphens

	Last Name 

(Cell B8:B1500)
	· Represents last name of magistrate
	· CANNOT exceed 25 characters

	Wages 

(Cell C8:C1500)
	· Represents wages for the magistrate
	· CANNOT exceed 9 numbers plus decimal

· Enter a decimal even if zero cents

· Only enter up to 2 decimal places

	Mand Cntrb Employer Paid

(Cell D8:D1500)
	· Represents employer paid mandatory 6% magistrate contribution (pre-tax)
	· CANNOT exceed 9 numbers plus decimal

· Enter a decimal even if zero cents

· Only enter up to 2 decimal places

	Mand Cntrb Employee Paid 

(Cell E8:E1500)
	· Represents employee paid mandatory 6% magistrate contribution (post-tax)
	· CANNOT exceed 9 numbers plus decimal

· Enter a decimal even if zero cents

· Only enter up to 2 decimal places


