PERF Upload Instructions – After you’ve done it once before

Now that you have been guided through the file upload process, here are instructions to help you in upcoming quarters. Remember, there are two steps to the process – preparing the file to send, and logging in to our Web site to upload the file.

First, you need to prepare your file to send to us.  

1. You should have an Excel file saved to your computer called “WandC Quarterly Reporting_V10.xls”.
2. Find the file and open it. It should contain the previous quarter’s information.
3. Change the “Quarter End Date” by clicking on the old date and typing in the new date (for example, 09/30/2010). If you cannot find your file, you will need to start over from the beginning.

4. Change any wages or contribution amounts by clicking on them and typing in the new amount.  If you need to completely remove something or someone from the report, DO NOT use the delete key.  Simply click on what you want to remove and use the backspace key.
5. Once you have entered all of the information, save it by clicking on “Save” at the top of Excel (looks like a little floppy disk), or hold down the Control button and type “s”.
6. Click on the “Convert to Text” button.  A box will pop up asking where to save the file.  

7. 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.  

8. 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.

9. Click OK and close out of Excel. Save the changes if it asks.

Check the file that Excel created before you send it to us.

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 just clicked OK, go to your Local Disk (C:).

2. Double click on the folder called “PERFWC.”
3. 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, such as “0607000” and never start with more than one zero.

4. Open the file. It should look like rows of numbers, mostly zeroes.

5. 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.

6. If something is incorrect, please call INPRS.
7. 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” box 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 on the left, followed by the “File Upload” button.
10. The login screen will appear again.  Type in your e-mail address and password.
11. The “File Transfer Application” screen will appear.  Go to the bottom of the screen.

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

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

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

16. Type in your employer number in the “Employer Code”field. You must use seven digits.
17. 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 located here: http://www.in.gov/perf/files/summary_of_wages_and_contributions_paid.pdf. Or, go to www.inprs.in.gov, click on “Employers,” then “Employer Forms.”  It is listed as the Wages & Contributions Summary Sheet.)  

Mail your check and one of the summary sheets to PERF, 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 PERF assigned Employer number 
	· 7 Numbers with NO hyphens

	Employer Name 

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

	Fund 

(Cell B4)
	· Represents reporting fund
	· PE 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 employees’ social security numbers
	· 9 numbers with NO hyphens

	Last Name 

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

	Wages 

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

· Enter a decimal even if zero cents

· Only enter up to 2 decimal places

	3% Mand Cntrb Employer Paid

(Cell D8:D1500)
	· Represents employer paid mandatory 3% employee contribution (pre-tax)
	· CANNOT exceed 9 numbers plus decimal

· Enter a decimal even if zero cents

· Only enter up to 2 decimal places

	3% Mand Cntrb Employee Paid 

(Cell E8:E1500)
	· Represents employee paid mandatory 3% employee contribution (post-tax)
	· CANNOT exceed 9 numbers plus decimal

· Enter a decimal even if zero cents

· Only enter up to 2 decimal places

	Vol Pre-Tax Contrb

(Cell F8:F1500)
	· Represents voluntary pre-tax contribution
	· CANNOT exceed 9 numbers plus decimal
· Enter a decimal even if zero cents
· Only enter up to 2 decimal places

	Vol Post-Tax Cntrb

(Cell G8:G1500)
	· Represents voluntary post-tax contribution
	· CANNOT exceed 9 numbers plus decimal
· Enter a decimal even if zero cents
· Only enter up to 2 decimal places


