Instructions to Create the NYS-45 QTRLY CSV Web File

How to identify New York City, Yonkers Residence and Yonkers Non-Residence locals
The Local Master will now identify these locals for Quarterly processing
Local Master

PR > Maintenance 1 > Local Master

Locals are associated to the appropriate state. However, Local Numbers are user defined. The Local Tax
ID will be used to identify each of these 3 locals. The Local Tax ID field must be exactly as displayed

below.

New York City Local Tax ID: NYC

Payroll Local Master Maintenance Mode: Update PRP11202 PRPMO08 - 1
LocalNumber:331 |
Local Name: INew York City
Local Tax ID: N ]
State: 330  [<] NEWYORK
County: o <]
PAACT 32: @]
Local Minimum Wage: 0.000
New York Yonkers Residence Local Tax ID: NYYR
Payroll Local Master Maintenance Mode: Update PRP11202 PRPM08 - 17
LocalNumber:332 |
Local Name: [NY YONKERS-RESIDENT |
Local Tax ID: NYYR
State: (330 [<] NEWYORK
County: o <
PAACT 32: @]
Local Minimum Wage: 0.000
New York Yonkers Non-Residence Local Tax ID: NYYNR
Payroll Local Master Maintenance Mode: Update PRP11202 PRPMO8 - 17]
Local Number:333 |
Local Name: INY Yonkers - Non-Res
Local Tax ID: NYYNR™ ]
State: 330  [<] NEW YORK
County: o =
PAACT32: 0O
Local Minimum Wage: 0.000

If realize you did not update the Local Tax ID(s) before creating the file. You can up update the fields and

re-create the file.

The 941 Register will still be used to reconcile CSV file(s)
It can be run
Single Co/Div
Single Co/All Div

All Co/All Div
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Instructions to Create the NYS-45 QTRLY CSV Web File

The New CSV file is an IDI and is located on

PR > Quarterly > NYS-45 Quarterly CSV File (see below)

Earnings Report
Family Leave Reporting
FUTA Report
NY W/C Supplemental Return
B NYS-45 Quarterly CSV File
PA Act 32 Reporting
Quarterly Guam/Qregon STT Reporting
Special Local Tax Report
Special SUTA Report (2 Limits)
State/Local File Maintenance
941 Forms / Magnetic Media / XML

941 Register

Creating Single Co/Div CSV File

The Single Co/Div you are currently sign into will populate the Company and the Year will default to 2025

NYS NY-45 Quarterly Tax Listing

Company:  15/0 v
Year : 2025

Get Results

Q1 is the Default View.

There are also Views for Q2, Q3 and Q4

B Q1 * -
EHQ1*
BEHQ2~
BEEa3 =~
BEEQa*

Select: Get Results
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Instructions to Create the NYS-45 QTRLY CSV Web File

The information for the file will display

~ Tools ¥ ViewAs v | EBQ1* vial[+ Y El2e 13 records
Social Security Number Last Name FirstName  Middle Initial Total Ul remuneration paid this quarter Gross wages or distribution Total NYS tax withheld Total NYC tax withheld Total Yonkers tax withheld Wage type
140,444,004 DAVIS CHARLES M 13,014.00 11,582.46 792.26 0.00 5791 R
224,330,330 GIRL NY w 67,600.00 67,600.00 6,095.53 2,821.16 0.00 R
227,333,333 WRIGHT ~ RANDY 12,600.00 12,600.00 797.91 503.88 0.00 R
227,343,340 Johnson  Ken J 18,382.00 18,382.00 1,305.31 0.00 218.64 R
228,363,360 Walker Nick D 21,096.40 21,096.40 1,491.14 0.00 249.77R
234,343,334 Baker Everett R 27,170.00 27,170.00 1,945.51 0.00 0.00 R
238,883,335 Witt Katie S 29,302.00 29,302.00 2,276.65 0.00 0.00 R
239,333,333 Overflow  NYS w 62,400.00 62,400.00 5,012.95 2,609.84 0.00 R
259,331,234 Girl Tip 11,200.00 11,200.00 773.99 0.00 56.00 R
320,350,335 York Paul N 78,000.00 78,000.00 6,588.19 0.00 1,070.05 R
528,333,330 Pierce Samantha S 23,400.00 23,400.00 1,680.52 974.24 0.00 R
562,333,333 Sells Jackson w 23,140.00 23,140.00 1,647.92 0.00 276.02 R
894,773,336 Peterson  Lucas D 29,244.80 29,244.80 2,105.43 0.00 0.00 R
416,549.20 415,117.66 32,513.31 6,909.12 1,928.39
941 Register for Single Co/Div 15/000 (example)
Employer SUTA: Subject Wages is the Total Ul remuneration paid this quarter $416,549.20
DATE 4/14/25 PRP520A 941A REGISTER - QUARTER # 1 03/31/2025 TIME 12.27 PAGE 11
4004 CHARLES DAVIS 400-00-4004 13,014.00 13,014.00 12,800.00 435.20 13,014.00 13,014.00 12,800.00 435.20 40.00 214.00 2
State Income:
Subject Wages is Gross wages or distribution $416,549.20
State Taxes is the Total NYS tax withheld $32,513.31
-
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Instructions to Create the NYS-45 QTRLY CSV Web File

Local: NYC Local tax is the Total NYC tax withheld $ 6,909.12

15 000 BC's Construction - 4.2
DATE 4/14/25  PRP520A 941A REGISTER - QUARTER # 1  03/31/2025 TIME 12.27 PAGE 4

330 331 New York City EMPLOYEE LOCAL

YEAR TO DATE

UARTER TG DAT -

EMP EMPLOYEE NAME soc. SEC. LOCAL SUBJECT L COVERED LOCAL LOCAL SUBJECT LOCAL COVERED LOCAL  TKS
no NUMBER TXBL WAGES EARNINGS TAXES WAGES EARNINGS TAXES  WKD
330-33-0330 67, 600.00 67,600.00 67, 600.00 2,821.16 67,600.00 67,600.00 67,600.00 2,821.16 4
100-00-3333 62,400.00 62,400.00 62,400.00 2,609.84 62,400.00 62,400.00 62,400.00 2,609.84 4
3330 Samantha S Pierce 852-00-3330 23,400.00 23,400.00 23,400.00 974.24 23,400.00 23,400.00 23,400.00 974.24 2
33333 Randy Wright 333-33-3333 12, 600.00 12,600.00 12, 600.00 503.88 12,600. 00 12,600.00 12, 600. 00 503.88 3

** YTD/QTD TOTALS 166, 000.00 166,000.00 166, 000.00 6,909.12 166,000.00 166,000.00 166, 000.00 6,909.12

*+ TOTAL EMPLOYEES TCount 4 ¥count 4 Qcount 4

Local: NYYR & NYYNR Local Taxes is Total Yonkers tax withheld ($1,814.48 + $113.91) $1,928.39

15 000 BC's Construction - 4.2

DATE 4/14/25  PRPS20A 941A REGISTER - QUARTER # 1  03/31/2025 TIME 12.27 PAGE 5

330 332 NY YONKERS-RESIDENT EMPLOYEE LOCAL
AR TO DATE- -- -- RTER TO DAT -
EMP EMPLOYEE NAME SOC. SEC.  IOCAL GROSS  LOCAL SUBJECT LOCAL COVERED LocaL LOCAL GROSS LOCAL SUBJECT LOCAL COVERED LOCAL  WKS
No NUMBER TXBL WAGES EARNINGS TAXES TXBL WAGES EARNINGS TAXES  WKD
334 Ken M Johnson 334-00-3340 18,382.00 18,382.00 1,305.31 218.64 18,382.00 18, 382.00 1,305.31 218.64 2
335 Paul New York 100-00-0335 74,000.00 74,000.00 6,388.39 .05 000.00 74,000.00 6,388.39 1,070.05 2
336 Nick D Walker 336-00-3360 21,096.40 21,096.40 1,491.14 .77 096.40 21,096.40 1,491.14 249.77 2
3333 Jackson W Sells 564-00-3333 23,140.00 23,140.00 1,647.92 .02 23,140.00 23,140.00 1,647.92 276.02 2

** YTD/QTD TOTALS 136,618.40 136,618.40 10,832.76 1,814.48 136, 618.40 136, 618 10,832.76 1,814.48
** TOTAL EMPLOYEES TCount 4 ¥Count 4 Qcount 4
15 000 BC's Construction - 4.2
DATE 4/14/25  PRP520A 941A REGISTER - QUARTER # 1  03/31/2025 TIME 12.27 PAGE 6
330 333 NY Yonkers - Non-Res EMPLOYEE LOCAL
----------------------------- YEAR TO DATE - UARTER TO DAT
EMP EMPLOYEE NAME S0C. SEC.  LOCAL GROSS  LOCAL SUBJECT LOCAL COVERED LOCAL LOCAL GROSS LOCAL SUBJECT LOCAL COVERED LOCAL  WKS
no NUMBER TXBL WAGES EARNINGS TAXES TXBL WAGES EARNINGS TAXES WD
1234 100-00-1234 11,200.00 11,200.00 11,200.00 56.00 11,200.00 56.00 2
40 400-00-4004 13,014.00 11,582.46 11,582.46 57.91 13,014.00 57.91 2
** YTD/QTD TOTALS 24,214.00 22,782.46 22,782.46 113.91 24,214.00 22,782.46 22,782.46 113.91
*+ TOTAL EMPLOYEES TCount 2 ¥count 2 QCount 2

Wage type: Other Wages are defined on pages 24 and 25 of publication 50

R=Regular Wage

O=0ther Wage

If Other is required for an employee it must be manually changed AFTER the file has been exported
The IDI will need to be saved as a CSV file (it will be saved to your downloads folder).

Tools > Export as > CSV

—_ - View As - |===No ki ~ |[|E=2
Sod |+ Fields e | First Name Middle Initia
-— Filter CHARLES v
= Format NY %%
RANDY
[ a1 | Ken N
=22 Nick D
Everett R
] Views Maintenance Katie s
[Z] View Properties NYsS ww
| —1 Reports Tip
& Column Securily Paul ~N
Samantha s
= Exportas. .. »| (3K Excel Spreadsheet
ol XML
S Reset View =2 cswv
PDF
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Instructions to Create the NYS-45 QTRLY CSV Web File

Example of CSV file you will submit to New York State.

g NYS NY-45 Quarterly Tax Listin.csv £ search
File Home Insert Draw  Page Layout Formulas Data  Review View  Automate Help  Acrobat
|f|"\:| & | Aptos Narrow v‘||11 Y'| A oA == ) |_w_| [EA Conditional Form
Paste B~ B I U - L . A = = = e $ ~ % 9 @ Format as Table ~
- - =7 ==%. < 8 58 cell styls -
Clipboard [F] Font M Alignment 7] Mumber 7] Styles
AutoSave (. Off) save ) (M Redo ~ [N MNew PFEmail 3 sum [[HCopy [fPaste ~ =
125 w Jx
A B i D E F G H ; J K
1 |Social Sec Last Name First Nam Middle Ini Total Ul re Gross wag Total NYS Total NYC Total YonkWage type
2 | 1.AE+08 DAVIS CHARLES M 13014 1158246  792.26 0 57.91 R
3 | 2.24E408 GIRL NY W 67600 67600 6095.53 2821.16 0R
4 | 2.27E+08 WRIGHT RANDY 12600 12600 79791  a03.88 0R
5 | 2.27E408 Johnson Ken J 18382 18382 1305.31 0 21864 R
6 | 2.28E+08 Walker  Nick D 21096.4 21096.4 1491.14 0 24977 R
7 | 2.34E+08 Baker Everett R 27170 27170 1945.51 0 0R
8 | 2.39E+08 Witt Katie 3 29302 29302 2276.65 0 0R
9 | 2.39E+08 Overflow NYS w 62400 62400 5012.95 2609.84 0R
10 | 2.59E+408 Girl Tip 11200 11200  773.99 0 56 R
11| 3.2E+08 York Paul N 78000 78000 6588.19 0 1070.05 R
12 | 5.2BE+08 Pierce  Samantha3 23400 23400 1680.52  974.24 0R
13 | 5.62E+08 Sells Jackson W 23140 23140 1647.92 0 276.02 R
14 | 8.95E+08 Peterson Lucas D 29244.8 292445 2105.43 0 0R
15
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