MEETRS web application instructions for uploading
Withholding or Combined Withholding and
Unemployment files, W-3ME Annual Reconciliation
files or W-2 Annual Wage and Payment Statements
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This document explains how to use the Maine Employers Electronic Tax Reporting
System (MEETRS). Each relevant web page utilized during the upload process is
presented along with a descriptive commentary about that page.

Welcome Page
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STATE OF MAINE
Mnine Revenue Services

Maime Emplovers Elecironic Tax Reporting Svstem (MEETRS)
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The Welcome page is presented when you launch the MEETRS Upload application; it
contains a link to instructions for using the web application, a link to the file format rules
for Maine and a link to the MRS home page.
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Information Page

Maine Revenue Services
Mame Employers Electrome Tax Reporting System (MEETES)

INPORTANT INFORMATION
Cince you upload the file, the system will vahdate the data for conformity with file content and file format specifications. TE
the file cannot be processed, you will receive a message identifiing the reasons why, ¥ou can print off any error
messages to help you correct the file and resubrmt it If the file 15 transmitted successtully, a confirmation number will be
displayed. You should print off your confirmation number (for filtire reference to help us locate your transmission) using
the browser's print feature,

Do not use this system for files contaimming any of the following:

o A1 amended return. [ You must send a paper return, |
s A return for an account for which a paper return has prewiously been filed.

The Information page provides general information about the MEETRS Upload
application.

MEETRS Upload web application Overview December 2008 Page 3 of 22



Maine MEETRS File Formatting Specifications

MEETHS File Upoad Spedifications & Instrections

Malne Revenue Ssvicas dors not actept quanssly momnes Fems 241-8E and 21951 8E] an magnatic esedis

HEETRS Spechostions tor Fimg ‘W ihhokding and Unemplopment Corknbubons [eRective for St guasier 2008 and Heereafber) |11 1

3008 HEETRS Leamng Spechoations for Flng Withiholding and Unemployment Conbribatiors | edfective for dih qguarber 2008 sed thereafier)

MEETRS Lpdaad bnspructians Jmf 42 W81 [odt 3
Fas for MEETRS File Lipload [rif

W-3ME Bulk Flle Upload Specilications B Tistroc s

T00eE W-3VE Bulk File Specficabons [ 4791

J0E0T W-3ME Bk File Spacificanons i 41540 g

W-2 Electronic Filling Spedfications

2007 [E0F 140k ] [RTF_L.15 wili} Mag madia or Elacironic

The MEETRS File Upload Specifications and Instructions page provides a link to
specific information about the nature, content and format of Withholding and
Unemployment files, W-3ME files and W-2 files. To access the information, click on the
specifications links for the type of file you wish to upload.
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Registration

REGISTRATION AND SELECT ACTIVITY

About MEETES Upload

Information about File Formats

In order to upload your file, vou must complete the followmg mformation and select an actiwity to contime. You wall not be able to upload your file until all
mformation 15 entered correctly.

Your Logon ID and password must be entered correctly (password is case-sensttive). Please give consideration to selecting a Logon ID and password whi

not obwous (for example, avoid using vour Federal EIN as the Logon ID and password for a password, and avoid using a password that matches your Log
.

BlogenID {(Between 6 and 16 characters - numbers or letiers anly)

Bl Password {Between 6 and 16 characters - numbers ar letters anly)

I forgot my Passweord
Bl Select A ctivity <Select an Activity> hd

When you are finished, use the [Submiif buiton to continue.

The Registration page allows you (the transmitter) to log on to the MEETRS Upload
application, to get help about the application and the file formatting rules (by clicking on
links at the top of the page), to obtain your password, and to perform several activities
(using the Select Activity drop down menu).

The first time you use the application, you must choose a Logon ID and password. You
will also need to confirm your password and enter additional information to identify you
as transmitter, including your Federal EIN. (Instructions are on the following page.)

Rules for creating a unique Logon ID:
Must be 6-16 characters
May use a combination of letters or numbers only
Cannot contain spaces
Cannot be a duplicate of your password

Additional suggestions:
If the Logon ID you've chosen is already taken, try adding a number (such as
"jsmithl" instead of "jsmith").
Use a phrase (without any spaces between words).

As transmitter, you will need your Logon ID and password each time you want to sign in

to your account. In the event that you lose your Logon ID, contact the Withholding Unit
directly at (207) 626-8475, select 1, option 4.
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First Time Logon
CONFIRM PASSWORD
Flease verify yvour password in the space helow, and provide the contact mformation requested. This will enable us to serve you more efficient]

Bl Confirm password |
Bl Transmitter Federal EIY
H Tratsmitter narme

H Contact name

B Phone number | Ext | {Use numbers only. EXAMPLE: 2071231234)
B E-mail address | I none enter "NONE"
[ Cancel ] [ Exit Application

The first time you use the application as a transmitter, you may choose “Upload File”,
and the application will take you to the Confirm Password screen.

MEETRS Upload collects information to identify you so MRS can contact you if
necessary and to authenticate you when you use the application in the future. The
transmitter Federal EIN must match the Transmitter (A) Record, location 6 — 14.

Please be sure to maintain an up-to-date email address as it may be used to notify you of
any changes or problems with the MEETRS system.
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Password

Alaine Revemme Services
Maire Emplovers Elsctromic Tax Eeportmg System (MEETEE)

» Conls uor surbenticaie sccenms fovalis Perward
LR ELY Oy

You are anly allowed three amempis to log inf

:l-'l.'." Lrpme=tl] A Ill.'. T I.l\.'l'" II...'kI'.'.I SMT.
You can Aerrlein 108 iRt |!l.| FEressiag thie lr\':-..'.' Posswerdl buamos defow. This willl rake vowu so the Fulgur.ln'rrllll iiei g F'uj..'.

—_—
[ metPasmwend |

Exit Apphcabon |

FORGOT PASSWORD

Logon ID:
Transrmtter Federal ETH:
Afteryou fill in the above informarion, use the {Submif] bution to receive an email with your passward.

[Cancel] [ Exit Application

MEETRS Upload gives you three chances to enter the Logon ID and password, then the
application logs off. If this happens you can restart the application and ask MRS to send
the password via email by clicking on the “I forgot my password” link on the
Registration page. Your password will be sent to the email address identified on the
Business Information Page (next).

If you do not have an email address or there are errors when you press submit on Forgot
Password, call Maine Revenue Services at 207-626-8475, press 1, then choose option 4.
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Change Business Information

CHANGE BUSINESS INFORMATION

leasze enter only the mformation that has changed. This will enable us to serve you more efficiently. When you are fimshed, use the "Subrmit" button to send you
fermation,

Change Password (will change nmnediately)

Old Password {6 o 16 characiers,
New Password numbers ar
Confirm MNew

Password letters only)}

Contact Information

Bl Transtmitter Matme |
Bl Contact Mame
il Phone Murmber | Ext | (er?te._r Number fmly in aitherfield; Enter 00 in Ext field to remove ar
axisfing extension)
El E-mail address | {Enter "None" to remove address)
[ Cancel ] [ Exit Application

You can update information about the Transmitter on the Change Business Information
screen.

It is important to keep your Contact Information up to date.
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Registration and Select Activity

REGISTRATION AND SELECT ACTIVITY
About WMEETES Uplead

Information about File Formats

In order to upload your fide, vou must complete the following mformation and select an actwty to continue, Tou will not be able to upload your file untd all
information 15 entered correctly.

Tour Logon ID and password must be entered correctly (password 15 case-sensitive). Please give consideration to selecting a Logon ID and password whi
not obvious (for example, avoid using your Federal ETN as the Logon ID and passward for a password; and avoid using a password that matches your Log

ID).

B LogonID {Between 6 and 16 characiers - numbers ar letiers anly)

B Password {Between 6 and 16 characiers - numbers or letiers anly)

I forgot my Password

H Select Activity <Select an Activity> v

When you are finished, use the [Submit] buiton to continne.

In order to move from one activity to the next, you have to reenter your Logon ID and
password. The Transmitter may select any of the following activities:

1) Change Business Information;

2) Upload 941ME or 941/C1-ME File (this option can also be used to test
files);

3) Upload W-3ME File (this option can also be used to test files);
4) Upload W2 File (this option can also be used to test files);

5) Display Confirmed Transmission (this option can be used for quarterly
returns, W-3ME annual reconciliations and W-2 files);

6) Print Pay Voucher(s).

Clicking the Submit button will take you to the appropriate page provided you have
entered an appropriate Logon ID and password.
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Upload File

As transmitter, you specify information about the file (Quarter, Year, and Total
Employers) and point to the file you wish to upload with the Browse button, then press

Submit.

Infrmuotion aho Pie Fonnets

Federal ECY
pla il [l

SPECIFY A FILE NAME

Name Contnct Pheae
SPIN & CAST ACCOUNTANT TOTETpieleied

Fing Pervied Cunrter B | Fourh Guarier =
Filirg Perind Year: 1 B OH] -
Tistad Wussber Ensplorers 1]

o Wakdnes sud Wi File B & Valdee Oty H

Pleaps select the Choarmerdy _ (Browwteprkyine
N e that you woubd Bes 10 ¥ Dccoments and Set | Browme | fullisgreliffed i
upkad LETEH

Mote thee the meimmm allovred size of an upleaded fil= for this applcation. is currentdy #08 megabertes . Contact us
Evom peed o chmpe

When wou have desdgnated a file md sopgplied Al the necesary ndomation aboot the Gk, we the ™Sobad” noton
10 G vour informnation

The file must be a text file, which you may assign any name. Note that the maximum
allowed size of an uploaded file for this application is currently 400 megabytes. Contact
us if you need to change it.
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MEETRS Upload warns that the operation may take a while! For very large files, there is

a substantial delay (minutes).

Press the OK button on the dialogue box to continue.

The Validate and Write File option will transmit the file, if there are no errors. If there
are errors, the entire file will be rejected and the error messages will be seen on the screen

in red above the FEIN, Name, and Contact information.

You can choose Validate Only to verify the file without writing it to the MRS database.
If there are no errors, the file must be resubmitted using the Validate and Write File

option.
Federal EEN Name Contmel
TpleD ek SPIN & CasT ACCOUNTANT
Fiing Period Quarter:

1]
Fikng Penod Ve [ 1 [
1]

Tote Dusuber Employess
=) Vakdaes pad Were Fil: 1]

Plaass select the Quarery
N e thear voous woodd bige Ll ke A St
uphkoad Wihssdiwes Iniermes Eeplasor

1)

| Wakdeze Oty

Note tha the mamimm llowes
K vom sead - chisps &

Woir Hedna s & sboal o be o esieil

Fivasa rols thet deparcirngan howmehdsta s

- irpatsd this oobd tebs anesderadad perid

When veoa bave despnated afil| o lira b conclabe

1o s Vo infoermatioe
% |

Phoas
IOTEY Aol

T Ceaa i [

-

(Bravwere fe v ke am o
gl el {1

megntrrtes . Conkact us

e the "Sobmi” tton

B

[Conesi ] | Extappicabon |

Payroll processors can transmit more than one file per quarter if necessary, but only
original returns are accepted. Any duplicate Withholding Account ID Numbers across
the files on the Employer (E) Record will cause the 2nd and subsequent files to be

rejected.
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Feedback Examples

SPECIFY A FILE MAME
Iefcernation abcut File Foemats

i s milamer Fedirad EIN emoered

s fEminived processing Gl Toe Dec 89 10: 1650 EST 2008

Fadesal ETH Memnie Contact Fhione
4001008 SPIN & CAST ACCOUNTANT INTAT40000
Fikng Period Coarter: B | Fouth Ouatar w
Fiiig Period Year o 2 w

Tootal Wumnber Employvers i |

The file is checked for conformity with MEETRS file format specifications and content
accuracy. The entire file is rejected if it fails any of the system edits and error messages
display the location and a brief explanation.

Files must have valid account numbers. To accommodate Maine Revenue’s combined
Income Tax Withholding and Unemployment Contributions system processing
requirements, each UC return must include both a withholding and a UC account number.
The correct Withholding Account number must be connected to each UC Employer
account.

Any transmittals containing accounts with “applied for” status will be rejected.

The total withheld on the “T” record must match the accumulated amount
acquired by summing the total withheld from each “S” record.
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Confirmation

Maine Revenue Serviees
Madne Emplovers Electrondc Tax Reporting Svatem (MEETRS)

CONFIRMATION

Thank vou.

Yoo have mccesfuly wpleaded vouw baine [CESA fil

¥ oor Confirmation member i3 D001531
Alake a paomewt pow using Maiwe Revewse Services” EX Pan electronic pavment sy=tem or chick the Select Another Activine bwiten belor to print 2 Payment Youcker if p

Tne the "Select Ancther Activiey” bution b cefum to the Begisration and Select Activitr screen. Then uze the Select Actvitr mem to Thsplar Confrmed Transmission”. To print a copr of £
ammtiber for yom recoeds, cick the Pring” tomoa. on yom browses

| EsdactAndther Azivity |

Exil Applization

DML Uipla sl 200 L 104, TEST Fimishad processing pour e {009 A0

If the file passes all the edits, the file is uploaded and the confirmation number is shown
when the process is complete.

If you are paying by check, choose Select Another Activity to return to the Registration

Screen, then in the Select Activity field, choose Print Pay Voucher(s). Detailed
instructions begin on page 19.
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Display Confirmed Transmission

Maine Revenue Services
Maine Emplovers Electronic Tax Reporting System (MEETRS)

DISPLAY CONFIRMED TRANSMISSION

Federal EIN Name
204001008 Spin & Cast

Select a Transmission from the list below and press [Submit]
Conf Num; Period; Dt In

9595001537, 2008-4th; 2008-12-09

995001521; 2003-3rd; 2008-11-18

995001506 2008-2nd; 2008-11-07

9990071471, 2008-1st, 2008-10-28

Select Activity ][ Exit Application

When you select Display Confirmed Transmission from the Select Activity box, a list of
prior transmissions is displayed with confirmation number, payment year and qtr paid,
and date of the upload. Select the one you wish to view and click the Submit button.
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Display Transmission Detail List

Maine Revenue Services
Mame Employers Electronic Tax Reporting System (MEETRS)

DISPLAY TRANSMISSION DETAIL LIST

Federal ETN Name
204001008 Spin & Cast

Quarterly Transmission Details

Transmitter Record

Confirmation Number 999001531

Date Transmitted 12/09/2008
Payment Year 2008

Period Covered Fourth Quarter
Final Record
Total Emplover Records 1 Total Emplovee Records 12
Gross Wages $240.000.00

Information about the transmission is displayed in two parts. The first part above shows
the general Transmission details (including the number of employers, the number of

employees and gross wages).

Guarierty Emglerer List

Fress Burion e Select Correspembing Fuglavet Emgdorer ¥ame Federal EIN - Unemploveest Accowst Nember  Withbolding Accowst Number
IE_'-J"_" Spm & Tk non o non ko drep) 204001008 2T L00ED 20400 1LN0ENH
L Sesdnrt Ancther Transmmmon IF

The second part shows a list of employers on the file. By clicking the Select button next
to an employer, you can drill down to get more details (about the employer and its

employees).
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Display Employer Detail List

When you select the employer you want to view, information about the employer is also
displayed in two parts. The first part shows the general Employer details (including the
account numbers and wage information).

Maine Revenue Services
Maine Emplovers Electronic Tax Reporting System (MEETRS)

DISPLAY EMPLOYER DETAIL LIST

Federal EIN Name
204001008 Spin & Cast non dr non lo (reg)

Quarterly Employer Details

Address Account Details

Street 26 EDISON DR

City AUGUSTA UC Account Number 2040010080

State AME Withholding Account Number 20400100800

Zip

Total Details
Total Number of UC Emplovees 12

Total WH Pavees 75  Total UC Wages $240.000.00
Income Tax Withheld $24,000.00 Excess UC Wages $1.000.00
Withholding Voucher Payments $20.000.00  Taxable UC Wages $235.000.00
Income Tax Withholding Due $4.000.00 UC Contribution Rate 23
ACH Debit Election Yes UC Contributions Due $5.497.00
ACH Account Type Checking Competitive Skills Scholarship Fund (CSSF) Assessment Rate =Lk
ACH Bank Routing Number XXXX%071  Competitive Skills Scholarship Fund (CSSF) Assessment Due §119.50

ACH Bank Account Number AAXKXXN23
Total Amount Due  $9.616.50
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The second part shows a list of employees for this employer. By selecting an employee in
the list, then clicking the Submit button, you can drill down to get more details about that

employee.

You can click the Select Another Employer button to continue reviewing the material for
this transmission. By clicking Select Activity, you can return to the Registration page to
select another Activity. Or you can quit the application by clicking the Exit Application
button (which means to log out of the application and bring up the MRS home page).

Employee List

Name
GGGGG, MMMMM A, A
HHHHH, AAAAAB.
JJJJJ, EEEEE C.
KKK, 1A
BEBEB, 00000 B.
RRERRR, UUJUUU C.
TTTTT.YYYYY A
VWY, 27777 B.
MM, X000 C.
SSSSS,DDDDD A, v

[ Select Another Employer ]

[ Select Activity ][ Exit Application ]
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Display Employee Detail

Maine Revenue Services

DISPLAY EMPLOYEE DETAIL

Employee Name
HHHHH, AAAAAB.

Quarterly Emplovee Account Detail

Withholding Acct Number 20400100800

Eeporting Quarter 12-2008

UC Account Number 2040010080
Seasonal Code N
Total UC Wages $20,000.00
Maine Income Tax Withheld §2,000.00

[ Select Another Employee ]

[ Select Activity ][ Exit Application ]

Maine Employers Electronic Tax Reporting System (MEETRS)

After reviewing the details you can either look at another Employee’s details by choosing
Select Another Employee, or click the Select Activity button to return to the Registration
page. If you are completely finished, you may click the Exit Application button to go to

the MRS home page.
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Print Pay Voucher(s)

Maine Revenne Services
Maine Emplovers Electromic Tax Reporting System (MEETES)

REGISTRATION AND SELECT ACTIVITY
t N 5 L
Informefion abmg Fie Fommat:
In order to upkoad vour file, vou most complete the folowing nformaton and =slect an activity bo coptinue. Vou will not be able to upload your fle untl all informetion is enbered cormeciy

Your Logon [D and password mmst be entered comecthr (password it case-sensiive). Pleass prve consideration to selecting 3 Logon 1D and password which are not obvious (for example, &
Federal ETN & the Logea [D and passwerd for a passwond, mad svold ushg a password daat marches vour Logoa [T

D Logon I Pl ] {Benween 6 amd 16 characters - numbery or letsers auiri

WPasswoed 0 sassss iBenveen 8 amd 14 characters » navabers or berrers onliy

[ Eoepoe my Password
I Select Activity [Frint Py wousheta)

IFivaw yowu ere fiwivived, e the [Saboiiyg butfow fo continge,
Submit
To print a pay voucher, select Print Pay Voucher(s) on the Registration and Select
Activity page.

This will bring you to a list of confirmed transmissions, from which you can select a
transmission by clicking the confirmation number in the list. Then click the Submit
button.
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PRINT PAYMENT VOUCHER

Federal EIN Name
204001008 Spin & Cast

Select a Transmission ﬁ'mn ﬂ:e l;sr below and press [Submit]

EEEIEIEI'IEE'IEEIDB 3rd EIJIZIB 'I‘I 18
993001506, 2008-2nd; 2008-11-07
9990071477, 2008-1st, 2008-10-28

Select Activity H Exit Application
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PRENT PAYMENT VOUCHER

Fidiiral ELIN Namg
I4001ME  Spin & Cani

Quartarly Transsiisiss Datails

Trepzmitter Becon|

Confmation Mumber 298001531

Tiate Trarmimed 12042008
Pavment Yenr I008

Pevied Covered Fourth Quartes
Elusl Begead
Toeal Ergodorper Repoeds: 1 Toral Enploes Peooeds - 12
Cross Wages ST40,000,00

| Sabee LG | T a8 e 120

The general details about the transmission will be displayed. Click the Select button of
the employer for whom you need the pay voucher.

Cuarierly Emplaaer Lixi
(Pavisenl Voo cker Emplover Xame Federal ET%  Usempleyment Account Sumber  Witkbedding Account Xumhber
| Eluct | Spn & Castnon dr non lo (reg) SoHHO ] e VMO O N T RO

I Semimri A ncther Tranemmsion ]

| sadnctbrmiy. | | EwiAppicaion

MEETRS Upload web application Overview December 2008 Page 21 of 22



MEETES Parment Viewcher
1206 B0 g M

K Aaine Revemnme Services
' s Deparmet o o ARE LR TR

Accoust Name  Spen & ot aon & oon do dreg)

Withholding Accowst o, IHOOIOOED  Amount dwe; 59,616.50
UL Employment Aceounr Re. 2040010080

Fenied Covered 10-00-2008 - 17-31-2008

Fille om or Bofere 020220 Amount Beasiired:

|dsdes checks pavasle ts Treasurar, State of Malno & 5. feads s weibs vods ace ot sk cd volsr che ol

el T
MATNE REVENLE SERVICES
NCOME TAX DIVISION
BORON 9103
AUGUSTA ME 4332-0103

Print this voucher out using the prnt botton an vow browser. Cut off and mad the top porion with pamment o the address sbonve

Use the browser controls to print the voucher, then click the Back button on the web
page. Do not use your browser’s back button.
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