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Overview 
The Kentucky Unemployment Report produces a summary or detail listing of wages subject to 
unemployment contribution and calculates unemployment tax attributable to each employee.  This 
program also produces a quarterly wage magnetic media file that is submitted to the Kentucky 
Division of Unemployment Insurance.  
 
NOTE: In order for an employee to pull into the KY Unemployment Report, the Unemployment Tax 
box must be check marked in Employee Master under the Demographics tab. 
 

 
 
NOTE:  Because quarterly unemployment wages and contributions are calculated for this report, 
unemployment contribution totals generated from Payroll Deductions will not match the 
calculated totals ‘to the penny’. 

Generating the Report 
 

1. Select the KY Unemployment Report which is found in the Kentucky specific payroll menu. 

 
2. Select Define from the Menu. 
3. Enter the following fields, accepting the default for fields not listed below: 
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3. Select Employer Info Tab to verify the correct employer and transmitter information. The 
Employer Information should default to this screen from the system.  If it has not, or needs to 
be updated, it must be defined before output of the report/magnetic media can be completed.   

NOTE:  Once the Employer Information is entered the first time, it does not have to be defined 
again as it is unlikely that the information will change. 

 

4. Enter or update the following fields as required: 

 
5. Click Accept. 

6. Click Print to choose output or save options.   

7. Using Transfer to/from the Cloud, transfer the file to your PC to submit the report. 
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