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How to file employer quarterly unemployment insurance
and make payments online

Note: You must have an Idaho Business Registration. Register your business at
http://business.idaho.gov.

To begin:
e (o to labor.idaho.gov/EmployerPortal.

e Click on New User Registration.
e Enter your company information.

If you enter your email address and receive a note stating this email address is already on file with
the Idaho Department of Labor, click forgot password. An email will be sent to you so you can reset
your password. Once you have entered your information and password, a verification notice will be
emailed to you.

e Open your email account and find the verification email.
e Click on the verification link.

* If you do not click on the verification link and set your account up within 24 hours of receiving the
email, you will be required to start the process over.

Once verified, return to the Employer Portal at
http://labor.idaho.gov/eServices/EmployerPortal/Login and login. This opens your home page
screen. See sample below.

Name: Update User Information
Logged in User Phone #:

Account Number Change Selected Employer
Selected Employer DBA: Manage My Roles With Selected Employer
» Home

2o

V]

Add or Select
Employer

Secure Messaging
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Click on the first green tile Add or Select Employer and the screen pictured below will open (note the
active tab is Add Employer).

¥ Home 3 Add Mew Employer

AAdAd Newur Frr rar
Add New Employer
Please erter the Empioyer Account Number and Personal Identification Mumber [f you do not nave the PIN, leave the field blank
EAN*
]

Enter your 10-digit Employer Account Number.
Enter your 6-digit PIN.

*A PIN was mailed to you at the time your Idaho Business Registration form was set up. Call
(208) 332-3576 if you do not have your PIN.

Select Add Employer.
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For accounts set up as of March 2014, the contact provided on the Idaho Business Registration
form is set up as the administrator.

e If you are the administrator, you will automatically have access to all functions (see image
below). For some companies, there will be only one administrator. In businesses with more than
one location and /or other personnel who will use the site, the administrator will determine
permission levels of other users. How to grant permissions is explained in the following section.

» Home » Add New Employer

Add Employer Select Employer

Add New Employer

EAND  X000MXXXX

DBA:
Name: ABCInc.

o Manage Ul Manage Tax Manage Benefits | Manage Also Manage View Benefit Charge Manage Manage
Tax Filing Addresses Addresses Known As Separations Staternents Worksites Contacts
¥ ™ ] % ¥ i

Request Selected Roles

Permissions:

Once the account is set up with an administrator, new users who register and do not have a PIN will
have to check each function they want to access and click the blue Request Selected Roles button.
This sends the request via email to the administrator.

Administrators have the option to approve or deny each request email. The administrator makes a
selection and the process of permission levels for that request is complete.
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Users who have access/permission to all features will see the home page pictured below.

Name:
Logged in User

Account Number
Selected Employer

Phone #:

DBA:

Update User Infarmation

Change Selected Employer
Manage My Roles With Selected Employer

» Home

Add or Select
Employer

Ul Benefit Claims

e

Secure Messaging

Addresses and
Contacts

Ul Tax Reporting
and Payments

(s

Administrator

22e

New Hire
Reporting

~E

SIDES &
E-Response
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4/1/2015 - CT/P/UI/EP




The following section is for users who have already registered and have access
to the Ul Reporting and Payments feature.

REGISTERED USERS

Log into the Employer Portal to access your home screen.
If you are a user with multiple accounts, select the employer account you want to access before
continuing.

Click the Ul Tax Reporting and Payments tile to access the Employer Online Report
tool.

Ul Tax Reporting
and Payments

The Reporting Summary page will appear. See image below.

Department of Labor
Unemployment Insurance Tax Reporting

Home  Employer Portal Help Log Out

Reporting Summary
COMPANY NAME

Account Number:  XXXXOU0MXXX Phone Number: 1235, 4thst, Current Status: Active
Federal EIN: 000008 Address:  city, State ZIP Current Balance: 50.00 @
Available Quarters/Rate: | Ton W

Below are tax quarters you have reported. You can click on a quarter to view additional details. Next Steps
Year - Total Taxable Computed Tax Taxes Report Report Next Quarter
Quarter Wages Wages Taxes Rate Paid Status Continue reporting tax quarter information.

2014
- 2014
- 2014
- 2014
-2013
-2013
-2013
- 2013
- 2012
-2012

Mext = Page[1 | of 2 (16 Items) | [10 | Per Jfog

a Payment
a payment online or print a payment voucher to
'mail in.

Edit Employer Information
Update the phone, address, and other employer
information.

Return to the Employer Portal Homepage
Go to the Employer Portal to manage your sign in
information and more.

Wk = MW o =MW oA

Click on Report Next Quarter located on the right and side of the page.

Next Steps J

(Report Next Quarter]
Continue reporting tax quarter information.

Make a Payment
Make a payment online or print a payment voucher to
mail in.
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This opens the Report Wages screen.

us.

Home Employer Portal Help  Log Out

Report Wages
Report Summary  Import Wage Records

COMPANY NAME

Account Number: OO0 Phone Number: 1235, 4th st Current Status: Active
Federal EIN: X000 Address:  City, State ZIP Current Balance: 50.00 @
Available Quarters/Rate: | 05

Add all reportable wages below or Import Wage Records.

* Middle Initial - Optional.

Total Wages: 5700.00
** Quarterly Hours Worked - Optional.

Total Hours: 35

[ Remove An |[ save |[ Finish Reporting Wages |

Employee's SSN First me Last Name Wages Paid Hours™
|l \ LI | 5| ||l |
123-45-6789 [John 1 L] [Brown | $[200.00 | [10 | Remove
234-56-7890 [John [‘ [Brown I | $[300.00 | [15 |
345-67-8912 J | L] [smin | §[200.00 | [10 | Remove

Page[1 |of 1 (3 Items) | Per Page @

TEST

Two methods of reporting wages:

1. Import Wage Records. Click on Import Wage Records. For format guidelines and instructions,

click on import wage file (on the next screen, pictured below) and follow the directions. Detailed

instructions are also included in this guide starting on page 18.

Import Wage Records
Report Wages  Import Help

COMPANY NAME

Account Number: 30000000 Phone Number: 1235, 4thst. Current Status: Active
Federal EIN: 300000 Address:  City, State ZIP Current Balance: 50.00 @
Available Quarters/Rate: | 05

You can use arl import wage file fo import wage records for the selected employer and quarter above. Any records that do not match will be ignored.

Import File: Browse... |@

Import Wages
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2. Manual reporting. Complete each box in full with the employee’s SSN, first name, last name and
wages paid. **Middle initial and hours worked are optional fields.

Select Add to insert another line. Continue until all wages are entered.
All employees with zero wages must be removed prior to finishing reporting wages.
Make sure the Total Gross Wages equals the amount of wages from your list.

Add all reportable wages below or Import Wage Records.

* Middle Initial - Optional.
** Quarterly Hours Worked - Optional.

Remove All Save n

Finish Reporting Wages ]]

Hous™ action
s @
333-323-3333 Jane Smith S 7000.00 Remove
333-44-5555 Jane D Doe S 736.71 Remove
Page 1 of 1 (2 Items) | 10  Per Page @

Total Wages: $7,736.71
Total Hours: 0

Select Finish Reporting Wages after all wages have been entered into the system.

This opens the Report Taxes screen.

Report Taxes
Report Summary
COMPANY NAMIE

Account Number: JOO00XK
Federal EIN: 00000

1235, 4th St,
City, State ZIP

Phone Number:
Address:

Please review the following information about your unemployment insurance tax filing.

Wage Information

Mote: Cents have been reduced to zero in this section.

Total Wages: $700| Edit Wages

Taxable Wages: 5700

1

Tax Summary

Tax Rate:

Unemployment Insurance Tax:

Late Payment Penalty:

Total Amount Due For Selected Quarter:

2.752%
$192.64
$0.00
$192.64

Number of Employees

Enter the number of employees for the pay period which includes the 12th day of each month in the filing quarter.
Do not include Ul Exempt Employees (ex. Elected Officials).

FirstMonth: | |
Second Month: l:l
Third Month: l:l

4 Submit Tax Filing

Available Quarters/Rate: 1|

Current Status: Active

Current Balance: 50.00 @

}Review Total, Excess and Taxable
Wages

Edit Wages will return you to the
prior screen to correct employees
wages.

7

Adjust allows you to change the
automated calculation of excess
wages.
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Review Tax Summary for quality assurance.

Unemployment Insurance tax equals your
2 / Tax Summary Total Wages (see full screen from previous

page) times your tax rate.

Tax Rate: 2.752%

Unemployment Insurance Tax: $192.64 Late Payment Penalty is $20 or 4% of tax
Late Payment Penalty: $0.00 due, whichever is greater. Penalty will be

assessed on the first day of each month
Total Amount Due For Selected Quarter: $192.64

until paid in full.
( 3 ) Number of Employees

*Penalty cannot exceed tax due.
Supply the number of employees on the 12th day of each month in the filing quarter.

First Month: *** Each month is a required
Second Month: field and must be filled in

: to continue.
Third Month:

Select Submit Tax Filing to complete the transaction after reviewing all the information on the wage
reporting screen. The button is located at the lower left of the Reporting Tax screen.

@ Submit Tax Filing |

This opens the Reporting Summary screen. See image below.

Select the quarter to be reviewed.

Department of Labor
Unemployment Insurance |ax Reporting

Home Empl Portal Help LogOut

Account Nu; T KHD0000DK Phone Number: 1235, 4th 5t Current Status: Active
Federal BIN: 00000 Address:  city, StateZIP Current Balance: 50.00 @
Available Quarters/Rate: | 70T =W
Below are tax rters you have reported. You can click on a quarter to view additional details. Next Steps
Year - Total Taxable Computed Tax Taxes Report Make a Payment

Quarts Wages. Wages Taxes Rate Paid Status Make a payment online or print a payment voucher to
1-2015 $700 5700 $9.51 1.359  Pending  Pending bl

Edit Employer Information
Update the phone, address, and other employer
information.

Retum to the Employer Portal Homepage
Go to the Employer Portal to manage your sign in
information and more.

Next » Page[1 |of 2 (17 Items) | Per Page @
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Review Quarterly Report Summary.

Report Summary - takes you to your complete listing of online quarterly summaries.

Make a Payment - takes you to options to pay. See second image below and page 11 for
payment options.

Quarter Report Summary

Report Summaryl Make a Payment]

General Employer

Account Number: 000000000 Phone Number: (208) 000-0000 Current Status: Active
Federal EIN:  00-0000000 Address: PO BOX 0000 Current Balance Pending @
BOISE ID
Available Quarters: 1- 2014
Quarter Report Summary 1-2014
Date Filed: 7/2/2014 Number of Employees Review Total Wages
First Month: 1
Wages Summary . and Employee’s
[Total Wages: 57,726.00 ) Second Month: 2 o
Excess Wages: 50.00 Third Month: 1 individual wages.

Taxable Wages: $7,736.00 .
Edit Quarter allows you

PR to go back to the Tax
Tax Rate: 2.752 % Report Screen for the

S Ay T current quarter only.
Late Payment Penalty: 5$120.00

Total: 5332.89
Taxes Paid: Pending
Taxes Due: $212.89

SSN First Name M Last Name Wages Paid Hours
333445595 Jane R Doe S736.71

333333333 Jane Smith 57,000.00 520

Page 1 of 1 (2 ltems) | 20 Per Page @

Make a Payment

Report Summary
Enter the amaunts you are paying below, and then choose your payment option,

Accaunt Humber Ernployer Hame Paymnent Amaunt Amount Due*
SRR BEC Inc. 5 G, 407,21
* Balance includes previow quarters, penslties, Tines and interest. Total Due: $4.697.21

Impertant Update: Effoctive $5160/2012 you many need to provide the Payrmant Amaunt: 30.00
Tollarwing new inforrmation to your bank:  Originater S9775071990 idaho. gov
Sarme banks reguire authorization 0o honar e-checks.,

Cheose Payment Type

[ Pay Oriine | Print Payment Voucher |

Pay cnling with a credit card or eCheck, Print cut a payment voucher to Include when malling your payment,

Hote: There are no processing fees for eChecks, and there 15 & 3%
processing fee for credit card payments. There 14 a minimom payrent of
55.00 for all online payrments.
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Payment Options. 1) Electronic Check; 2) Credit Card; 3) U.S. Mail.

If you are already on the Make a Payment screen, skip the information in the box below:

Log into the Employer Portal and access your home screen.

*If you are a user with multiple accounts, select the employer prior to continuing.

Ul Tax Reporting
and Payments

Click the Ul Tax Reporting and Payments tile to access the Employer Online Report

tool.

Reporting Summary screen will appear. See image below.

012

Next =

Home  Employer Portal  Help  Log Out
Reporting Summary
COMPANY NAME

Account Number: OO0 Phone Number: 1235, 4thst,
Federal EIN:  XXXOUXXX Address:  city, State 2IP

Below are tax quarters you have reported. You can click on a quarter to view additional details. Next Steps
Year - Total Taxable Computed Tax Taxes Report Report Next Quarter
Quarter Wages. Wages Taxes Rate Paid Status Continue reporting tax quarter information.
4-2014
32014 Make &
Make a payment online or print a payment voucher to
2-2014 mail in.
1- 2014
4-2013 Edit Employer Information
32013 Update the phone, address, and other employer
information.
2-213
1-2013 Return to the Employer Portal Homepage
4-2012 1Go to the Employer Portal to manage your sign in
3

Current Status: Active
Current Balance: 50.00 @
Available Quarters/Rate: | T - T

information and more.

Page[1 | of 26 ens) | [10 | Per Page @

Click Make a Payment locateg/on the right hand side of the page.

Next Steps

Report Next Quarter
Continue reporting t

Make a Payment

mail in.

Make & payment online or print a payment voucher to

rter information.

Idaho Department of Labor
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Options 1 and 2. Pay Online

For instructions on paying by U.S. mail, go to page 17.

Make a Payment

Report Summary

Account Number Employer Name

0000000000 General Employer

* Balance includes previous quarters, penalties, fines and interest.
Important Update: Effective 9/16/2012 you many need to provide the

following new information to your bank: Originator #9775071990 idaho.gov
Some banks require authorization to honor e-checks.

Choose Payment Type
Pay online with a credit card or eCheck.
Note: There are no processing fees for eChecks, and there is a 3%

processing fee for credit card payments. There is a minimum payment of
$5.00 for all online payments.

Enter the amounts you are paying below, and then choose your payment option.

Payment Amount Amount Due*

— 33289

Total Due: $332.89
Payment Amount: $0.00

Print Payment VVoucher

Print out a payment voucher to include when mailing your payment.

Enter exact amount of your payment in the Payment Amount box.

Select Pay Online to make payment by eCheck or credit card.
0 eCheck is an electronic check similar to writing a check - minimum payment is $5;

no processing fee.

0 Credit card - minimum payment is $5; a 3% processing fee will be added to your total.

Pay Online screen will appear (see below). You are now working with a secure, third-party service.

Select Electronic Check or Credit Card from the drop-down selector under Payment Type.

Payment

Payment Type

Customer Information

Payment Info

Transaction Summary

Electronic Check

Laber Unemployment Insurance  §8.51

option instructions
start on page 13.

Idaho.gov price $9.51

Need Help?

Credit Card option
instructions start on
page 15.

Idaho Department of Labor 4/1/2015 - CT/P/UI/EP
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Electronic Check Payment Option (no processing fee)

e Select Electronic Check from the dropdown menu.

o If the payment IS being funded specifically by a FOREIGN source (bank or company), check
the box; an international ACH is needed.

e (Click Next button.

Payment

Payment Type

| Selectif this payment IS being funded specifically by 2 FOREIGN source (bank or cempany), an

International ACH Transacticn [“IAT")

Customer Information

Payment Info

Complete the Customer Information screen and click the Next button. Fields marked with * are
required.

Customer Information

Complsts all requirsd fislds [

First Name * Last Name *
Address ™
Address 2
City * State *
N/A - Not Applicable E

ZIF/Postal Code *

Phone ™ Email @

Payment Info

Idaho Department of Labor 4/1/2015 - CT/P/UI/EP



Complete the Payment Info screen. You will need the following bank information:

* Account type: Checking or Savings
e Routing Number of bank (9 digits)

e Account Number (you are required to enter it twice for accuracy).

e Name on the Account.

Payment Info

Account Type *
Select an Account M

Reuting Number *

Account Number ®

Namne on Account ™

Cefzult Fayment Date

03/24/2018

Complats all required fislds [ ]

| n2sasers |
Routing Number

[o1234587880]
Account Numiber

Re-enter Account Number ™

Alternate Payment Date @@
i

Payments are automatically
dated the most current
business day.

If you choose an Alternate
Payment Date it must be a
valid future business day - no
holidays or weekends.

Read terms and condition, check the Yes box then click the green Submit Payment button. Fields

marked with * are required.

Payment Info

Electronic Check

Checking ***3728

Terms and Conditions

Op

=0

Name on Account

en a new

this authcrizaticn for your recerds.
By checking Y

Yes® and opting to pay by

speciiied above and stipulate tc all
1. | am the legal cwner cr have power of 285,
specified above to be ugad ent

2. Suchbs

im ddobis

Yes, | authcrize this transacticn. Flease print

tis cpen, validly issued,

1a
t this

2laticn te the bank account

in geod standing and able to acce

Submit Payment

You must click the Yes box to
accept the Terms and
Conditions before you click
Submit Payment to continue
the process.

YOU MUST RECEIVE A CONFIRMATION NUMBER BY EMAIL TO ENSURE YOUR TRANSACTION IS COMPLETE!

Idaho Department of Labor
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Credit Card Payment Option ($5 minimum payment and 3% processing fee.)

e Select Credit Card from the drop down box.
o Click Next button.

Payment
Payment Type

Payment Type *

[ Credit Card ] -]

Customer Information

Payment Info

Complete the Customer Information screen and click the Next button. Fields marked with * are
required.

Customer Information

Complsts all required fisids [~ ]
Country

United States !:

First Name *

Last Name
Address *
Address 2

City * State *

N/4 - Not Applicable v]

ZIF/Postal Code ™

Phene * Email @

Next

Payment Info

Idaho Department of Labor 4/1/2015 - CT/P/UI/EP



Complete the credit card Payment Info screen. Click Next button.

Payment Info

Credit Card Number *

Expiraticn Month *

Marme on Gradit Card ®

Complsts all reguirsd fisids [~ ]
Credit Card Type *

s}

Review the credit card payment information. When complete, click the Submit Payment button.

United States

Payment Info

Credit Card
S BRET

Exp. 022021

Payment
Payment Type v
Credit Card
Customer Information v
Address Pheone
Country Email Address

Name on Credit Card

Submit Payment

YOU MUST RECEIVE A CONFIRMATION NUMBER BY EMAIL TO ENSURE YOUR TRANSACTION IS COMPLETE!

Idaho Department of Labor
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Payment Option 3: Send payment via mail using a payment voucher.

On the Make a Payment screen, fill in exact payment amount and choose Print Payment Voucher.

Make a Payment

Report Summany
Enter the amounts you are paying below, and then choose your payment option,

Tollowing new inforrmation o your bank:  Originator 89775071990 idaho. gov
Soamee Banks reguire autharization to homsor e-checks,

Choose Payment Type

[ Pay Criine | e
Pay online with a credit card or eCheck, Print out a payment voucher to Include when malling your payment.

Heke: There are no processing fees for eChecks, and there 15 a 3%
processing fee for eredit card payments. There (4 a minimom payment of
55.00 for all online payments.

Account Humber Ernpleyer Hame Payrnent Amaount Amount Due*
Lt ABC Inc. 1. 13 332.89 S 332.89
* Balance includes praviow quarters, penaltbes, fines and intsrest. Tatal Due: $332.89
Important Update: Effective 95916/2012 you many necd to provide the Payrnent Amaunt: $332.89

This opens the Payment Voucher screen.

Report Summary

ldaho Department of Labor
Payment Voucher

To mail in a payment for your unemployment insurance tax filing, please send payment voucher page(s) along with payment to:

Cashier

Idaho Department of Labor
317 W Main St.

Boise, ID 83735-0610

Account Number Employer Name Year - Quarter* Payment Amount Amount Due**
OO, = XK ABC Inc. 2015-1 5332.89 $332.89
* Most recent liable gquarter on file. Total Due: $332.89

** Balance includes previous quarters, penalties, fines and interest.

Motice: The amount due listed above is accurate for payments mailed and postmarked by  XX/XX/XXXX

A print window will open. Select your printer and choose print to get a copy of the Payment
Voucher.

Include the Payment Voucher with your check when you mail your payment to the department.

Information about how to import wage files starts on page 18.

Idaho Department of Labor 4/1/2015 - CT/P/UI/EP
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Im

For

porting Employee Wages - Instructions

instructions on how to get to the Report Wages screen, see page 6.

Select Import Wage Reports.

Add all reportable wages below ol Import Wage Recordsl

Employee's SSN First Name M Last Name Wages Paid Hours** Action

S Add @

Account Number:

Import Wage Records

Report Wages| Import Help

General Emplover

000000000 (208) 000-0000

Phone Number: Current Status: Active

Federal EIN: 00-0000000 Address: PO BOX 0000 Current Balance Pending '@

BOISE ID 83735
Available Quarters: 1 - 2014 (Selected)

You can use al to import wage records for the selected employer and quarter above. Any records that do not match will be ignored.
Import File: [ Browse.. '@

The Import Help and import wage file takes you to Import Wage Records Help screen.

» Provides the following:
e Standard template format (see below this page).
e Professional Employer Organizations should download the PEQ template
e Details for Byte 100, Byte 128 (1S2S), Byte 275, and Tab or Comma
Separated (Export from QuickBooks, Excel, etc.)

Tab or comma separated (most common) details for each row.
Name Order Type Length Additional Details

EAN 1 Integer 1-10  Matching currently selected employer.

SSN 2 Integer 9 Duplicate 5SMs will be ignored.

Employer Name 3 String >0

Employee's First Name 4 String >0

Employee's Middle Initial 5 String 0-1

Employee's Last Name 6 String >0

Quarter 7 Integer 1 Matching currently selected quarter.

Year 8 Integer 4 Matching currently selected year.

Quarterly Wages 9 Decimal >0 ltems with 0 wages will be ignored.

Client's EAN 1 Integer 1-10 The PEO Client's EAN. Include only if you are a professional employer organization. '@
Note: When you are done, choose to save the file in tab or comma separated format before importing.]

v' Remember to save to the tab delimited or comma delimited format prior to importing the file!

Idaho Department of Labor 4/1/2015 - CT/P/UI/EP
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Standard Template (example) downloaded prior to saving.

EAN ‘ SSN (NO DASHES) | EMP Name | Emplee’s First Name‘ Employee's Middle In'rtial‘ Employee's Last Name | Quarter (1 piGiT) | Year (a piGits) | Quarterly Wages
'0000000000 223445555 General Employer Jane D Doe 3 2013 "736.71
'0000000000 223333233 General Employer Jane Smith "3 013 "7000.00
"0000000000 333554444 General Employer John Smith "3 013 o
"0000000000 233545555 General Employer John Doe 3 2013

Ensure all information is correct prior to uploading.

* Incorrect SSN formatting (with dashes) will not upload.

¢ Incorrect SSN with missing numbers will automatically insert leading zeroes to SSN.
¢ Incorrect quarters and years will error and will not upload.

e Zero wages will not upload.

Import Wage File. Click the Browse button.

You can use an import wage file to import wage records for the selected employer and quarter above. Any records that do not match will be ignored.
Import File: ([ Browse... )@
Import Wages

Go to your saved wages file location.

Organize ~ New folder =~ 9
. Favorites — Documents library ; bv  Eol
Arrange by: Folder ~
B Desktop Quarterly Wage Files
-~
Iy Downloads 2 Name Date modified Type
2w Recent Places
“h] Quarterly Wages File 7/9/2014 12:02 PM Microsoft Excel Co...
] Libraries e '
"L Documents
. Music
= Pictures
!,Videos
A CAmnntar ] |— 1l | ’
File name: Quarterly Wages File - lAII Files (*.*) VI
‘ Open H] l Cancel l

Select your wage file and then select Open.

Idaho Department of Labor 4/1/2015 - CT/P/UI/EP




Import Fi[e:l C:\Documents\Wage File | Browse. E_J'

Import Wages |

You can use an import wage file to import wage records for the selected employer and quarter above. Any records that do not match will be ignored.

Select Import Wages.

If error free, the program will take you to the Report Wages screen.

* Middle Initial - Optional.
** Quarterly Hours Worked - Optional.

Remove All ][Savelﬂ Finish Reporting Wages ] - SEIeCt FiniSh Reporting

Employee’s SSN First Name MI* Last Name Wages Paid Hours** Action

$ Add @
333-23-2333 Jane Smith S 7000.00 Remove
333-44-5595 Jane D Daoe S 736871 Remove

Page 1 of 1 (2 ltems) | 10 Per Page (2}

Total Wages: $7,736.71
Total Hours: 0

Wages when done.

If errors are contained within the import document, the Import Wage Records screen will appear

again.

Import Wage Records

Report Wages Import Help

* Select View Errors to review the potential errors (See Error Summary [1] screen and next

steps on page 21).

* Select Continue to go to the wage entry screen to review individual wages and manually
correct employees’ wages (see page 8 for details on entry).

* Select Import Again to go back to the Import Wage Screen (see page 18 for details).

Note: Some errors occured while importing your wage file.
Here is a summary of the results: @

Wage Records Imported: 0

Number of Errors: 4

Error Details

for easier viewing.

P Tou can save the file locally and open using Excel

Next Steps

Continue to your imported wage records to make modifications and
complete your filing.

Import Again
e-the-impast help to guide you on the correct format of a wage

file. Once you have fixed errors with your wage file, you can replace
your existing imported data.

Idaho Department of Labor
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Selecting View Errors will open a file download box.

File Download

Do you want to open or save this file?

MName: ErrorSummary.tst
Type: Text Document
From: test.labor.idaho.gov

Il Open H l Save ] [ Cancel

@

While files from the Internet can be useful. some files can potentially harm
your computer. If you do nottrustthe source, do not open or save this file.
What's the risk?

Select Open to view the errors in a text format, which will open the ErrorSummary[1] .

 EmeSummany(1] - Notepad

File ot Formal View Helg

P (HD DASHES) Employer Nase (mlr'!-,-or't. FAPST Nama Employes's Middle Indtial
rotSe lectedE anErrar [T TRA4E5555 General Employer Jane
motielectedE ank rear CHHOSCOCHMORHD 3133133333 Gengral Esployer Jari
motSe lec LedE anErrar CHRRCHCH RO 333554444 General Employer Jokm
motSelec tedEanE rror CHHORHOCHHORH 333545555 Genaral Esployer Sohin

Esployes's Last Name
D= 1 Wi

Smith
Smith
Do

1
1
1

013
014
14

[——

Quartar {1 -

Idaho Department of Labor

o0 Errors are noted at the column to the left of the screen.

Select Cancel to discontinue this process.

4/1/2015 - CT/P/UI/EP

Select Save to save the error report to your specified drive and location.
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Export from QuickBooks to Excel

In QuickBooks, go to the top menu bar, then:
1. Reports
2. Employees & Payroll
3. More Payroll Reports in Excel
4. Tax Form Worksheets

Payrell Summary by Tax Tiacking Type

Empieyee Time & {oms
Ermployee Sick & Vacation Hetory
Emplesee Disect Depost Listing
Tian Ferm Wiorkaheets

Hes! Cenfed Payroll Report
A00{k} Reports

Excel will open. A new screen will pop up and ask, “Which worksheet do you want to create?”

1. Choose State SUI Wage Listing.

2. Choose Last Quarter or change the dates to include the appropriate quarter.

3. Click Create Report.

QuickBooks Tax Waorksheets W —

— Which worksheet do you want to create?
 Annual 940  Annual W-2/w-3

¢ Annual 944  Annual 943 l ¥ State Wage Listing Il-

— Dates : .
Options / Settings
From | 7/1/2014
Last Year
This Month To | 9/30/2014

This Quarter
This Year
Custom
3.
[V Refresh from QuickBooks Cancel | Create Report

Idaho Department of Labor 4/1/2015 - CT/P/UI/EP

Excel may have Macros
disabled; click the <Enable
Macros> button prior to getting
the screen shown to your left.




Data will export to Excel. The report will include ID-Withholding, ID-Unemployment Company and ID-
Workforce Dev. Fund.

A B & D E [T F ] © H 1 J K ™ N o P
4 |ID ID - Unemployment Company SUI Company
5 [ID ID - Workforce Dev. Fund Company Paid Other Tax
0.00

6
7 ID - Withholding
8 [SSN Last Name _First Name _Street1 Street2 __City State_ZIP ISTT_Wagebase Tax _Hours Worked _Sick Vacation _Total
]
0 |
1
12

0.00 0.00 0.00 0.00 0.00 000 000
1
1 ID - yment Company
i IE= Last Name _First Name _Street1 Streel2 __ City State_ZIP ISTT_Wagebase Tex _Hours Worked _Sick Vacalion _Total
1
1 4
b
1

0.00 0.00 0.00 000 0.00 000 0.00)
21 |ID - Workforce Dev. Fund
P2 [SSN Last Name _First Name _Street1 Street2 __City State_ZIP ISTT_Wagebase Tax _Hours Worked _Sick Vacalion _Total
p3
B4
ps
£6

0.00 0.00 0.00 0.00 0.00 000 0.00

The only section needed for the Idaho Department of Labor is ID-Unemployment Company. Gross
wages will be listed in the ISTT column. The employer may delete the extraneous information (e.g.
ID-Withholding, and the address and Hours Worked columns) so that only necessary information
remains (e.g. SSN, Last Name, First Name, ISTT).

A B C D

1 State Wage List
2 1D - Unemployment Company

3 | 55N Last Name First Mame ISTT

4

]

G

7

0.00
EAN ‘SSN (NO DASHES) | EMP Name Emplee’s First Name | Employee’s Middle Initial | Employee’s Last Name | Quarter (1 DiGIT) | Year (4 piiTs) | Quarterly Wages

'0000000000 333445555 General Employer Jane D Doe 3 2013 "736.71
"0000000000 223333233 General Employer Jane Smith "3 %013 "7000.00
'0000000000 333554444 General Employer John Smith " 013 o
'0000000000 333545555 General Employer John Doe " 2013

Instructions about how to view unemployment benefit charges starts on page 24.

Idaho Department of Labor 4/1/2015 - CT/P/UI/EP



View Unemployment Benefit Charges
Log into the Employer Portal to access your home screen.

Select the Ul Benefit Claims tile.

» Home

Add or Select Secure Messaging Ul Tax Reporting
Employer and Payments

)

Addresses and Administrator

Contacts

22e

New Hire
Reporting

4

SIDES &
E-Response

Idaho Department of Labor 4/1/2015 - CT/P/UI/EP
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This opens the Unemployment Benefits Charges screen.

You can choose to view Current Quarter, Charges Used in Current Year’s Tax Calculation or a Quarter

Range. /

» Home » Unemployment Benefits Charges

EELGildeGEl:Co0  Electronically Respond to Claim Separation Notifications | Report Employee Separation

Unemployment Benefits Charges {
G) Current Quarter \

This is a listing of benefit payments and adjustments attributable to your unemployment (O Charges in Fiscal Year Ending June 30, 2014
insurance account. A claimant's benefits are based on wages earned from all of his or her (Experience Rated Employers)

employers during a fixed period of time. If you are an experience rated employer, the (O Quarter Range

charges shown may include charges distributed to you from a predecessor. If so, the

predecessor's employer account number will be shown. Contact us if you have questions Beginning Year/Quarter: (yyyy/q)
about your benefit charges. Ending Year/Quarter: (yyyy/q)
If charges are modified after the quarter ending date, the appropriate credit or additional

charge will appear in the quarter on which the modification occurred. \ m )

Print | Excel
Social Security Number Claim Effective Date # Predecessor EAN #

No data available in table

Show entries Showing 0 to 0 of 0 entries Search:| ‘
Previous Next

Specific qaurter screen pictured below:

Lcsc

Statement 2013 Quarter 2

The specific quarter statement

Claim Effectve Date shows individual’s benefit
b o charges applied to your account
| s 162013 o
PN NN 3572073 o during the quarter.
P e 3302013 2
P N 2502072 o
] I 12/30/2012 il
] . 222012 o1
[ ] . 1222012 21
Show entries Showang 1 to B of 8 entries

Previous Mext

Quarter Total: SERR
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