How to Use California State Reporting in Payroll Mate

Note: In order to use this feature you must purchase and enable Payroll Mate Option #5
(State Reporting)

Make sure you have the correct Company open inside Payroll Mate

1. Inside Payroll Mate Software, Click Forms from Shortcuts

2. Click State Reporting

"[3 California Company - Payroll Mate (2018
i Ele Edt Tools Help OrderChecks andSupplies

Forms

\Wage and Tax Statement Em

loyment (FUT, (e I T 1

Annual Fed. Tax Return for Agricultural Employees

State Reporting

Forms are periodicalNyupdated throughout the year.

If the form you are looking at is notu ed, it will be updated before its due date.

Make sure you always keepRayroll Mate up to date.

Click Forms |1 Click State | 2
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State Tax Reporting Wizard will open

3. Click Next
L ‘
State Tax Reporting Wizard
This wizard will guide you through the process of state tax(s) reporting.
To continue, please click "Next”.
Click Next
Cancel ” Next > ||
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4. Select California as the Reporting State

e
State Tax Reporting Wizard
Select California | 4
Reporting State: Califomia
{Select the state for w "““ia ding. Unemployment, or Disability Insurance)
[l your state isn't liste: Ili::ui: t's not currently supported by Payroll Mate]
Mew York
Texas
Reporting Period:  Second Quarter -
Reported Taxc CA DE 8C (Withholding Income Tax & Unemployment Insurance) -~
[Specify the type of tax you want to report)
Cancel || <Back || Nem> || e
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5. Select the correct Reporting Period Quarter

|
State Tax Reporting Wizard
Reporting State: Califormia S
[Select the state for which you are reporting Income Tax Withholding, Unemployment, or Disability Insurance)
[If your state isn't listed in the “Reporting State” list above. then it's not currently supported by Payroll Mate]
Reporting Period: | Second Guarter = — Select Quarter
First Quarter
Second Quarter
Third Quarter
Reported Tax Fourth Quarter e Tax & Unemployment Insurance) ~
[Specify the type of tax you want to report)
Cancel || <Back || New> || e
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Payroll Mate offers 3 types of California reports
*CA DE 9C (Withholding Income Tax & Unemployment Insurance), *CA DE 9 and
*California Unemployment Insurance

* CA DE 9C (Withholding Income Tax & Unemployment Insurance)
6. Select CA DE 9C (Withholding Income Tax & Unemployment Insurance)

7. Click Next

State Tax Reporting Wizard

Reporting State: Calfomia i

[Select the state for which you are reporting Income Tax Withholding, Unemployment, or Disability Insurance)
[if your state isn't listed in the "Reporting State” list above, then it's not currently supported by Payroll Mate]

4

Reporting Period:  First Quarter

Select CA DE 9C

/

Reported Tax: CA DE 8C (Withholding Income Tax & Unemployment Insurance)  off
(=R PR R oW CA DE SC (Withholding Income Tax & Unemployment Insurance) |
A0E S

Calformia Unemployment Insurance

Click Next | 7

Cancel || < Back | Mext = ” Close
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Payroll Mate offers 3 options for reporting California DE 9C information
*California State Form (DE 9C) - printed on blank paper, *California Income Tax Withholding
Generic Report, or *Electronic Filing

*California State Form (DE 9C) - printed on blank paper
8. Select California State Form (DE 9C)

9. Click Next

State Tax Reporting Wizard

Select California State
Form DE SC

@ California State Form ( DE 9C )
WE print the state form on blank paper. YOU send it o the state

‘with this option Payrell Mate will generate the state form on blank paper.

_ Califorma Income Tax Withholding Genenc Report
WE provide the data, YOU prepare the form

\with this option Payroll Mate will generate a report that lists the total taxable wages, total tax withheld, and the list of employees
along with their income tax withholding. You can then use this report to manually prepare the Quarterly Withholding Income Tax
Return either on paper or by filing online through the state’s website.

' Electronic Filing
WE generate an electromic file, YOU send it to the stale

This method can be used to generate a CSV file that can be sent to the state wia the Intemnet. CI - k N t 9
[Please remember to fill review the “Wage Plan Code” for each employee on the next page) IC ex

Cancel || < Back || MNext > ||
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10. Select the employees to include in the report

11. Click Next
[ ==
State Tax Reporting Wizard
poring Select Employees | 10
From the list below please select the employee(s) you would like to include in thyffreport.
You can edit the information being reported for a certain employee by first sel#ting that employee and then clicking the
“Edit Employee” button.
Full Name SSNumber | Ul Totzl Wages | WH Taxable \Wages | WH Tax Edit Employee
» [¥ Jason Smith hE5-65-6556  1060.00 100,00 4334
Check &l
Amounts
are for:
1st Quarter
2018
Click Next | 11
| Cancel < Back Mext > I |
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12. Click to Preview or Print the California State Form (DE 9C) form

=

%
State Tax Reporting Wizard
Preview Form ‘ ‘ Print Form
Click Preview or Print | 12
Cancel || ¢ Back || Next > || Close
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1

1

1

2a. Select DE 9C options as applicable
2b. Click OK

3. Click Close

a

=]
State Tax Reporting Wizard
Select Options | 12a
[ California DEGC Options o
Previd [Check all that apply:
Exemption Status
7] Religious
[ Sole Stockholder [7] Third Party Sick Pay
| Reporting Voluntary Plan DI wages
["] No Payroll o
Click OK | 12b
[k “IT{I
Click Close | 13
=l \W‘ o |
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*California Income Tax Withholding Generic Report
14. Select California Income Tax Withholding Generic Report

15. Click Next

State Tax Reporting Wizard

Select California Income Tax

Withholding Generic Report 14

1 California State Form (DE 9C )
WE print the state form on blank paper, YOU send it to the state

\with this option Payrall Mate will generate the state form on blank paper.

@ California Income Tax Withholding Generic Report !
WE provide the data, YOU prepare the form
With this option Payroll Mate will generate a report that lists the total taxable wages, total tax withheld, and the list of employees

along with their income tax withholding. You can then use this report to manually prepare the Quarterly \Withholding Income Tax
Return either on paper or by filing online through the state’s website.

) Electronic Filing
WE generate an electronic file, YOU send it to the state

This method can be used to generate a CSV file that can be sent to the state via the Internet.
(Please remember to filllreview the “Wage Plan Code” for each employee on the next page) CI ICk N EXt 15
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16. Select employees to include in this report

17. Click Next
= = =
State Tax Reporting Wizard
porting Select Employees | 16
From the list below please select the employes(s) you would like to include in thyfreport.
You can edit the information being reported for a certain employes by first sej@€ting that employee and then clicking the
“Edit Employee™ buiton.
Full Name SSNumber | Ul Total Wages | WH Taxable Wages | WH Tax Edit Employee
» | [¥ Jzson Smith hEh-65-6556  1060.00 106000 4334
Check All
Uncheck All
Amounts
are for:
1st Quarter
2018
L} 1 3

Click Next | 17

Cancel < Back Next > I |
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18. Click to Preview or Print the California Income Tax Withholding Generic Report

19. Click Close

=

State Tax Reporting Wizard Click Preview or Print | 18

Summary Details 1

Number of employees reported in the quarter: 1 ‘ Preview full details
Total Taxable Wages: 1060.00

Total Tax: 4334 ‘ Print full details
Amount Due; 4334

Click Close | 19
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*Electronic Filing
20. Select Electronic Filing

21. Click Next

State Tax Reporting Wizard

(1 California State Form ( DE9C)
WE print the state form on blank paper. YOU send it to the state

\With this option Payroll Mate will generate the state form on blank paper.

() California Income Tax Withholding Generic Report
WE provide the data. YOU prepare the form

‘with this option Payroll Mate will generate a report that lists the to
Return either on paper or by filing online through the state’s websi

along with their income tax withholding. You can then use this rep: Select Electronic Flllng 20 V‘Fﬁ

@ Electronic Filing /

WE generate an electronic file. YOU send it to the stale

This method can be used to generate a CSVY file that can be sent to the state via the Internet.
[Please remember to fill review the “Wage Plan Code™ for each employee on the next page)

Click Next

| Cancel || < Back | MNext = || Close
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22. Select employees to include in the report

State Tax Reporting Wizard Select Employees

From the list below please select the employes(s) you would like to include |

You can edit the information being reported for a certain employes by fi
"Edit Employee” button.

22

ecting that employee and then clicking the

SSNumber
hb5-65-6556

Full Name
» | I¥ Jazson Smith

| Ul Tetal Wages | WH Taxable Wages | WH Tax
1060.00 1060.00 4334

o n

Edit Employee

Amounts
are for:

1st Quarter

2018

< Back ||

Cancel | |

Mext = ||
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If any selected employees do not have the Wage Plan Code completed you will receive a notice

22a. Click OK

Notice if you include employees with
the Wage Plan Code not completed

[

-
Attention

i lk Please make sure to fill the "Wage Plan Code” value for all employees.

Click OK | 22a

22b. Select Employee

22c. Click Edit Employee

|
State Tax Reporting Wizard
Select Employee | 22b Click Edit Employee | 22¢
From the list below please select the empl ) you would hke this report.
You can edit the information being repol for a certain employes by first selecting that employee and then Mcking the
“Edit Employee” button.
| Full Name | SSNumber | Ul Total Wages | WH Taxable Wages | WH Tax Edit Employee
» | [¥  Jason Smith BE5-65-6556 1060.00 1060.00 4334
Check All
Uncheck All
Amounts
are for:
1st Quarter
2018
4 (11} k
Cancel || <Back || Nea> || e
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22d. Checkmark box to Include Employee in Current State Reporting

22e. Enter Wage Plan Code
For assistance with the Wage Plan Code refer to the EDD State of CA
http://www.edd.ca.gov/pdf pub ctr/de231wpc.pdf

22f. Click OK
Edit Employee )
First Name Jason] J
Middle Initia ]
Last Name |Sn'|'rth ]

Social security number: 565-65-6556
B
Insurance Total Wages

Quarterly Withholding Taxable
\Wages

Quarterly Withholding Tax

Checkmark | 22d Enter Wage Plan Code | 22e

Include Employes in Current State Reporting Wage Plan Code
Mustbe &, J.L.P.R. S, or U

A |

OK <gelmiommeett==Click OK
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23. Click Next

[ o
State Tax Reporting Wizard
From the list below please select the employes(s) you would like to include in this report.
You can edit the information being reported for a certain employee by first selecting that employee and then clicking the
“Edit Employee™ button,
| Full Name | SSMNumber | Ul Total Wages | WH Taxable \Wages | WH Tax Edit Employee
» | [¥ Jzson Smith b65-65-6556  1060.00 1060.00 4334 1
Check All
IUncheck All
Amounts
are for:
1st Quarter
2018
o 1 2
Click Next | 23
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24. Click Browse

=

(3
State Tax Reporting Wizard
Click Browse | 24
Please specify the path for the output delimited text file (CSV file)
Browse..
Cancel || <Back |[[ Nea> || e
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25. Select location to save file

26. Enter File Name for the electronic file

27. Click Save

-

Select location to save file | 25 .
OC)vl- Desktop » 1 | earch Desktop o
Organize New folder = @
3 Favorites A (5 Libraries RBS T
Bl Desktop I Systemn Folder & System Folder
@ Downloads )
11 Recent Places ! k.‘l Computer @f Network
& OneDrive ==Sa| System Folder . | System Folder L
—— o ! AE Tutorial - Works in Progress . | Angela Backups
L l File folder {lL Filefolder
B Documents =
J’ Music | Angie's Company | Ernailer SMTP M
le=| Pictures P | File folder l I File folder
H videos T
}L Network Rollover | Stuff from desktop
- Computer | File folder [ I File folder
& windows (C)  ~ Tucbnsinl lnlon m Google %
File name: CA Elec File example| N
Save as type: [CS\" (Con*a delimited) (*.c5v) vl
|
+ hiderolaers N@me file | 26 Click Save | 27 fe————p"cve | [ concel |
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28. Click Next

=

|
State Tax Reporting Wizard
Please specify the path for the output delimited text file (CSV file)
C-\Users\RES\Desktop“CA Elec File example csv I i Browse.. ]

Payroll Mate® www.PayrollMate.com

Click Next

Cancel ||

< Back | MNext > || Close

info@realtaxtools.com
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The electronic file has now been created and saved

29. Click Close

.
||
State Tax Reporting Wizard
Your file has been successfully generated and saved to the path below:
Cisers\RBS'\Deskiop \CA Bec File example csv Browse Folder

Please do not forget fo send the generated file to the state by following the instructions below

To use these electronic reporting options, you must be enrolled
fo use the EDD’s e-Services for Business.

s

Part One: Enrollment Process:

To enroll to use e-Services for Business, follow the steps below:

1. Start at the EDD website at www.edd.ca.gov.

2. Select e-Services for Business Information link under the Payroll Taxes tab. -

Click Close | 29

[ Concel || <Bock ||\cm |

To use the electronic reporting option you must be enrolled to use the California Employment
Development Department (EDD) e-Services for Business.

Part One: Enrollment Process:

To enroll to use e-Services for Business, follow the steps below:

1. Start at the EDD website at www.edd.ca.gov

2. Select e-Services for Business Information link under the Payroll Taxes tab.
3. Select e-Services for Business Login link under Getting Started section.

4. Select Enroll for a username and password link and follow the prompts.

After you have established a username and password, you will heed to complete a one-time
authorization process to use e-Services for Business.
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To register as an Employer or an Agent, follow the steps below:

1. After logging into e-Services for Business, select Registration Type link.

2. From a drop-down menu, select the Type of Enrollment (Employer or Agent/Employer
Representative) and follow the prompts.

3. Complete Account Information and select the Submit button.

In order to add access to an account(s), follow the steps below:

1. After logging into e-Services for Business, select Add Access to Another Account link under
I Want To menu on left-hand side.

2. From a drop-down menu, select Account Type and select the Search button.

3. Complete Authorization Questions and select the Search button.

4. Select the Submit button to add access to account.

5. Print or select the OK button.

If you have any difficulty with any portion of the enrollment process, you may contact the CA
Taxpayer Assistance Center at 855-866-2657. Once the username and password have been
established, you can use the e-Services for Business applications to manage your account, file
reports/returns, and pay taxes.

Part Two: Uploading the Electronic File:

File a Return (Import a CSV File)

To use the File a Return option:
. Start at the e-Services for Business Web page.
. Select the e-Services for Business Login link.
. Enter your username and password and select the Login button.
. Under My Accounts or Other Accounts, select the Account ID link that you are reporting for.
. Select the File a Return option under “l Want To...” menu on the left-hand side.
. Select Period.
. Select Wage Report for your return type.
Step 1: Select | Have Payroll to Report or No Payroll to Report.
If you selected | Have Payroll to Report continue with Step 2.
If you selected No Payroll to Report continue to Step 9.
Step 2: Select Import File link to import information from a CSV to populate the fields.
8. Enter Number of Employees for each month.
9. Select the Submit button to file the completed DE 9C.
10. Select OK on the dialogue box.
11. Print or make a note of confirmation number.

Noubh WwWwN PR
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*CADE9

30. Select CADE 9

31. Click Next
|
State Tax Reporting Wizard
Reporting State: Calfomnia =
[Select the state for which you are reporting Income Tax Withholding., Unemployment, or Disability Insurance)
[if vour state isn't listed in the "Reporting State” list above, then it's not currently supported by Payroll Mate]
Reporting Period:  First Quarter - Select CADE9 | 30
Reported Tax:
(Specify the type of ta
Click Next | 31
Cancel || < Back Next = || Close
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32. Select California State Form (DE 9) - printed on blank paper

33. Click Next

=

State Tax Reporting Wizard

@ California State Form ( DE9)
WE print the state form on blank paper, YOU send it to the stale

\with this option Payroll Mate will generate the state form on blank paper.

Select California State Form DE9 | 32

Click Next | 33
Cancel | | < Back Next > I |
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34. Select employees to include in this report

35. Click Next

State Tax Reporting Wizard

"Edit Employee” button.

Select Employees

From the list below please select the employee(s) you would like to include in
You can edit the information being reported for a certain employee by first se

eport.

34

ng that employee and then clicking the

Full Name SSNumber
» ¥ Jason Smith

| Ul Tetal \Wages | WH Taxable Wages | WH Tax

565-65-6556  1060.00

1060.00

4334

4 [}

Edit Employee

Check All

Uncheck All

il

Amounts
are for:

1st Quarter

2018

Click Next | 35

Cancel

< Back

MNext > ||

Payroll Mate® www.PayrollMate.com
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36. Click to Preview or Print the CA DE 9 form

State Tax Reporting Wizard
Preview Form ‘ ‘ Print Form
Click Preview or Print | 36
Cancel || = Back ” Next || Close
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36a. Complete DE9 Options as applicable
36b. Click OK

37. Click Close

>

—

State Tax Reporting Wizard

Complete DE 9 Options | 36a
California DE 9 Options 2]
Check all that apply:

[] No Wages Paid This Quarter

[] Out of Business

OutofBusinessDate | | MMDDYYYY

Employment Training Tax (ETT) %

Contributions and withholdings paid for the quarter

[ ok || cancel

t

Click OK | 36b Click Close | 37

Cancel H < Back “ \Close |
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*California Unemployment Insurance
38. Select California Unemployment Insurance

39. Click Next

State Tax Reporting Wizard

Reporting State: Califomia =

Select California

Reported Tax: CADES
(Specify the type of tas CA DE 9C (Withholding Income Tax & Unemplg
5 DE 5

| Calfomia Unemployment Insurance

Click Next

Reporting Period:  First Quarter v Unemployment Insurance

(Select the state for which you are reporting Income Tax Withholding, Unemployment, or Disability Insurance)
[if your state isn't listed in the "Reporting State” list above, then it's not currently supporied by Payroll Mate]

38

39

Cancel || <Back

Mext = || Close
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40. Select California Unemployment Insurance Generic Report

41. Click Next

State Tax Reporting Wizard

Select California Unemployment
Insurance Generic Report

@ California Unemployment Insurance Genenc Report /
WE provide the data, YOU prepare the form

With this option Payroll Mate will generate a report that lists the total wages. total taxable wages, and the list of employees along
with their wages. You can then use this report to manually prepare the Quarterly Unemployment Insurance Report either on paper

or by filing online through the state’s website.

40

Click Next | 41
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42. Select employees to include in this report

43, Click Next

State Tax Reporting Wizard

"Edit Employee” button.

Select Employees

From the list below please select the employee(s) you would like to include in report.
You can edit the information being reported for a certain employee by first s

42

ting that employee and then clicking the

Full Name SSNumber | Ul Total Wages | WH Taxable Wages | WH Tax Edit Employee
» | [¥ Jason Smith 565-65-6556  1060.00 1060.00 4334
Check All
Uncheck All
Amounts
are for:
1st Quarter
2018
L | 11 r
Click Next ' 43
Cancel < Back Mext = I |
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44, Click to Preview or Print the California Unemployment Insurance form

45, Click Close

State Tax Reporting Wizard

Summary

Total Wages:

Taxable Wages:

Amount Due:

Payroll Mate® www.PayrollMate.com

Number of employees reported in the gquarter:

1560.00

1560.00

96.72

info@realtaxtools.com

Details

Preview full details ‘

Print full details ‘

/

Click Preview or Print | 44

Click Close | 45
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