How to Use lllinois 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

[l Tlinois Company - Payroll Mate (2018) = =]
i File Edit Tools Help OrderChecks and Supplies
W-2 1941
i
Wage and Tax Statement Emplover's Quarterly Federal Tax Return
e
Emplover's Annual Federal Unemployment (FUTA) Emplover's ANMUAL Federal Tax Return
- ! Lh ;
e
State Reporting Annual Fed. Tax Return for Agricultursl Emplovees
| — T S—
Checks Forms are periodical dated throughout the year.
Employees If the form you are looking at is not upd , it will be updated before its due date.
Forms Make sure you always keep Paygoll Mate up to date.
Reports
Company Click Forms |1 Click State | 2
1099 & Vendor
Tutorials
»
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State Tax Reporting Wizard will open

3. Click Next

State Tax Reporting Wizard

This wizard will guide you through the process of state tax(s) reporting.

To continue, please click "Nexdt™.

Click Next | 3

Cancel H Mext = H
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4. Select lllinois as the Reporting State

State Tax Reporting Wizard

Select lllinois | 4

Reporting State: |J||||rm

[Select the state for wt El::,lali_fgmia
[[f your state isn't listes ones

Mew York
Texas

ing, Unemployment, or Dizability Insurance)
t's not currently supported by Payroll Mate]

Reporting Penod:  Second Quarter -

Reported Tax: linois Unemployment Insurance
(Specify the type of tax you want to report)

Cancel || < Back ||

Mext = H
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5. Select the correct Reporting Period Quarter

State Tax Reporting Wizard

Reporting State: llinois -

(Select the state for which you are reporting Income Tax Withholding, Unemployment, or Disability Insurance)
[If vour state 1sn't listed in the "Reporting State” list above, then it's not currently supported by Payroll Mate]

Reporting Period: | Second Guarter vF SE|E'Ct Quarter 5
First Qluarter

Second Cluarter
Third Quarter
Reported Tax: Fourth Quarter rance v
(Specify the type of tax you want to report)
Cancel H < Back || Mext = H Cloze
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Payroll Mate offers 2 types of Illinois reports
*[llinois Unemployment Insurance and *1llinois Withholding Income Tax

*Illinois Unemployment Insurance
6. Select lllinois Unemployment Insurance

7. Click Next
State Tax Reporting Wizard
Reporting State: llinois h
(Select the state for which you are reporting Income Tax Withholding, Unemployment, or Disability Insurance)
[If wour state isn't listed in the "Reporting State” list above, then it's not currently supported by Payroll Mate]
Select lllinois c
Unemployment Insurance

Reporting Penod:  Second Quarter Z

Reported Tax llingis Unemployment Insurance -
=R =R v =y ke llinois Unemployment Insurance
incis Withholding Income Tazx |

Click Next | 7

Cancel || < Back Mext = H
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Payroll Mate offers 3 options for reporting lllinois Unemployment Insurance information
*Paperless Filing, *Illinois Unemployment Insurance Generic Report, or *Export
Unemployment Insurance Listing into Delimited Text File (CSV)(for monthly reporting)

*Paperless Filing
8. Select Paperless Filing

9. Click Next

State Tax Reporting Vizard Select Paperless Filing | 8

Payraoll Mate offers different methods of reporting lllincis Unemployment Insuran ease select the method that fits your needs:

@ Paperless Filing (ICESA) &~
WE generate an electronic file, YOU send it to the state

Thi= method can be used to generate a specially formatted file (ICESA format) that can be sent to the state either by disc or via
the Internet. The generated file includes all the information needed for unemployment reporting.

1 Iinoiz Unemployment Insurance Generic Report
WE provide the data, YOU prepare the form

‘wiith thi= option Payroll Mate will generate a report that lizts the total wages, totsl 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 wehsite.

") Export Unemployment Insurance Listing into Delimited Text File (CSV)
WE generate an electronic file, YOU send it to the state (U=se for lllinois IDES Blectronic Monthly \Wage Reporting)

Thi= method can be used to generate a TSV text file that contains a list of employes names, social security numbers, total wages
and taxable wages. This file can then be imported by a software utility, provided by the state, in order to create the guarterly forms
or submit the data electronically online. Such a software utility 1= usual e state and can either run on

your machine or online. Cli{:k Next | 9

| Cancel H < Back Mext > ||
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10. Enter Values as needed

11. Click Next

State Tax Reporting Wizard

Enter Values | 10

Flease enter the value(s) below:

Interest Due (if any)

Penalty Due (if any)

Previous Quarter(s) Underpayment (if any)

Previous Cverpayment (if any)

Document Control Number

Click Next | 11

(71 Reimbursable employer

Employer Type i
(@ Taxable employer

Cancel H < Back || Mext = ||
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12. Select the employees to include in the electronic file

13. Click Next

State Tax Reporting Wizard

From the list below please select the employee(s) you would like to include in this r

ou can edit the information being reported for a certain employes by first sel
"Edit Employes™ button.

Select employees

hat employee and then clicking the

Full Name SSMumber | Total Wages Taxable \Wages = | | Edit Employee

» | ¥ Sally Tester 999-99-9999 1551.25 1561.25

V¥ Samuel Sample 111-22-3333  1750.00 1750.00

¥V Start SSample 123-22-3333  1944.00 194400

¥ Tommy Tester 998-99-9999 1538.46 1538.46

¥ Beth Berry 321-56-9874 99525 995,25

[V Betty Banana 474-47-4774  1036.00 1036.00 =

¥ Gilbert Grape 525-55-5552  1245.00 1245,00

V¥ Jenny Jumper 898-99-3299 800.00 800.00

¥ Kim Lemon 123123123 640.00 640.00 Amounts

¥ Larry Ruby 456-98-9874 1307.64 1307.64 are for:

¥ Leslie North 444-44-8444  2198.48 2198.48 3

¥ Sidney Smile 383-33-8888 700,00 700.00 2nd Quarter

[V Dark Vader 999-78-3999 1923.08 1923.08

¥ \Wendy Mountain £20-20-2018 152000 1520.00 2018

[V Mark Marker 512-47-3999  2490.00 2490.00

[V Brian Brown 121-22-1212  1376.00 1376.00 -

Click Next | 13
Cancel < Back Net> ||
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14. Enter Transmitter Information

15. Click Browse

State Tax Reporting Wizard

Enter Transmitter Info | 14

Payroll Mate needs the information below in order to proceed with generating the magngftic/electronic file

Transmitter Info (same as company info if transmitting for your own compary)

Transmitter Name |IIIinois Company| | Contact Name |0HiCE Staft |
Federal EIN |51'3'7"'E;5'455"'I | Telephone Numbsr |l—-'"ﬂ‘3]' 5506376 |

Address |'E’ﬂ‘45 Madison Ave | Extension I:I

City |Chicago |

State llinis -

Zip Code |60505 |

Click Browse | 15

Please specify the path for the cutput magnetic/electranic file
Browse.. ]

Cancel H < Back || Meut = H Clese |
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16. Select the location to save the created electronic file

Note: Payroll Mate will automatically create and name the file (example L1221122.182).
The file names must be in this format to be valid for electronic upload.

17. Click Save
Save As . .
Select location to save file | 16
{ puvl- Desktop » s bp yel
Organize ~ New folder B - @
W Favorites [ Libraries RBS P
Bl Desktop U | System Folder & Systern Folder
& Downloads th 2
“El Recent Places . | Computer | Network
& OneDrive == ,-I System Folder | Systern Folder
= Acrobat Reader DC Google Chrome
- Libraries Shorteut @  shortcut
@ D 2.02 KB 215KB
ocuments
J} Music Muazilla Firefox Norton Security
Pict Shortcut Shortcut
[l Pictures | 041 bytes # 220 KB
E Videos .
""" i 4 MNotepad++ QuickBooks Pro 2015
tf Shortcut Shortcut
1% Computer Bl 101 KB 2.08 KB
& Windows (C) o |l Visual Studio Code ot mrreet e o -
| File name: FEINDRNTH | -
Save as type: I ‘. v]
| |
; Click Save | 17
« Hide Folders File Name *P‘ Save | ’ Cancel ]
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18. Click Next

State Tax Reporting Wizard

Payroll Mate nesds the information below in order to procesd with generating the magnetic/electronic file

Transmitter Info (same as compary info i transmitting for your own compary)

Transmitter Name |llinois Company | Contact Name ~ [Office Staff |
Federsl EIN  [38-7654664 | Telephone Number ((708) 590-6376 |

Address (6046 Madison Ave | Extension ]

City |Chi|:ago |

State linois -

Zip Code (60505 |

Flease specify the path for the output magnetic/electronic file
CMUsers\RBS\DesktoptL1221122.182 | | Browse.. |

Click Next | 18

| Cancel | < Bacl Mext = H Close ‘
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Your electronic file is now ready to be submitted to the lllinois Department of Employment
Security.

19. Click to Preview or Print the information included in the generated electronic file

20. Click Close

State Tax Reporting Wizard

Your file has been successfully generated and saved to the path below:

ChUsers"RES \Desktop ' L1221122 182 Browse Folder

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

Instructions

[ | »

How can [ submit this [CESA file to (IDES)?

You have two options:
a Directly through the Internet using TaxNet (recommended option)
b. Or by mailing the file on a disketie or CD

Filing Direcily throngh TaxNet . - .
< ; g Click to Preview or Print| 19
How can I start submitting the I[CESA file to IDES using TaxNet? l -
If you would like to see the information included in the generated
electronic file and/or keep a copy of the information for your records, : : : =
pleaze click on or:e of the buttons to the right: [ Preview Information ] [ Print Information ]
Click Close

| Cancel < Back ||WC|O&E
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Instructions to submit the ICESA file

You have two options to submit the ICESA file(s) to the lllinois Department of Employment
Security (IDES)

a. Directly through the Internet using TaxNet (recommended option)

b. Or by mailing the file on a diskette or CD

Filing Directly through TaxNet
The easiest way to submit the ICESA file to IDES using TaxNet is to contact TaxNet Customer
Service at the toll-free number 1-866-274-5697 to learn about UI340 File Upload option.

If you have already completed the TaxNet registration process and want to start uploading
ICESA files then you can follow this link for logging to your TaxNet account:
https://taxnet.ides.state.il.us/login/default.aspx

For additional information you can also refer to: lllinois TaxNet Registration Instructions
https://taxnet.ides.state.il.us/Login/Help/RegistrationInstructions.pdf

Mailing the file on a diskette or CD
The easiest way to get help on submitting ICESA files via diskette or CD to IDES is to call the
Magnetic Media Section in IDES Central Office at 312-793-6298 or 312-793-5478

Before attempting to submit ICESA file magnetically to IDES you should meet the following
requirements:
a. Signature: The employer must sign a Filing Agreement that IDES will have on file to serve
as the legal signature for the Contribution and Wage Report.
b. Test Media: Once the employer decides to report magnetically, a test diskette or CD
must be submitted to IDES. You can use an ICESA file generated by Payroll Mate, for this
state, in order to create the test media.

Once you have already met the above requirements, and you have the ICESA file successfully
created using Payroll Mate, you can copy the file on a diskette or CD, stick an external label on
it, and then mail it to IDES.

The label should contain the following information: Employer Name, State Account Number,
Reporting Period, Contact Person, Telephone Number, Number of Records

Shipping address for mailing the diskette or CD to IDES:
Illinois Department of Employment Security

Attn: Magnetic Media Unit

10th FLOOR

33 South State Street

Chicago, IL 60603

Payroll Mate® www.PayrollMate.com info@realtaxtools.com Page 13 of 35



http://www.payrollmate.com/
mailto:info@realtaxtools.com
https://taxnet.ides.state.il.us/login/default.aspx
https://taxnet.ides.state.il.us/Login/Help/RegistrationInstructions.pdf

*1llinois Unemployment Insurance Generic Report

21. Select lllinois Unemployment Insurance Generic Report

22. Click Next

State Tax Reporting Wizard

Payroll Mate offers different methods of reporting lllincis Unemployment Insurance. Please select the method that fits your needs:

) Paperless Filing (ICESA)
WE generate an electronic file, YOU send it to the stal SEIECt ”— Unemp|0‘p"ment

This method can be used to generate a specially formatted fil Insurance Generic Repﬂrt

the Internet. The generated file includes all the information ne /

@ linois Unemployment Insurance Genenic Report {
WE provide the data. YOU prepare the form

21

‘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. ou 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.

") Export Unemployment Insurance Lisfing into Delimited Text File (CSV)
WE generate an electronic file, YOU zend it to the state { Uze for lllinois IDES Bectromc Monthly Wage Reporting)

This method can be used to generate a CSY text file that contains a list of employee names, social secunty numbers, total wages

and taxable wages. This file can then be imported by a software utility, provided by the state, in arder to create the guarterly forms
or submit the data electronically online. Such a software utility is usually provided free of charge by the state and can either run on

your machine or online.
Click Next | 22

| Cancel H < Back | ext = ||
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23. Enter Values as needed

24. Click Next

State Tax Reporting Wizard

Enter Values | 23

Flease enter the value(s) below: V

Interest Due (if any)

Penalty Due (if any)

Previous Quarter(s) Underpayment (if any)

Previous Overpayment (if any)

Click Next | 24

N\

Cancel || <Back Next> ||
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25. Select employees to include in this report

26. Click Next

State Tax Reporting Wizard

Select employees

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

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

15 report.

25

ing that employee and then clicking the

Full Mame SSMNumber Taotal Wages Taxable Wages - Edit Employee

» |V Sally Tester 999-99-9999 1551.25 155125

[V Samuel Sample 111-22-3333  1750.00 1750.00

V Start SSample 123-22-3333  1944.00 1944.00

¥V Tommy Tester 998-99-9999 153846 1538.46

[V  Beth Berry 321-56-9874 995385 995,85

[V Betty Banana 474-47-4774 103600 1036.00 =

[V Gilbert Grape 525-55-5552 124500 124500

¥V Jenny Jumper 898-99-8899 800.00 800,00

[V Kim Lemon 123-12-3123  640.00 640,00 Amounts

[V Larry Ruby 456-98-9874 130764 1307.64 are for:

[V Leslie North 444 444444 219848 2198.48 i

[V Sidney Smile 383-33-8888  700.00 700.00 2nd Quarter

[V Dark Vader 999-78-9999 1923.08 1923.08

[V ‘Wendy Mountain 420-20-2018 152000 1520.00 2018

[V Mark Marker 512-47-9999  2490.00 2490.00

[V Brian Brown 121-22-1212 1376.00 1376.00 -

Click Next | 26
Cancel < Back Mext = H
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27. Click to Preview or Print the lllinois Unemployment Insurance form

28. Click Close

State Tax Reporting Wizard
Click Preview or Print | 27

Summary Details \

MNumber of employees reported in the guarter: 22 ‘

Preview full details ‘

Total Wages: 30033.63
Taxable Wages: 3003363 ‘ Print full details ‘
Amount Due: 450.50

Click Close | 28

N

Cancel H < Back || Close |
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*Export Unemployment Insurance Listing into Delimited Text File (CSV)(for monthly reporting)

29. Select Export Unemployment Insurance Listing into Delimited Text File (CSV)

30. Click Next

State Tax Reporting Wizard

Payroll Mate offers different methods of reporting lllincis Unemployment Insurance. Please select the method that fits your needs:
) Paperle=s Filing (ICESA)
WE generate an electronic file. YOU send it to the state

This method can be used to generate a specially formatted file (|{CESA format) that can be sent to the state either by disc or via
the Internet. The generated file includes all the information needed for unemployment reparting.

) IMinois Unemployment Insurance Genenic Report
WE provide the data. YOU prepare the form Sele.ct Expor-t Unemployment

\wiith this option Payroll Mate will generate a report that Insurance L|5t|ng into CSV

with their wages. You can then use this report to manuz

or by filing online through the state's wehsite. /
@ Export Unemployment Insurance Listing into Delimited Text File (CSV)
WE generate an electronic file, YOU send it to the state (Use for lllinois IDES Bectromc Monthly Wage Reporting)

This method can be used to generate a CSY text file that contains a list of employee names, social security numbers, total wages
and taxable wages. This file can then be imported by a software utility, provided by the state, in arder to create the guarterly forms
or submit the data electronically online. Such a software utility is ususally provided free of charge by the state and can either run on

your machine or online.
Click Next | 30 %
Cancel < Back P‘ Mext = ||
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31. Select Period to report

32. Click OK

Reporting Pericd Details @

Please select one of the following reporting periods:

@ Second Quarter Select peri{)d 31

) April /

© May

B Click OK |32 | |
| oK | Cancel |

33. Select employees to include in the report

34. Click Next

State Tax Reporting Wizard
ate Tax Reporting Wizar Select employees | 33

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

You can edit the information being reported for a certain employee by first s ing that employee and then clicking the
“Edit Employee” button.

Full Hame SSNumber Total Wages Taxable Wages - Edit Employes

» | ¥ Sally Tester 999-99.9999 155125 155125

[¥ Samuel Sample 111-22-3333 1750.00 1750.00

¥ Start S Sample 123-22-3333 194400 1944 0D

¥ Tommy Tester 998.99.9999 153846 153245

¥ Beth Berry 121-56-9874 99585 995 85

[¥ Betty Banana 474-47-4774  1036.00 1036.00 =

¥ Gilbert Grape 525-55-5552  1245.00 1245.00

[¥ Jenny Jumper 898-99.-8839 80000 800,00

¥ Km Lemon 123123123 640.00 £40.00 Amounts

¥ Larry Ruby 456-98-9874 1307 64 1307 64 are for:

¥ Leslie North 44444 4444 219843 219848 |

[¥ Sidney Smile 333-33.8888  700.00 700.00 2nd Quarter

¥ Dark Vader 999.78-9989 1923.08 192308

[¥ ‘wendy Mountain 420-20-2018 152000 1520.00 2018

¥ Mark Marker 512-47-9989  2490.00 249000

[ Brian Brown 121-22-1212 1376.00 1376.00 .

Click Next | 34
| Cancel = Back Next = || |
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35. Click Browse

B
State Tax Reporting Wizard

Click Browse | 35

Flease specify the path for the cutput delimited text file (C5Y file)
Browse . ]

Cancel || < Back || Mext = H
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36. Select location to save file

37. Enter File Name for the CSV file

38. Click Save

S Select location to save file =
{ “\Jv|- Desktop  » - | Search Desktop 0 |
Organize Mew folder = T @
W Favorites [ Libraries RES P
BE Desktop U Systern Folder & Systemn Folder
& Downloads ,_h
| Recent Places . | Computer 1 MNetwark
& OneDrive o Systern Folder | Systern Folder |
. o | AE Tuterial - Works in Progress i l Angela Backups
A Libraries { File folder | File folder
[E Documents 4
J’ Music Angie's Company Emailer SMTP L4
[ Pictures P } File folder l } File folder
E Videos T
b Metwork Rollover Stuff from desktop
F ‘ File folder i File folder
Lol Computer L
& Windows (C) - ; et Vot [, CAElec File example.csv -
File name: 1L Example -
Save as type: [CS’M’ (&ma delimited) (*.csv) V]
b .
: Click Save | 38
« igeroldes Name File | 37 SN e | [
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39. Click Next

=5
State Tax Reporting Wizard
Please specify the path for the cutput delimited text file (CSY file)
C:A\Users"RES W DesktopL Example cav | [ Browse_..
Click Next | 39
Cancel | | = Back Mext = | ‘
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The CSV file has now been created and saved

40. Click Close

State Tax Reporting Wizard

Your file has been successfully generated and saved to the path below:

C:Users'\RB5“\Desktop*IL Example csv Browse Folder

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

Instructions

m

How can I submit this ICESA file to (IDES)?

You have two options:
a. Directly through the Internet using TaxNet (recommended option)

b.  Or by mailing the file on a diskette or CD

Filing Directly through TaxNet

How can [ start submitting the ICESA file to IDES using TaxNet?

Click Close | 40

Cancel H < Back || Close

Instructions to submit the CSV file

You have two options to submit the ICESA file(s) to the lllinois Department of Employment

Security (IDES)
a. Directly through the Internet using TaxNet (recommended option)

b. Or by mailing the file on a diskette or CD

Filing Directly through TaxNet
The easiest way to submit the ICESA file to IDES using TaxNet is to contact TaxNet Customer

Service at the toll-free number 1-866-274-5697 to learn about UI340 File Upload option.
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If you have already completed the TaxNet registration process and want to start uploading
ICESA files then you can follow this link for logging to your TaxNet account:
https://taxnet.ides.state.il.us/login/default.aspx

For additional information you can also refer to: lllinois TaxNet Registration Instructions
https://taxnet.ides.state.il.us/Login/Help/RegistrationInstructions.pdf

Mailing the file on a diskette or CD
The easiest way to get help on submitting ICESA files via diskette or CD to IDES is to call the
Magnetic Media Section in IDES Central Office at 312-793-6298 or 312-793-5478

Before attempting to submit ICESA file magnetically to IDES you should meet the following
requirements:
a. Signature: The employer must sign a Filing Agreement that IDES will have on file to serve
as the legal signature for the Contribution and Wage Report.
b. Test Media: Once the employer decides to report magnetically, a test diskette or CD
must be submitted to IDES. You can use an ICESA file generated by Payroll Mate, for this
state, in order to create the test media.

Once you have already met the above requirements, and you have the ICESA file successfully
created using Payroll Mate, you can copy the file on a diskette or CD, stick an external label on
it, and then mail it to IDES.

The label should contain the following information: Employer Name, State Account Number,
Reporting Period, Contact Person, Telephone Number, Number of Records

Shipping address for mailing the diskette or CD to IDES:
Illinois Department of Employment Security

Attn: Magnetic Media Unit

10th FLOOR

33 South State Street

Chicago, IL 60603
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*Illinois Withholding Income Tax

41. Select lllinois Withholding Income Tax

42. Click Next
'
State Tax Reporting Wizard
Reporting State: llinois -
[Select the state for which you are reporting Income Tax Withholding, Unemployment, or Disahility Insurance)
[If wour state isn't listed in the "Reporting State” list above, then it's not currently supported by Payroll Mate]
Select lllinois Withholding 41
Reporting Penod:  Second Quarter - Income Tax
Reported Tax: lingis Withhalding Income Tax =
Specify the of taa llingis Unemployment Insurance
SrEE lincis Withholding Income Tax
Click Next | 42
Cancel || <Back Net> || e
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Payroll Mate offers 2 options for reporting Illinois Withholding Income Tax information
*Illinois Income Tax Withholding Generic Report, or *Export Income Tax Withholding Listing into
Delimited Text File (CSV)

*1llinois Income Tax Withholding Generic Report
43. Select lllinois Income Tax Withholding Generic Report

44, Click Next

State Tax Reporting Wizard Select lllinois Income Tax 43
Withholding Generic Report

Payrall Mate offers different methods of reporting llinais \Withhalding Inoww the method that fits your needs:

@ Iinois Income Tax Withholding Generic Report f
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 employess
along with their income tax withholding. “ou 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.

) Export Income Tax Withholding Listing into Delimited Text File (CSV)
WE generate an electronic file, YOU zend it to the siate

This method can be used to generate a SV text file that contains a list of employes names, social security numbers, taxable
wages, and tax withheld. This file can then be imported by a software utility, provided by the state, in order to create the quarterly
forms or submit the data electronically online. Such a software utility is usually provided free of charge by the state and can either
run on your machine or online.

Click Next | 44

| Cancel H < Back | Mext = ||
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45, Enter value as needed

46. Click Next

State Tax Reporting Wizard

Enter value | 45

Flease enter the value(s) below:

Payment Coupon, and any credit from
previous quarters

The amount you have already sent to the
state for this quarter. This includes electronic
payments, payments remitted with a m

e

Click Next

46

| Cancel || < Back |

Mext = H
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47. Select employees to include in this report

48. Click Next

State Tax Reporting Wizard Select employees a7

From the list below please select the employee(s) you would like to includgfin this report.

You can edit the information being reported for a certain employee by firsjEelecting that employes and then clicking the
"Edit Employes™ button.

Full Name SSNumber | Taxable Wages Tax = | | Edit Employee

» | Sally Tester 999.99-9999 1551.05 76.78

¥ Samuel Sample 111-22-3333  1750.00 86.62

¥ Start S Sample 123.22-3333  1944.00 96.22

¥ Tommy Tester 993.99-9999 1538.46 76.16

[V Beth Berry 371-56-9874 99525 4929

[V Betty Banana 474-47-4774 1036.00 5128 =

¥ Gilbert Grape 525555652 1245.00 7162

[v Jenmy Jumper 898-95-885%% 200.00 39.60

¥ Kim Lemon 123123123 640.00 3168 Amounts

¥ Lary Ruby 456989874 1307.64 7472 are for

¥ Leslie North 444 444444 7068.88 87.16 3

[V Sidney Smile 383.33.8288 70000 3466 2nd Quarter

¥ Dark Vader 999-78-9999  1923.08 95,20

¥ \Wendy Mountain £20-20-2018 152000 7524 2018

[V Mark Marker 512-47-9999  2490.00 12326

[¥ Brian Brown 121221212 1376.00 68.12 .

Click Next | 48
| Cancel |hwm> ||
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49, Click to Preview or Print the lllinois Unemployment Insurance form

50. Click Close

State Tax Reporting Wizard

Summary

Number of employees reported in the quarter:
Total Taxable \Wages:
Total Tax:

Amount Due:

23860.09

1486.82

1486.82

Details

‘ Preview full details

‘ Frint full details

/

Click Preview or Print | 49

Click Close

50

Cancel || < Back | |

Close
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*Export Income Tax Withholding Listing into Delimited Text File (CSV)
51. Select Export Income Tax Withholding Listing into Delimited Text File (CSV)

52. Click Next

State Tax Reporting Wizard

Payraoll Mate offers different methods of reporting |llincis Withholding Income Tax. Please select the method that fits your needs:

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

glong 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.

Select Export Income Tax

Withholding Listing into CSV >1

y 3
@ Export Income Tax Withholding Listing into Delimited Text File (CSV) /
WE generate an electronic file, YOU send it to the state

This method can be used to generate a CSY text file that contains a list of employes names, social secunty numbers, taxable
wages, and tax withheld. This file can then be imported by a software utility, provided by the state, in order to create the guarterly
forms or submit the data electronically online. Such a software utility is usually provided free of charge by the state and can either
run on your machine or online.

Click Next | 52

Cancel H < Back | Mext > H
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53. Select employees to include in this report

54. Click Next

State Tax Reporting Wizard

From the list below please select the employee(s) you would like to
You can edit the information being reported for & certain employee byfirst selecting that employee and then clicking the

Select employees

lude in this report.

53

"Edit Employes™ button.
Full Mame SSMumber | Taxable Wages Tax = || Edit Employee
» ¥ Sally Tester 999-99-9993 1551.25 76.78
¥ Samuel Sample 111-22-3333  1750.00 8662 Chock Al
¥ Start SSample 123-22-3333 194400 9622
¥ Tommy Tester 998-99-9993 1538 46 7616 -
[¥ Beth Berry 171-56-9874 99585 4929 Uncheck All
[V Betty Banana 474-47-4774 1036.00 5128 E
¥ Gilbert Graps 525-55-5552 124500 7162
[¥ Jenny Jumper 898-35-885% B200.00 39.60
¥ Kim Lemon 123-12-3123  640.00 1168 Amounts
¥ Larry Ruby 456989874 130764 7472 are for:
V¥ Leslie North 444 44 4444 206888 87.16 1
¥ Sidney Smile 383-33.3888  700.00 3466 2nd Quarter
¥ Dark Vader 999-78-9998 192308 95.20
[V ‘endy Mountain 420-20-2018  1520.00 75.24 2018
¥ Mark Marker 512-47-9998  2490.00 123.26
¥ Erian Brown 121-22-1212  1376.00 £8.12 -
Click Next | 54
| Cancel m MNext = ||
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55. Click Browse

State Tax Reporting Wizard

Click Browse | 55

Please specify the path for the output delimited text file (CSY file)

Browse...

Cancel H < Back || Mext = ||
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56. Select location to save file

57. Enter File Name for the CSV file

58. Click Save

Select location to save file | 56 =
CX)vl. Desktop » 7 | Search Desktop yel |
Crganize New folder s - (7]
7 Favorites [ " Libraries RES P
Bl Desktop U Systern Folder & Systemn Folder
& Downloads
"Z] Recent Places . | Computer | Network
& OneDrive [ Systern Folder . Systemn Folder c
. o } AE Tutorial - Works in Progress ll Angela Backups
w3 Libraries - [ | File folder () Filefolder
5] Documents b :
J’ Music Angie's Company Emailer SMTP L4
[E5] Pictures i ‘ File folder l } File folder
B videos |
t Metwork Rollover Stuff from desktep
f | File folder ! File folder
Lo Computer L !
& WIndows (C:J S L Tikmrial B lem “ Google &7
File name: -
Save as type: ’CSV (Comn‘kielimi.ted] (*.csv) ']
A
= v Name file | 57 Click Save | 58 =g sove | [ cancel |
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59. Click Next

State Tax Reporting Wizard
Flease specify the path for the output delimited text file (CSV file)
C:\Users'RESYDesktoplL withholding tax esxample.cav | [ Browse_.. ]
Click Next | 59
Cancel || < Back Mext = H Close
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The CSV file has now been created and saved

60. Click Close

State Tax Reporting Wizard

Your file has been successfully generated and saved to the path below:

C:\Users\RBS"Desktop®IL Withhold CSV csv Browse Folder

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

Instructions i

You can upload the Income Tax Withholding Listing CSV file (Delimited Text File) to IDOR. (Illinois
Department of Revenue) online using TaxNet.

m

How can I start submitting the delimited text file (C5V) to IDOR using TaxNet?
The easiest way is to contact TaxNet Customer Service at the toll-free number 1-866-274-5697.

If you have already completed the TaxNet registration process and want to start uploading files then

vou can follow the link below for logging into your TaxNet account: -
Click Close | 60
‘ Cancel | | = Back | | Close

Instructions to submit the Income Tax Withholding CSV file

You can upload the Income Tax Withholding Listing CSV file (Delimited Text File) to IDOR (lllinois
Department of Revenue) online using TaxNet.

The easiest way to submit the delimited text file (CSV) to IDOR is to contact TaxNet Customer
Service at the toll-free number 1-866-274-5697.

If you have already completed the TaxNet registration process and want to start uploading files
then you can follow the link below for logging into your TaxNet account:
https://taxnet.ides.state.il.us/login/default.aspx

For additional information you can also refer to: lllinois TaxNet Registration Instructions
https://taxnet.ides.state.il.us/Login/Help/RegistrationInstructions.pdf
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