How to Use Texas 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

Ele Edit Tools Iielp Order Checks and Supplies

Forms

W nd Tax Statement

940

Employer’s Annual Federal Unemployment (FUTA)

Make sure you always keep

Click Forms |1

Employer's Quarterly Federal Tax Return

Employer's ANNUAL Federal Tax Return

An fi icultural

roll Mate up to date.

Click State | 2
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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 "Next™.

Click Next | 3

Cancel || Next> ||
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4. Select Texas as the Reporting State

= —
|-
State Tax Reporting Wizard
Select Texas |4
Reporting State: |Tms "
(Select the state for wh gla"fd“mia Iding, Unemployment, or Disability Insurance)
[l your state isn't liste: IIIi?Di: it's not currently supported by Payroll Mate]
New York
Reporting Peniod:  Second Cuarter -
Reported Tax: Texas Unemployment Insurance =
[Specify the type of tax you want to report)
Cancel || <Back |[ Nea> ||
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5. Select the correct Reporting Period Quarter

State Tax Reporting Wizard

Reporting State: Texas -

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

Reporting Pesiod: | Sccond Quater |- —= Select Quarter | 5

First Quarter

Third Quarter
Reported Tax: Fourth Quarter rance

(Specify the type of tax you want to report)

Payroll Mate® www.PayrollMate.com info@realtaxtools.com

Page 4 of 17


http://www.payrollmate.com/
mailto:info@realtaxtools.com

6. Select Texas Unemployment Insurance

7. Click Next

State Tax Reporting Wizard

Reporting State: Texas =

(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 cumrently supported by Payroll Mate]

Select Texas
RoartmaPaial | Cicaicam Unemployment Insurance

Click Next | 7

Cancel | | < Back | Mext = | |
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Payroll Mate offers 2 options for reporting Texas Unemployment Insurance
*Paperless Filing (ICESA) or *Texas Unemployment Insurance Generic Report

*Paperless Filing (ICESA)
8. Select Paperless Filing (ICESA)

9. Click Next

State Tax Reporting Wizard Select Paperless Filing (ICESA) | 8

Payroll Mate offers different methods of r. ing Texas Unemployment Insurance. Please select the method that fits your needs:

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

This 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.

) Texas Unemployment Insurance Generic 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.

Click Next ' 9
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10. Enter Values as needed

11. Click Next

State Tax Reporting Wizard

Please enter the value(s) below:

/ Enter values | 10

Interest Due (if any)

Penalty Due (if any)

Balance Due from Prior Periods (if any)

11

Employer NAICS Code

County code of the county in which you had
the greatest number of employees

County List ]

Number of employees outside the county
shown in the “County Code™ above

Click Next | 11

|

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

13. Click Next

State Tax Reporting Wizard

"Edit Employee” button,

From the list below please select the employee(s) you would like
You can edit the information being reported for a certain em

Select employees

clude in this report.

12

by first selecting that employee and then clicking the

Full Name SSNumber | Total Wages | Taxable Wages Edit Employee
» | [¥ Aiden Morrison 222-22-2222 708333 7000.00
[V Jennifer Sellars 789-94-4456  1000.00 1000.00 Check Al
[V Jenny Smith 111-11-1111  3000.00 3000.00
Amounts
are for:
2nd Quarter
2018
Click Next | 13
Cancel || <Back [ Next> ||
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14. Complete Transmitter Information

15. Click Browse

State Tax Reporting Wizard

Complete Transmitter Info

Payroll Mate needs the information below in order to proceed with generating the magnetic/eleclinic file

| Contact Name |Dﬁ‘ice Staff l

Telephone Number |[?'33]' 590-6376 |

[

| Extension

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

Federal EIN  [98-7654664 |

Address [51]45 Madison Ave

City |Da||as |

State Texas

Zip Code [75001 |

Please specify the path for the cutput magnetic/electronic file

Click Browse | 15
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16. Select the location to save the created electronic file

Note: Payroll Mate will automatically insert a .ICE file name for this file. Please note this file
name. The file name must include the .ICE to be valid.

17. Click Save

Save As

Select location to save file

( ;u ~ | B Desktop »
Organize v New folder

16

gjr
(]
4

»{ Favorites

Bl Desktop
% Downloads

M Computer
&, Windows (C:)

- -

" Libraries
System Folder

oty

| Recent Places [ | Computer
% OneDrive s System Folder
[ Acrobat Reader DC

~a Libraries Shortcut

202 KB

| Documents & 202 K8

o Music Mozilla Firefox

E . Shortcut

k| Pictures 3 & 041 bytes

E Videos

%/ Notepad++
.} Shortcut
@l 101 ks

bt . I Visual Studio Code

RBS

’& System Folder
2 , Network
Lw‘ System Folder
Google Chrome
. Shortcut
& 215KB
Norton Security
Shortcut

o
x
g
' ©lv ["l

m

| File name:

CWAGESICE [

“ Hide Folders

Save as type: [

(& 220K8
QuickBooks Pro 2015
Shortcut
a 208 KB
AC Tidmeinl Wake i Neameners Jad
Click Save | 17 ']
v

~,

LY
\

File Name

\ save | | Concel |
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18. Click Next

‘
State Tax Reporting Wizard
Payroll Mate needs the information below in order to proceed with generating the magnetic/electronic file
Transmitter Info (same as company info if transmitting for your own company)
Transmitter Name |Texas Company I Contact Name |Office Staff |
Federal IN  [98-7654664 | Telephone Number ((708) 530-6376 |
Address {6046 Madison Ave I Extension |:'
City lDaIlas ]
State Texas >
Zip Code (75001 |
Click Next | 18
Please specify the path for the output magnetic/electronic file L Y
C:\Users\RBS\Desktop\TWCWAGES ICE \ | £ Browse..

Cancel || <Back |[[N Net> [ cCise |

Payroll Mate® www.PayrollIMate.com info@realtaxtools.com

Page 11 of 17


http://www.payrollmate.com/
mailto:info@realtaxtools.com

Your electronic file is now ready to be submitted to the Texas Workforce Commission (TWC).

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

20. Click Close

r-
e

State Tax Reporting Wizard

Your file has been successfully generated and saved to the path below:
C:\Users\RBS\Desktop\TWCWAGES.ICE Browse Folder

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

Instructions

[am. | »

How can I submit this ICESA file to Texas Workforce Commission (TWC)?

You have two options:

a. Directly through the Internet using TWC QuickFile program (recommended option)
b. Or by mailing the file on a diskette or CD

Click to Preview or Print | 19

Filing Directly through TWC QuickFile

How can [ start submitting the ICESA file to TWC using QuickFile? 1 -

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, . - . -
please click on one of the buttons to the right | Preview Information | | _Print Information _ |
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Instructions to submit ICESA file to Texas Workforce Commission

Two options to submit this ICESA file to Texas Workforce Commission (TWC)
a. Directly through the Internet using TWC QuickFile program (recommended option)
b. Or by mailing the file on a diskette or CD

a. Filing Directly through TWC QuickFile

The easiest way to start submitting the ICESA file to TWC using QuickFile is to contact TWC Tax
Department at any of the following numbers: (512) 305-9685, (512) 305-9673, (512) 463-8230
or by e-mail at tax.quickfilesupport@twc.state.tx.us

For additional information regarding the TWC free of charge QuickFile reporting program
including registration process visit the TWC website:
http://www.texasworkforce.org/ui/tax/quickfile.html

b. Mailing the file on a diskette or CD
The easiest way to get help on submitting ICESA files via diskette or CD to TWC is to contact
TWC Magnetic Media Processing, (512) 463-2505 or e-mail magnetic.media@twec.state.tx.us

For additional information regarding the TWC Magnetic Media Processing visit the TWC
website: http://www.twc.state.tx.us/how-file-quarterly-tax-reports-magnetic-media

Each piece of media submitted must have an external label identifying the contents of the data
and accompanied by TWC’s Magnetic Media Transmittal (Form T1W)

What is the shipping address for mailing the diskette or CD to TWC?
CONTROLLER DEPARTMENT - ROOM 0218

TEXAS WORKFORCE COMMISSION

PO BOX 149037

AUSTIN TX 78714-9037

If a street address is required for Non-USPS delivery, use
CONTROLLER DEPARTMENT

TEXAS WORKFORCE COMMISSION

TWC BUILDING ROOM 0218

101 E 15TH ST

AUSTIN TX 78778-0001
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*Texas Unemployment Insurance Generic Report
Note: This report can be used to manually report on paper or through the state’s website
21. Select Texas Unemployment Insurance Generic Report

22. Click Next

e

State Tax Reporting Wizard

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

This 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.

Select Texas Unemployment
Insurance Generic Report

21

@ Texas Unemployment Insurance Genenic 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.

Click Next | 22
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23. Enter Values as needed

24. Click Next

State Tax Reporting Wizard

Please enter the value(s) below:

Interest Due (if any)

Penalty Due (if any)

Balance Due from Prior Peniods (if any)

Click Next

/ Enter values

23

24

Cancel || {Bad(*l‘dex‘t} || Close
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25. Select the employees to include in report

26. Click Next

State Tax Reporting Wizard
Select employees | 25

From the list below please select the employes(s) you would like to incl this report.
You can edit the information being reported for a certain employes by selecting that employee and then clicking the
“Edit Employee” button,

Full Name | SSNumber | Total Wages | Taxable WWages Edit Employee
» | ¥ Aiden Morrison 222-22-2222 708333 7000.00
[¥ Jennifer Sellars 783-94-4456  1000.00 1000.00 Check Al
| ¥ Jenny Smith 111-11-1111  3000.00 3000.00
Uncheck All
Amounts
are for:
2nd Quarter
2018
Click Next | 26

Cancel || < Back | MNext > ” Close
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27. Click to Preview or Print the generic report

28. Click Close

State Tax Reporting Wizard

Summary Details

Mumber of employees reported in the quarter: 3 ‘ Preview full details

Total Wages: 11083.33
Taxable \Wages: 11000.00 ‘ Print full details
Amount Due: 220.00

Click Preview or Print | 27

Click Close

28

Close
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