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1. Create a SAW account to access New EAMS

The Employment Security Department (ESD) cooperates with SecureAccess Washington (SAW) to provide a
login mechanism and security for New EAMS. If you use SAW to access other Washington state government
websites, then you can use your existing account to log into New EAMS, and you can skip to the next section
of this user guide. If you haven’t used SAW before, then you will need to create a SAW account using the

following process.

Prerequisites for this process:

e You have an email address

e You have internet access

1. Enter the following address into your browser: https://secureaccess.wa.gov. The SAW Welcome screen

opens.

£ SecureAccess
@», Washington

LOGIN

USERNAME[

PASSWORD [

SUBMIT

Forgot your usemame? | Forgot your password?

WELCOME

ON BEHALF OF

R WASHINGTON
; STATE
AGENCIES

to your login for Washington state.

TIPS ON

2. Click ‘Sign Up! if you haven’t already created a SAW account. The SAW Sign Up! screen opens.
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SIGNUP! *

Not sure if you already have an account? {30 \(]V]

FIRST NAME

LAST NAME

EMAIL

USERNAME

PASSWORD REQUIREMENTS

Add at least 10 more characters
Add a special character or a lower
case letter or an uppercase letter or a
number
PASSWORD

I'm not a robot

3. Enter your First Name, Last Name, Email, User Name, Password, and Confirm Password, then click the
‘I'm not a robot’ Captcha control. Click ‘Submit’. SAW sends a confirmation to your email address and the
SAW Check Your Email screen opens.

SIGNUP! *
[ ]
Not sure if you already have an account?

CHECK YOUR EMAIL

An activation link has been sent to your email. You must click the link to activate your account before you can login.

4. Click on the ‘To activate your account’ link in the email you received. The SAW Account Activated! screen
opens.
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S secureaccess@cts.wa.gov

to
To

€ vie removed axtra e brasks from this message.
¥ou are almast finished, Joe...

Thank you for signing up with Secure Access Washington,

Your username is: JoeTester]

To activate your account, please cl@rﬁ((ess.wa.n b bfregConfirm do?s-06575Ruserld=joaTester,

For questions or cancerns about your SecureAccess Washington account, please visit https://dev
4. fpubliefsaw/pubihelp.do

Thank you,
The Secure Access Washington Team

This is an automated message sent by the Secured i CUSTOMER DEV THIS I5 NOT PRODUCTION.
Login at ureaccess.wa.gov If you require please leave us a note at hitps,//dev-
a o] / do

Click on the ‘Login’ button on the Account Activated! screen. The SAW/ESD Login screen opens.

SIGNUP! *

Not sure if you already have an account? {&31Zeq[e)\'}

ACCOUNT ACTIVATED!

Your account is activated and you can now login.

LOGIN
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2. Add New EAMS as a Service to Your SAW Environment

SAW provides access to many Washington state government websites that your business may interact with.
Each is accessible to you as a “service” to which you request access. Once you have a service associated with
your SAW account, you need only click on its link to access the service from SAW.

Prerequisites for this process:
e You have internet access
e You have created a SAW account

1. Enter the following address into your browser: https://secureaccess.wa.gov. The SAW Services screen
opens.

e
GOOD AFTERNOON!

What can we help you access today?

() SecureAccess
ADD A NEW SERVICE
_ SHOWING YOUR SERVICES FROM

SERVICE DESCRIPTION MEMBERSHIP @ ACTION @ ELL OF WASHINGTON 9]

Employer Account File your taxes and manage your state Active 0 Remove

Services (EAMS) tax account all in one place with EAMS

Please note: the link for the Employer Account Management Services (EAMS) is
for the “old” EAMS system. Both systems will be in operation concurrently for at
least part of 2020. The “old” system is still useful because it offers users with
“Locked Services” (“full”) access to view information from prior quarters or to
create amendments.

2. Click the ‘Add a New Service’ button. The Add a New Service screen opens.
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Washington

—
GOOD AFTERNOON!

What can we help you access today?

HOME ACCOUNT TIPS ON GET HELP LoGout

ADD A NEW SERVICE

| have been given a code. 1 would like to browse a list
of services.

o~ =

3. Click the ‘1 would like to browse a list of services’ button. An Add a New Service list displays.
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GOOD AFTERNOON!

What can we help you access today?

Secrekces Cos [ [ == =]
Washingtan

ADD A NEW SERVICE

|

I
%;’

S

|
&

i

of Licensing

§

|
5

—
g‘h i; it

il

4. Click the ‘Employment Security Department’ link. The Services from ESD screen opens.

SERVICES FROM ESD
? EI‘HP d WTE LR WELIEM TR TRSLIRAMIT T (MW LR SIS
; sm"'r Vo ot 0 Pt T T W B R
Department
WASHPGION STATE b FAMLY AN IAFEACAL LEXYE (VAL [ wonr ]

Raa iy e Poogra icoen b emcerveen e e

WORE, DPPOSTUNITY L CREDT {FOR EMPLOWERS: AN EMPLIYER REPSESEWTATIVES OMLY)

ot il el o e e g e o o e

5. Click the ‘Apply’ button located in the MY UNEMPLOYMENT INSURANCE TAX (NEW EAMS SINGLES)
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segment. Your application is processed and approved. The Registration Complete screen opens.
You'll also receive an email from secureaccess@cts.wa.gov noting that your access is approved.

REGISTRATION COMPLETE

This service has been added to your list and is ready for you to start
accessing.

Click the ‘OK’ button on the Registration Complete screen. The SAW Services screen reopens, now
displaying the MY UNEMPLOYMENT INSURANCE TAX (NEW EAMS SINGLES) link.

GOOD AFTERNOON!

What can we help you access today?

C m

BOWNG PR STRACES TR
TEELIPT 0N !

LZ 0 e AT s

T SN & U Ry o Femar
Fodlom i i o LOAY TIma b LN Ry . Forae
T
Erdlew ot are SrAfawn v W sE v g o g B
Ak,

(Em&c‘omsm > C ] s
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Log in to New EAMS via SAW

Once you've set up your SAW Account and added New EAMS as a service, you’ll login to New EAMS by
starting with this process.

Prerequisites for this process:
e You have internet access
e You have a SAW account
e You have added New EAMS as a service to SAW

1. Enter the following address in the address bar of your browser: https://secureaccess.wa.gov. The SAW
Welcome screen opens.

WELCOME

to your login for Washington state.

€I GID €2
LOGIN ON BEHALF OF

1. Enter your User Name and Password if those fields aren’t already prepopulated, then click ‘Submit’.
(Note: In some cases, this step is skipped.) The SAW Services screen opens.

New EAMS User’s Guide v1.7 Page 10 of 51


https://secureaccess.wa.gov/

; Employment Security Department

WASHINGTOM STATE

GOOD AFTERNOON!

What can we help you access today?

L0 e AT s

o o Femar
Fodlom oo 'hao e LOAY TIma b LN Ry . Forae
R
Erdloe oa g are Zrafswn v W sE s S g .;o [ 35NN
[ETE
(Eotmwomusm , . o Lo

2 CID €3 &0

SOWNG YOLR SDRACES 1o
TEECIRT OM !

NIVEERIIT @

T LG

2. Click on the My Unemployment Insurance Tax (new EAMS singles) link. A transition screen displays.

3. Click on the Continue button. The New EAMS State Unemployment Insurance Available Services screen

NOW ACCESSING

} Employment
.
- Security
@ Department
WASHINGTON STATE
Yow ae now accessng Wy Unemgioument ngaance Tar provided by
Employment Secunty Depanment i you sequive asustaace. the My

Unmmpioyrmaet intuzance T heig Grsk cas e reached ot
CopmpladMC gosd wa gov or $55.929.924)

opens. This screen functions as the EAMS home page.

Administrative

State Unemployment Insurance available services

Quarterly Reporting

V=t i) fuarilas
by rar prohle

Subemie pasd Lemily arad madicnl e reporting

Py Lkt
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4. Set up your ESS profile

You will be required to enter basic information about yourself the first time that you access New EAMS. This
information is saved in the system so that it is no longer necessary to add it each time you submit a filing.

If you ever need to return to this page to make updates, you can do so by opening New EAMS to the Available
Services screen and selecting ‘My user profile’ from the Administrative menu.

Prerequisites for this process:
e You have accessed New EAMS for the first time via SAW. The Available Services > ESS Profile screen
opens.

Available Services

Welcome to the Employment Security Department's Employer Self-Service Portal!
Please complete the information below to set up your ESS profile.

Firstname * @ Lastrame =@
3 (] P ©
F: mber @

Email address @ Namein A @

Address Information

1. Review the identifying information already displayed, which is imported from SAW. If any information is
incorrect, return to SAW to update it.

2. Enter information about yourself in the empty fields.

3. Click ‘Create’. The system performs validation. If any fields are missing properly formatted information, an
error message is displayed. (If this event, make corrections as necessary and click ‘Create’ again.) The
Terms of Use screen opens.
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4. Read the Terms of Use.
5. (Optional) To print the Terms of Use, click ‘Print’. The Terms of Use are printed.
6. If you agree to abide by the Terms of Use, click ‘Agree’. The New EAMS Available Services screen opens.

If you do not agree to abide by the Terms of Use, click ‘Do Not Agree’. A popup displays:

Do not agree?

To use the Employer Account Managmeent Services (EAMS) System, you must agree to
the Terms of Use.

Click the Close button to return to the Terms of Use screen or click the Logout button
to exit the Employer Account Management Services system.

Logout Close

If you continue not to agree, click ‘Logout’. The system closes.

If you decide to agree, click ‘Close’. The Terms of Use reopen. Click ‘Agree’.
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5. Add an employer

Before creating or submitting an unemployment quarterly report filing, you will need to associate an
employer to your EAMS account, and then select that employer or another you entered previously. This
process permits you to specify the employer you want associated to your account.

There is no limit to the number of employers that you can associate to your EAMS account. Once they are
entered, you’ll be able to use them any time you log into New EAMS, without having to reenter them.

Prerequisites for this process:
e You have logged into New EAMS
e You have navigated to the New EAMS Available Services screen
e The employer you want to add has been added to the ESD system of record and assigned a status of
‘Active’

1. Click ‘+Add’ at the top of the Available Services screen. The Add a Business screen opens.

Available Services

Administrative Quarterly Reporting

Frequently askad Questions SEart / resumme LNempIoyThent guarterly report origingl fing

My Ltar prohie

2. Enter the 12-digit Employment Security Department (ESD) number, the Employer Identification Number
(EIN), and Unified Business Identifier (UBI) associated with the business you want to add. (If the ESD
number you have is 9-digits long, add three zeros to its front.) Type only the numerals. Do not type the
dashes.
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Add a business

3. Click ‘Next’.

o [f all three identifiers you entered are incorrect (or if the employer’s status is ‘Pending’ or ‘Inactive’),
then an error message displays that reads, “Invalid account number. This account number may not map
to an existing business, or to a business with an Employment Security Department status of ‘Pending’
or ‘Inactive’.” You cannot continue with the process with the data as-is. If you think you have mistyped
the values, you must return to Step 2, above, and re-enter each of the values.

e [f two of the three identifiers you entered are incorrect (or the Employment Security Department
(ESD) number is incorrect), an error message displays that reads, “You must enter a valid Employment
Security Department (ESD) Number and the Employer Identification Number (EIN) or a Unified Business
Identifier (UBI) in order for our system to validate the employer.” You cannot continue with the process
with the data as-is. If you think you have mistyped the values, you must return to Step 2, above, and re-
enter each of the values.

o |f the Employer Identification Number (EIN) or Unified Business Identifier (UBI) is incorrect, but the
other identifiers are correct, OR all values are correct, the Verify Business screen opens, showing
detailed information about the employer you selected.
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Verify Business

Legal entity name Liability startdate ~ 7/1/2005
Business activity
Doing business as
name
Employment Unemployment  2,3%
Security Department Insurance (U1} tax
(ESD) number rate
Unified business Employer  0.03%
identifier (UBI) Administration Fund
Employer (EAF) rate
Identification Total employer tax 2,333
Number (EIN) rate
Business Taxable
classification
Business structure Limited Liability
Company
Mailing address Principal business location

Address line 1

Delivery address
City

State

ZIP code

Delivery address

City
State
ZIP code

Use the Business change form to report changes to your business account
information.

Close Next»

4. Click ‘Next’ (even if the business displayed is not the one you intended; you can remove the association to
it from your account in another process). The Available Services screen opens. The employer you
associated to your account is displayed in the ‘Select a Business’ dropdown, meaning that it is “in
context”. Any actions you take from the Available Services screen in this session will be based on this
employer, unless you select a different one.
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Select an employer

Before creating or submitting an unemployment quarterly report filing, you will need to associate an
employer to your EAMS account, and then select that employer. This process permits you to select an

employer that you have already associated to your account by completing the steps described in the ‘Add an

Employer’ section of this user guide.

Until an employer is “brought into context” —indicated by the display of the employer’s name in the ‘Select an
Employer’ field on the Available Services screen—you cannot create or resume an Unemployment Quarterly

Report or Pay Taxes.

Prerequisites for this process:
e You have logged into New EAMS
e You have navigated to the New EAMS Available Services screen

e The employer you want to add exists in the ESD system of record and is assigned a status of ‘Active’

1. Click the ‘Select an Employer’ dropdown at the top of the Available Services screen. NOTE: If an employer
is already in context, the ‘Select an Employer’ field shows that employer. If no employer is currently in
context, the field displays the ‘Select an Employer’ label. The dropdown extends to display a list of all the

employers associated with your EAMS account.

State Unemployment Insurance available services

DBA:

Administrative

2. Click on the name of the employer you want brought into context. The dropdown closes and now displays
the name of the employer you selected. Under the Available Services screen title, the employer’s Legal
Entity Name, Doing Business as Name and ESD Number are displayed. ‘x Remove’ and ‘Business Profile’

buttons are now displayed.

New EAMS User’s Guide v1.7
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Remove an employer from your account

You can remove the association between your EAMS account and any employer if it was added in error or the
association is no longer valid. Removing the employer does not affect the employer record in any way—it
simply makes it impossible for you to select it again (unless you create a new association to it).

Prerequisites for this process:
e You have logged into New EAMS
e You have navigated to the New EAMS Available Services screen
e The employer is associated with your EAMS account

1. Click the ‘Select an Employer’ dropdown at the top of the Available Services screen and select the
employer you want to remove. The dropdown closes and now displays the name of the employer you
selected. Under the Available Services screen title, the employer’s Doing Business as Name and ESD
Number are displayed.

2. Click ‘x Remove’. A warning message opens, which displays a message that reads, in part, “This action will
permanently remove this business from your list of authorized accounts. You will be required to repeat
the authorization process if you wish future access to services containing confidential information.”

Business profile

DBA:

This action will permanently remove this business from your list of authorized
accounts.

You will be required to repeat the authorization process if you wish future access to
services containing confidential information.

Click the Confirm removal button below to remove this account.

Cancel Confirm Removal

3. Click ‘Confirm Removal’. The Available Services screen opens. The employer you selected no longer
appears in the ‘Select an employer’ dropdown list.
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View an employer’s business profile

You can view and print comprehensive information about the employers that are associated with your EAMS
account, including addresses and tax rates. There’s also a link at this location which you can use to report

changes that should be made

Prerequisites for this process:

to the business profile.

e You have logged into New EAMS

e You have navigated to the New EAMS Available Services screen

e The employer is associated with your New EAMS account

1. Click the ‘Select an Employer’ dropdown at the top of the Available Services screen and select the

employer whose information you want to view or print. The dropdown closes and now displays the name
of the employer you selected. Under the Available Services screen title, the employer’s Doing Business as

Name and ESD Number are displayed.

2. Click ‘Business profile’. The Business Profile screen opens in a secondary window.

Business profile

DBA
000-

Legal entity name Liability start date 10/1/2010
Business activity
Doing business as
name Unemployment
Employment Insurance (UI) tax
Security Department rate
(ESD) number Employer
Unified business Administration Fund
identifier (UBI} (EAF) rate
Employer Total employer tax
Identification rate
Number (EIN)
Business  Taxable
classification
Business structure Limited Liability
Company
Mailing address Principal business location
Address line 1 Delivery address
Delivery address City
City
State
State ZIP code
ZIP code
Please use the Business Change Form to report changes to your business account

information.

Questions? Please co
OlympiaAMCE

act the Account Management Center at 855-829-9243 or

= Print Close

e To print the business profile, click ‘Print’. The profile opens in a print window. Click ‘Print’ again.
e To report changes that should be made to the business profile, click the link that’s embedded in the
sentence that reads, ‘Please use the Business Change Form to report changes to your business

account information”.

e To close the secondary window, click ‘Close’.

New EAMS User’s Guide v1.7
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View Frequently Asked Questions

New EAMS provides a list of Frequently Asked Questions that you can review to seek answers to any
guestions you may have about New EAMS and the unemployment quarterly report filing process.

If you cannot find an answer to your question, please contact the Account Management Center at 855-829-
9243 or mailto:OlympiaAMC@esd.wa.gov.

Prerequisites for this process:
e You have logged into New EAMS
e You have navigated to the New EAMS Available Services screen

1. Click the ‘Frequently Asked Questions’ link located under the Administrative header on the Available
Services screen. The Frequently Asked Questions (FAQ) screen opens.

Frequently Asked Questions (FAQ)

Getting Started Other Frequently Asked Questions

Whom Do | Contact to Ask Questions About.

Basic and Locked Services Access

File Reports

Make a Payment

2. Click on a question to see its answer or scroll down to read from the entire FAQ.

e To navigate back to the FAQ’s table of contents, click on the ‘Top of Page’ link located at the top of
each topic.

e To navigate back to the Available Services screen, click one of the ‘<< Back’ buttons, located at the
top and bottom of the screen.
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10. View or update My User Profile

You can view and update your personal information in New EAMS so that ESD can contact you if an issue
arises with your work.

Prerequisites for this process:
e You have logged into New EAMS
e You have navigated to the New EAMS Available Services screen

1. Click ‘My User Profile’ located under the Administrative header on the Available Services screen. The My
User Profile screen opens.

My User Profile

Welcome to the Employment Security Department’s Employer Self-Service Portal!
Please complete the information below to set up your ESS profile.

P Lastrame =@

P -] P L]
F: mber @

Em. ss @ Nam) 2]

Address Information

2. Click into a field and type a new value to update your information. Please note: Your email address comes
from SAW and cannot be updated here. Please note: Each field that displays an asterisk next to its label is
required.

3. Click ‘Save’ to save your changes.

4. Click your browser’s ‘Back’ button to navigate back to the Available Services screen.
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10. Create an unemployment quarterly report filing: Hand-key
wage data

The ability to create and file an unemployment quarterly report is at the heart of New EAMS. The process
described below is for filing an unemployment quarterly report by hand-keying wage data, when the
employer has a payroll for the quarter.

Prerequisites for this process:

You have logged into New EAMS

You have an employer associated to your New EAMS account

The employer is active, or was active for all or part of the reporting period(s) for which a quarterly
unemployment report has not been filed or completed

You have navigated to the New EAMS Available Services screen

The employer has been selected or “brought into context”

The employer has not yet filed an employee quarterly unemployment report for the quarter for which
you plan to file, and the quarter falls within the preceding 36 months. If you are filing for the current
quarter, the end of the quarter is within two weeks

1. Click the ‘Start / resume unemployment quarterly report original filing’ link located under the Quarterly
Reporting header on the Available Services screen. The Verify Business screen opens.

Verify business

Unemployment |
Employer Administ
Total employer tax ra

Non-Profit Corporation - 501(c)(3)
exempt

Please use the Busi "M to report changes to your business account information

‘Questions? Please t Management Center 8t 855-829-9243 or QlympiaAMC@esd.wa.gov

2. Review the information on the Verify Business screen to be sure that the record you selected is the one
for which you want to submit a filing. If not, click ‘<<Back’ to return to the Available Services screen and
select a different employer. If the employer is correct, click ‘Next>’, and the Select Reporting Period
screen opens.
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Select reporting period

You must use the bulk fila (ICESA) method if reperting mo 1 0 or more v

Pleaze s2lect 2 quart

Nt available

Mot completed - due 1/31/2017 Mot started - due 1/31/2018 Report filed Mot available
Quarter 4 (AULS-AKI5-QEWS-BQLI)

Table descriptions

Not started - due

An unemployment quarterly repart for this
Not availablz

yment quarterly report has already been submitted for the quarter, but you are nat authorized to view it

Questions? Pleas contact the Account Management Center at 855-823-9243 or OlympisAMC@esd.wa.gov

3. The system displays a grid of the current and 11 prior quarters, and their status.

(In the event that all quarters are displayed as “Not available”, “Report filed”, or “Processing”, and none
show as “Not started — due [dd/mm/yyyy]” or “Not completed — due [dd/mm/yyyy]” then you cannot
file. The only option is to exit the unemployment quarterly report filing functionality and return to the
Available Services screen. At this point, there is no filing to erase.)

(If the employer you selected is not completely registered with ESD, a banner is displayed on the Select
Reporting Period screen that reads, “The registration process with the Employment Security Department
has not been completed for this account. Please contact the Account Management Center (AMC) at 855-
829-9243 or OlympiaAMC@esd.wa.gov.” No quarters can be selected when the account is uncompleted.
Your only option is to exit the unemployment quarterly report filing functionality and return to the
Available Services screen. At this point, there is no filing to erase.)

(If the employer you selected is currently under audit, a banner is displayed on the Select Reporting
Period screen that reads, “Your account is currently under audit, and filing is not permitted at this time.
Please contact us at the number shown below for additional assistance.” Although the grid can display
quarters having any status, none can be selected when the account is under audit. Your only option is to
exit the unemployment quarterly report filing functionality and return to the Available Services screen. At
this point, there is no filing to erase.)

If you want to resume an incomplete filing begun by another user, follow the instructions in Chapter 16 of
this user guide to do so.

Select a quarter labeled “Not Started — due [dd/mm/yyyy]” or “Not completed — due [dd/mm/yyyy]” that
you want to submit from the grid that displays. The Report Type screen opens.
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Report type
3rd quarter 2019

Please select one of the two reporting options below, and then click Next.

I'm filing @ NO payrall report. @

| have payroll to report. @

uestions? Please contact the Account Management Center at 835-5259-5243 or OlympiaAMC@esd.wa.gov
g )

4. Select the “I have payroll to report” option. Click ‘Next’.

If you want to file a no payroll report, follow the instructions in Chapter 13 of this user guide to do so.

If the employer you selected is a taxable, for-profit corporation, the Exempt Earnings and Stock Options
screen opens. These directions assume that this is the case. (Please note: Washington State business
structures such as governments, Domestic Employers, Sole Proprietors, Partnerships, Limited Liability,
Limited Partnerships, Limited Liability Partnership, and 501c3 Non-Profit Corporations were previously
shown this screen but they no longer see it, by design.)

Exempt earnings and stock options

3rd quarter 2019

Exempt officers

All officers are exempt frem unemployment coverage unless their employer elects w cover all officers.

Exercised stock options
uge sll employess - including officers - in this zection

If the employer you selected is not a taxable, for-profit corporation, the Input Method screen opens. Skip
to Step 6.

5. Enter the Number of Exempt Officers, Sum of Exempt Corporate Officer Earnings this Quarter, and the
Sum of Exercised Stock Options. Click ‘Next’. The Input Method screen opens.
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Input method

3rd quarter 2019

Please select one of the input options below and then click Next:

Import

mpart emplay tab-ddefimited (.t} or Excel file.

Hand-key

Manually type in employes and wage data.

Questions? Please contact the Account Management Center at 855-825-9243 or OlympiaAMC@esd wa.gov

ok Opons o s |

Select the “Hand-key — Manually type in employee and wage data” option. Click ‘Next’. The Washington
Wage Detail screen opens.

Washington wage detail

3rd quarter 2019

A Wamings are indicated with a brown triangle icon and displayed in black
Changes Saved at Thu Sep 12 2019 10:00:54 GMT-0700 (Pacific Daylight Time)
Total records: 2 Total emors: O N B
Reason for
ID Remove SSNATIN Last name First name ‘Middle Suffix  Hours Quarterty wages  Zero Hours

Enter the SSN/ITIN, Name, Hour and Wage data for each employee. (The Last Name is required. The First
Name, Middle, and Suffix are optional). If any employees have wages but worked zero hours, use the
dropdown to provide a reason for zero hours. If none of the options match the circumstance, select the
blank option. Click ‘Next’.

The Washington Wage Detail screen defaults to show five wage records per screen. You can navigate
between pages of the wage details by using the ‘Page’ buttons in the lower left-hand corner, or change
the default by selecting another value in the Number of Rows dropdown control in the center of the
page.

You can easily filter the wage detail to display only rows that include errors by using the Show rows with
dropdown control. This control can also be used to display only Warnings, Warnings and Errors, or All

Records.

If there are any errors, you cannot continue until the errors are corrected.
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Penalty warning!

DBA:

3rd quarter 2019

names, wages, or hours, or dlick Next » after diicking inta the Confirmation checkbax,

unting Unit at
—+ [ confirm that | have read the penalty 2nd warning and am awars that there may be 3 penalty on my SCCount.

Questions? Plea

If there are any warnings, the Penalty Warning! Screen opens, which notes that there may be financial
penalties associated with incomplete or erroneous filings. In this case, you may choose to either click
‘<<Back’ to return to the Washington Wage Detail screen, make any required corrections to the
employee and wage data, and continue the filing process, OR click I confirm that | have read the penalty
and warning and am aware that there may be a penalty on my account to proceed in the filing,
acknowledging that you have been warned that the incomplete or erroneous filing may result in
penalties. You cannot proceed until you have clicked this box.

If there are no errors or warnings, the Total Employees screen opens.

Total employees

DBA:

3rd quarter 2019

number af &l full-time and part-time

Questions? Plezse contact the Account Management Center at 5535-325-9243 or OlympiaAhIC@esd.wa.gov

e oprs e |

8. Enter how many employees the employer had on the 12" day of each of the three months within the
quarter. Click ‘Next’. The Excess Wages screen opens, unless your employer is a reimbursable employer,
or a taxable local government (Class Code 111), in which case this screen is skipped, and the Verify
Current Filing screen opens.
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Excess wages

DBA:

3rd quarter 2019

U $50,275.21

$0.00

st from E5D for furt

o ‘our next billing statement will show any applicable adjustments to the
5 if your repol

nd to be justified

ek opirs o

The Excess Wages screen opens the Total Washington Excess Wages, as calculated by ESD. You can use
this page to report the total excess wages that you calculate that you owe, when (because of, for
example, Out of State hours, Predecessor/Successor relationships, or missing Social Security Numbers)
this calculation differs from the one offered by ESD on the Washington Wage Details screen, which is
duplicated on this page.

9. Indicate whether you want to use the ESD calculation or your own. If you provide your own calculation,
enter that amount on this screen. Click ‘Next’. The Verify Current Filing screen opens.
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WASHINGTOM STATE

Verify current filing

DBA:

3rd quarter 2019

The charges shown below are applicable to this quarter’s unemployment taxes only. Employment Security Depsriment will mil you each month & complete biling statemen,
and quarters and any appi penaities. You can also view and print  complete billing statement by [0gging into the payment system -
accessible by cicking on the link on the EAMS home page - at least 24 hours after submitting this report. Late payment penaities and incerest, if any, are calculated &t the time
of payment.

Please verify your information is correct. Click a link to return to a previous screen and make changes, or click Next » ta finalize and submit your report,

Business information

Federal employer identification number (Federal EIN)
Unified business identifier (UBI)
Business classification Taxable

Mailing address

Preparer information

Preparer name
Title Tax Preparer

Phone number

E-mail -
Mumber of exempt officers. 0
Sum of exempt officer earnings 50.00
Sum of exercised stock options by all employees 50.00
[—
July 2
August 3
September 2
3

Total employees this quarter

Total hours this quarter 1683

Total gross wages $50,275.21
Total excess wages, as calculated by ESD $0.00
$50,275.21

Total taxable wages, based on excess wages calculation

Amount due for Washington

Unemployment Insurance (Ul) tax due for WA wages (rate 0.1%) $50.28

Fund (EAF) ing fee dug (rate 0.03%) $15.08

Late report penatty 50.00
Ul and EAF charges this quarter $65.36
$65.36

Charges this quarter (not including late payment penalties and interest, if applicable)

NOTE: Ifiate payment penatties are spplicable, they wil be Shown on your monthly biling statement

WA Wages details
T T N S N N N
64

5§7,261.60
158 5649988
73 51,198.83
150 5543988
160 $4,315.00
498 $12,502.96
450 $11,454.06
100 $1,600.00

© YOUR REPORT I5 NOT YET SUBMITTED. CLICK "NEXT™ TO CONTINUE

Note: This summary is far your records. Please do not send paper copies of this summary to the Emplayment Security Department.

Questions? Please contact the Account Management Center at 855-529-5243 or OlympisAMC@esd.wa gov

Preparer information

Exempt earnings (for most employer types) WA wages detail

Employee counts

Amount due for Washington

10. This screen presents a summary of your employee quarterly unemployment report. Information is
presented in the following categories:

Business information Wages summary

You can edit exempt earnings, employee counts, wages summary, and excess wages by clicking on the
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appropriate Edit button.

Employment Security Department

Check the report for accuracy and completeness and click ‘Next’ if it is correct. The Error and Warning

Report screen opens.

Error and warning report

DBA:

3rd quarter 2019

Report errors and warnings

rhings. Left Uncorrected the emplayer may be charged a penalty

er 5t 855-829-9243 ar OlympiaAlCEesd.wa.go

Exit Options

11. Warnings triggered by the report validations are displayed. If you want to correct the report, click ‘Back’,
then use the edit buttons to navigate to the page or pages that require updating. If the report is ready to
be submitted, Click ‘Next’. The Submit Unemployment Quarterly Report screen opens.

DBA

3rd quarter 2019

Questions? Please contact the Account Management Center at 855-829-9243 or OlympiaAMC@esd.wa.go

Exit Options

Submit unemployment quarterly report

12. The System displays instructions, and a button labelled ‘Submit report’ is displayed. If you are ready to
submit the report, follow the instructions in Chapter 17 of this user guide.
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11. Create an unemployment quarterly report filing: Import wage
data

The ability to create an unemployment quarterly report filing is at the heart of New EAMS. The process
described below is for filing a payroll report by importing a wage data file you have created outside the
system.

Prerequisites for this process:

e You have logged into New EAMS

e You have an employer associated to your EAMS account

e The employer is active, or was active for all or part of the reporting period(s) for which a quarterly
unemployment report has not been filed or completed

e You have navigated to the New EAMS Available Services screen

e The employer has been selected or “brought into context”

e The employer has not yet filed an employee quarterly unemployment report for the quarter for which
you plan to file, and the quarter falls within the preceding 36 months. If you are filing for the current
quarter, the end of the quarter is within two weeks

1. Using Microsoft Excel or another application that can generate a spreadsheet, create and save, in an
accessible file directory, a .csv file containing hour and wage data for some or all employees for the
employer you’ve selected. Directions are available here.

The import file layout for New EAMS singles filing is as follows:

Field Field Required
Name Description field
Employee SSN  Numeric = 999-99-9999 No (But
missing
SSN will
generate
a warning)
Last Employee Last Text Up to 30 characters; no special characters Yes
\Eljys© Name except hyphens, apostrophes, or spaces
Employee Text Up to 30 characters; no special characters No
First Name except hyphens, apostrophes, or spaces
Employee Text Up to 20 characters; no special characters No
Middle [Initial except hyphens, apostrophes, or spaces
or Name]
Employee Text Up to 4 characters No
Suffix (e.g., Jr.,
1, or 37)
Employee Numeric  Up to 4 digits (e.g., 9999); no decimals Yes
Quarterly
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WASHINGTON STATE
Field Field Format
Name Description
\EI{s5 0 Employee Numeric  Up to 7.2 digits (e.g., 9999999.99)
Quarterly
Wages

Required

field

Yes

2. Next, complete Steps 1 —5 in the Create an Unemployment Quarterly Report Filing: Hand-Key Data
section of this user guide. The Input Method screen opens.

Input method

3rd quarter 2019

Please select one of the input oprions below and then click Next

o Impart
Imgort emplayse wage data from a comma-delimized {.csv), tab-delimized {5t} or Excel file.
Singles filing - tips for imparting data files.

© Hand-key
Manually type in employee and wage data.

Questions? Please contact the Account Management Center at 855-825-9243 or OlympiaAMC@esd wa gov

Exit Options « Back m

3. Select “Import — Import employee and wage data from a comma-delimited (.csv), tab-delimited (.txt) or
Excel file” option. Click ‘Next’. The Import File screen opens.

Import file

15t quarter 2019
Tabect i Coenril-abeited [Eivi Bi-dabmuind (0o &< quiwl (a0 o i Fla b it
nghes Tiing - tips for importing data files

Chaons Pl | Mo fie choses

Qusans? Piia Sorsact I ASoount Managerens Center 16 855-329-9243 or OhymplasMCDesd v oo

4. Click ‘Choose File’. Your computer displays an Open dialog box. Using the file chooser, identify and select
the file to be imported and click ‘Open’. The name of the import file you selected is displayed on the

Import File screen, immediately to the right of the ‘Choose File’ button. Click ‘Next’.

5. New EAMS parses, imports, and processes the data in the file. The Washington Wage Detail screen
opens, with the wage grid populated with information from the import file.
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Washington wage detail

3rd quarter 2019

Minimum wage: 51200
Annual taxable wage base: 0.00

You can add, edit, or delete individusl rows rt wages esrmed in Washington by your employees. Click on the numbered links st the bottom of the page to view additionsl
pages(if any), or dlick Next'» to continue the filing process.

OErmors, it ed, will prevent you from submitzing your quarterly fillng. Error messages are indicated with red circle ican and displayed in red.

A Warnings, If unresaived, will not prevent you from filing, but may result in penalties. W

rring message are indicated with a brown triangle icon and displayed in black.

Total records: 5 Total errors: 0 w5 ¥ Shor rows wit: v
Reason for
ID Remove SSNITIN Last name First name Middie Suffix  Hours  Quarterlywages Zero Hours
1 40 v
498 M
3 64 26160 A
4 119883 v
1 5431800 v
Questions? Please contact the Account Management Center at 855-829-9243 or OlympiaAMC@esd wa gov
Exit Options T nec> WETEN

6. Complete Steps 7 — 12 in the Create an Unemployment Quarterly Report Filing: Hand-Key Wage Data
section of this user guide. The quarterly filing report is ready to be submitted.
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Field Name

Please select
one of the
two
reporting
options
below, and
then click
Next

Number of
exempt
officers

Sum of
exempt
corporate

officer
earnings this
quarter

Sum of
exempt
corporate
officer
earnings this
quarter

Please select
one of the
input
options
below and
then click
Next

SSN/ITIN

Screen

Report Type

Exempt
Earnings and
Stock Options

Exempt
Earnings and
Stock Options

Exempt
Earnings and
Stock Options

Input
Method

Washington
Wage Detail

Type

Radio
Button

Numeric

Decimal

Decimal

Radio

Button

Numeric

Format

I’'m filing a NO payroll report
OR

| have payroll to report

Up to 5 digits (e.g., 99,999); no decimals

Up to 14.2 digits (e.g.,
99,999,999,999,999.99)

Up to 14.2 digits (e.g.,
99,999,999,999,999.99)

Import
OR
Hand-key

999-99-9999

Required
field

Yes

Yes (If
screen is
displayed

to
employer,
based on
type)

Yes (If
screen is
displayed

to
employer,
based on
type)

Yes (If
screen is
displayed

to
employer,
based on
type)

Yes

No
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WASHINGTON STATE
Field Name Screen
Last name Washington

Wage Detail
Washington
Wage Detail
Washington
Wage Detail
Washington
Wage Detail
Washington
Wage Detail
Quarterly Washington
wages Wage Detail
Reason for Washington
Zero Hours Wage Detail
| confirm Penalty
that | have Warning!

read the
penalty
warning and
am aware
that there
may be a
penalty on
my account

Type

Text

Text

Text

Text

Numeric

Numeric

Dropdown
Select

Checkbox

Format

Up to 30 characters; no special
characters except hyphens, apostrophes,
or spaces

Up to 30 characters; no special
characters except hyphens, apostrophes,
or spaces

Up to 20 characters; no special
characters except hyphens, apostrophes,
or spaces

Up to 4 characters

Up to 4 digits (e.g., 9999); no decimals

Up to 7.2 digits (e.g., 9999999.99)

Bonus

Tips/gratuities

Sick leave payout

Cafeteria plan/401K plan

Back pay

Royalties/residuals
Severance/separation pay/settlement
Commission

Commercial fisherman

Multiple of the reasons listed

blank space [no text is an allowed value]

Required
field

Yes

No

No

No

Yes

Yes

Yes (if one
or more
rows has

zero hours
reported;

blank
selection is
acceptable)

Yes (if
screen is
displayed,
due to one
or more
warnings
remaining)
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Field Name

[Month 1]
(e.g.,
January)

[Month 2]

(e.g.,
February)

[Month 3]
(e.g., March)

Do you want
to adjust the
excess wage
amount for

this quarter?

Total excess
wages, per
your
calculations

Screen

Total
Employees

Total
Employees

Total
Employees

Business
Purpose

Business
Purpose

Type

Numeric

Numeric

Numeric

Radio
Button

Decimal

Format

Up to 8 digits (e.g., 99,999,999); no
decimals

Up to 8 digits (e.g., 99,999,999); no
decimals

Up to 8 digits (e.g., 99,999,999); no
decimals

| will use the ESD calculation
OR

My calculation is different from ESD

Up to 14.2 digits (e.g.,
99,999,999,999,999.99)

Required
field

Yes

Yes

Yes

Yes

Yes (If user
specifies
lMy
calculation
is different
from ESD)
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13. Create a ‘NO PAYROLL’ report

In most cases, employers must file a quarterly unemployment report, even if they don’t have any employees
on their payroll for a given quarter.

Prerequisites for this process:

e You have logged into New EAMS

e You have an employer associated to your EAMS account

e The employer is active, or was active for all or part of the reporting period(s) for which a quarterly
unemployment report has not been filed or completed BUT had no payroll activity during the quarter

e You have navigated to the New EAMS Available Services screen

e The employer has been selected

e The employer has not yet filed an employee quarterly unemployment report for the quarter for which
you plan to file, and the quarter falls within the preceding 36 months. If you are filing for the current
quarter, the end of the quarter is within two weeks

1. Complete Steps 1 -3 in the Create an Unemployment Quarterly Report Filing: Hand-Key Wage Data
section of this user guide. The Report Type screen opens.

Report type

3rd quarter 2019

Please select one of the two reporting options below, and then click Next.

I'mfiling & NO payroll reparc @

| have payrell ta report. @

Questions? Please contact the Account Management Center at 855-825-9243 or Olympia AMC@esd.wa.gov

]

2. Select the “I'm filing a NO payroll report” option. Click ‘Next’.

If the employer you selected is a taxable, for-profit corporation, the Exempt Earnings and Stock Options
screen opens. These directions assume that this is the case. (Please note: Washington State business
structures such as governments, Domestic Employers, Sole Proprietors, Partnerships, Limited Liability,
Limited Partnerships, Limited Liability Partnership, and 501c3 Non-Profit Corporations were previously
shown this screen but they no longer see it, by design.)
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Exempt officers

Excrcised stock options

All officers are exempt from

Exempt earnings and stock options

3rd quarter 2018

ude 2l emplayees - including offic

Bac m

If the employer you selected is not a taxable, for-profit corporation, the Verify Current Filing screen

opens. Skip to Step 4.

3. Enter the Number of Exempt Officers, Sum of Exempt Corporate Officer Earnings this Quarter, and the

Sum of Exercised Stock Options. Click ‘Next’. The Verify Current Filing screen opens.
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Verify current filing

DEA:

3ra quartar 2019

Emgigyment Secunly Desarime:

el you each monih o complele Bng
cEging Into

Pisacs vartty your Infarmation bc comrest. Clink & ini f0 rurn t & previsus camen and meks sRangee, ar slisk Mt = b finallzs and cubmi your rsport

Businass Infonmation

Federal amployer Idantification number [Federal EIN)

Unifiad business IdsntMer (UBI)

Buslnaea clasaifization Taxabie
Malling address

{
|

Praparer name
Tits Tax Preparear
Phona numoer

E-mall

|
:

Juty

Auguat

Saptsmber

Total empicysas thle quarter

§
|

Total hours thiz quartsr

Total gross wages S0

2B

Total taxabie wagss, bazed on extasa wages caloutation 50

Amount dus for Washington

Unsmgloymant Insurance (L) tax ous for WA wages (rate 295

Employmant Adminiztration Fund (EAF) procsesing fee dus rats 0.05%)

Late report panaity

Ul and EAF charges thie quartar

Charges thie guarter (not Including |ats payment penalties end Interest, If applicabie)

AR AE )

WOTE: ¥imte payment ranaties are supicabis, thay wil be SNORM 0N YOUr MOonthy Biing statemant

;
|
4

C e = 0 & e e T Es s ]

@ TOUM HEI'DH 15 HOT YE1 SUBEINTED. CLICK “NEXT™ 10 CORIMUE.

e cptces [ s |

4. This screen presents a summary of your employee quarterly unemployment report. Information is
presented in the following categories:

Business information Wages summary
Preparer information Amount due for Washington
Exempt earnings (for most employer types) WA wages detail

Employee counts

5. Check the report for accuracy and completeness and Click ‘Next’ if it is correct. The Submit
Unemployment Quarterly Report screen opens.
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Submit unemployment quarterly report

DBA
3rd quarter 2019

THIS QUARTERLY REPORT HAS NOT YET BEEN SUBMITTED

Exit Options

«Back

Instructional text and a button labelled ‘Submit report’ display. If you are ready to submit the report,

follow the instructions in Chapter 17 of this User Guide to do so.
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14. Save an incomplete unemployment quarterly report filing

New EAMS makes it easy to save your work if the process of filing an unemployment quarterly report is
interrupted. Please note: Under normal circumstances, your work is saved each time you navigate from one
screen to another. In the case of the Washington Wage Detail screen, your work is saved each time you
navigate to a new row in the grid.

Prerequisites for this process:
e You have logged into New EAMS
e You are currently within the unemployment quarterly report process, and have advanced to or past
the Report Type screen

1. Click ‘Exit Options’ located at the bottom of each screen. The Exit Options screen opens as a secondary
window.

2. Click ‘Save and return to beginning’. Your work is saved through the screen prior to the one you are on
now. The Exit Options secondary window and the unemployment quarter report both close. The
Available Services screen opens, displaying the Doing Business as Name and ESD # of the employer you
were working on. If you navigate back to the Select Reporting Period for this employer, the Quarter/Year
displays a status of ‘Not Completed’. If you click on the ‘Not Completed’ link for that quarter, the
unemployment quarterly report filing will open to the screen prior to the one you saved.
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15. Erase an incomplete unemployment quarterly report filing

There are some circumstances under which you may want to scrap the unemployment quarterly report you

are currently working on or have worked on. This process will erase all work performed on the selected filing,
in the current or previous sessions.

Prerequisites for this process:

e You have logged into New EAMS

e You are currently within the unemployment quarterly report process, and have advanced to or past
the Report Type screen

1. Click ‘Exit Options’ located at the bottom of each screen. The Exit Options screen opens as a secondary
window.

Exit options

Save and return to beginning
Click the button below to save your quarterly tax report.

* Everything except the current page will be saved.
* ‘You can resume your filing at any time.

Erase and return to beginning
Click the button below to erase your quarterly tax report.

Cancel Erase and return to beginning Save and return to beginning

2. Click ‘Erase and return to beginning’. The filing is completely erased. The Exit Options secondary window
and the unemployment quarter report both close. The Select Reporting Period screen opens. The
Quarter/Year that you just erased displays a status of ‘Not Started — due [date]’. If you click on the ‘Not
Started’ link for that quarter, the unemployment quarterly report filing will open to the Report Type
screen, which is the first in the filing sequence. All fields are blank.
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16. Resume an incomplete unemployment quarterly report filing

initiated by another user

In this release of New EAMS, you cannot resume a quarterly unemployment report started by another user.
This is because all users in this release are granted basic (“Non-locked”) services. Full (“Locked”) access will be
available in a future release. Users with locked services will be able resume an incomplete filing begun by

another user with rights to the same employer.

If you attempt to resume an incomplete report started by another user, New EAMS will present a warning
message and, if you accept the conditions laid out in the message, the data from that incomplete filing is

wiped clean as you “take over” the filing.

Prerequisites for this process:
e You have logged into New EAMS

e Another user has started a quarterly unemployment filing, but has not completed that filing

e You have rights to the same employer’s data, and have created an association between your New

EAMS account and the employer

1. Click the ‘Start / resume unemployment quarterly report original filing’ link located under the Quarterly

Reporting header on the Available Services screen. The Verify Business screen opens.

2. Review the information on the Verify Business screen to confirm that you have selected the correct
employer, then Click ‘Next’. The Select Reporting Period screen opens. A quarterly filing started by
another user will have a label that reads, “Not completed — due <<[Report Due Date]>>" (as will quarterly
filings started by yourself and not yet completed) In the case of quarterly filings begun by another user,

the grid will display that user’s name and email address.

Select reporting period

U ISt Ube The bulk Mie (CESA] meshod Ff reparting mone than 10,000 or mone vaape recards

Flease sEac & quant

2017 2018 2019
Quarter 1

Quarter 2

Quarter 3

Quar‘[erd Repar: fied Fepert fled Repar; fieg ot ireakalb

Tabile descriptons

Ml abated - due
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-

report.”

4. Click ‘OK’. The report’s current data is erased, and you can restart a report for the quarter, using the
instructions to Create an Unemployment Quarterly Report Filing: Hand-Key Wage Data section of this user

guide.

Employment Security Department

Report started by another user

O

This repact vess Starmed by C
User &t a time can work a0 and file 8 quartery unempioyment insurance report. i you
chosoe 00, the comtents of this report will be deleted. You Can Chen nestee this
ST F FEpOT

Camoal

Ching. CIOSE OFaf MESERTe

Click the quarter you want to complete. A dialog box displays with a message that reads, “This report was
started by [Name]. Only one User at a time can work on and file a quarterly unemployment insurance
report. If you choose ‘OK’, the contents of this report will be deleted. You can then restart this quarter’s
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17. Submit an unemployment quarterly report filing: Import wage
data

Once you've completed the process for creating an unemployment quarterly report filing, you must still
submit it to ESD. Late submission penalties, in any, will accrue if you submit after the due date.

Prerequisites for this process:
e You have logged into New EAMS
e You have completed the process of creating an unemployment quarterly report filing, using the
process described elsewhere in this User Guide
e You believe the information contained within the filing is accurate

1. Navigate to the Submit Unemployment Quarterly Report screen within the unemployment quarterly
report filing process.

Submit unemployment quarterly report

DBA

3rd quarter 2019

THIS QUARTERLY REPORT HAS NOT YET BEEN SUBMITTED
Please click the Submit report button to complete the submission process.

Questions? Please contact the Account Management Center at 855-829-9243 or OlympiaAMC@esd wa.gov

e

2. Click ‘Submit Report’, and the data will be submitted to ESD’s system of record. The Unemployment
Quarterly Report Filing Confirmation screen opens, which includes information about when the report
was filed and provides a Tracking ID and Payment Number.

Unemployment quarterly report filing confirmation

DBA:

3rd quarter 2019

YOUR UNEMPLOYMENT QUARTERLY REPORT WAS SUCCESSFULLY SUBMITTED TO THE EMPLOYMENT SECURITY DEPARTMENT

Report filed on 9/3/2019 11:13:26 AM PDT
Total amount due $65.36
Tracking ID

Payment number
Status

Messaging

can take up to 24 hour:
peak use periods

Please print and retain this confirmation for your records.

Return to State Ul available services & Print confirmation only & Princ report and confirmation Pay with E-Pay
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(Optional) Print the confirmation only or print the confirmation and the unemployment quarterly report
for your records by clicking the appropriate button.

0

(Optional) Pay your quarterly unemployment insurance taxes and fees by clicking the ‘Pay with E-Pay’
button.
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Pay unemployment quarterly taxes

Once you've submitted an unemployment quarterly report filing, you must still pay the associated
unemployment insurance taxes, fees and, if necessary, penalties. Late payment penalties will accrue if you
pay after the due date.

ESD estimates the amount you owe for the quarter and displays this information on the Excess Wages and
Verify Current Filing screens. Regardless, you are permitted to pay more or less than this amount, to account
for variables such as the amount you owe from prior quarters, late payment penalties, or Out of State wages.
If you use an Excess Wages calculation that is different from that generated by ESD, you will receive by mail a
request for further information. Your next billing statement will show any applicable adjustments to the
amount you owe. Please note that you may be subject to penalties if your reported excess wages are not
found to be justified, or if you pay less than ESD calculates that you owe.

Prerequisites for this process:
e You have logged into New EAMS
e You have completed the process of creating an unemployment quarterly report filing, using the
process described elsewhere in this user guide
e You have successfully submitted the unemployment quarterly report filing
e You owe ESD money

Option 1: Pay taxes using ePay from the Unemployment Quarterly Report Filing process

1. On the Unemployment Quarterly Report Filing Confirmation screen, which appears at the end of the
filing process, take note of your Payment [Confirmation] Number, then click ‘Payment options’. The
Payment Options screen opens.

Payment options
3rd quarter 2019

How would you like to pay?

Click ePay to pay online using ePay m

Click Print payment col

on that can be mailed to the Employment Security Department & Print payment coupon

2. Click ‘ePay’. The Pay Now screen opens.

Pay Now

Click 'Next' to pay your Ul taxes using your checking account.
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3. Click ‘Next’. The Apply Payment screen opens.

Apply Payment

If vour printed quarterly report does not show a confimation
mumber we probably have not received your report

If you are unsure, save $23.00 in late report filing fees and
contact your district tax office for verification

Enter a confirmation number to apply vour payment to a specific year/quarter.

Confirmation: %4

Whe continue I

—or-

Enter the following business identifiers to apply vour payment to an existing or prior account balance.

ES Reference Number: (nfa) N:-’lp
Federal ID Number (FEIN): (n/a) 22
TUBI Number: (nfa) u:')w continue. l

4. Enter the Payment Number you noted on the Unemployment Quarterly Report Filing Confirmation

screen in the Confirmation field, OR enter your employer’s ES Reference Number, Federal ID Number
(FEIN), and UBI Number. Click ‘continue’. The Enter Payment Information screen opens.

Enter Payment Information

Apply this payment to " " tax report submitted 9/9/2019 at 2:38:00

PM for quarter 2 of 2019 If this 1s not your intent please start again; or close this window to exit ePay.

Please provide the following informarion:

Bank Routing Number: u:')w

Bank Account Number H?LP

Name on the Account: HZP

User Reference: ESD WA Ul-Tax N:-)LP

Payment Amount: $25.00 e

UPDATE: the default debit date is today; click on (the calendar) to change the date.

Debit Date: 9/9/2019

sontinue |

Show/Hide Payment History

Enter the Bank Routing Number, Bank Account Number, and Name on the Account for your bank
account.

(Optional) Enter a User Reference, change the Payment Amount, and/or change the Debit Date from the
current date.

7. Click ‘continue’. The Preparer Information screen opens.
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Preparer Information
When we have questions about this payment. who should we contact?

Please enter contact information for the person submitting this payment.

Please provide the following information:

First Name:

Last Name

Employer Relationship:
Phone Number

Extension:

e
r?
e

LR

HELF

Email: 7

HELF

8. Enter your First Name, Last Name, Phone Number, and (optionally) Extension and Email address. Use the
dropdown to select an Employer relationship. Click ‘Continue’. The Payment Verification screen opens,
and displays, “YOUR PAYMENT HAS NOT YET BEEN PROCESSED”. Information you have entered about this
payment is also displayed.

Payment Verification

YOUR PAYMENT HAS NOT YET BEEN PROCESSED

Please review the following before committing your pavment. If you
choose to process the pavment detailed below, a printable page will follow
displaving all of the below information.
Business Name:
ES Reference Number:

Payment Amount: $25.00
Year and Quarter: 2nd Quarter 2019
Debit Date:
Bank Routing Number:
Bank Account Number:
Name on Bank Account:
User Reference:

Preparer Name:
Emplover Relationship:
Preparer Phone:
I authorize the Washington State Employment Security Department to
process the transaction as detailed above. I also certify that I have been
authorized to enter into this agreement for the above referenced business.

Note: This is vour last opportunityv to cancel this payment process.

["process payment |

9. Review the information displayed on the page and confirm that it matches the data that you have entered
or selected on the preceding pages. Click ‘Process Payment’. The Payment Confirmation screen opens,
showing information about the payment that you entered and a Payment Confirmation code.
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Payment Confirmation

Busmess Name:
ES Reference Number:

Year and Quarter 2nd Quarter 2019
Bank Routing Number

Bank Account Number:

Name on Bank Account:

User Reference: ESD WA UI-Tax
Payment Amount: $25.00

Debit Date: 9/09/2019

Preparer Name
Emplover Relationship:
Preparer Phone: l

Payment Confirmation:

1 authorize the Washington State Employment Security Department to process the transaction as
detailed above. [ also certify that I have been authorized to enter into this agreement for the above
referenced business.

The payment detailed above was successfully processed. Please print this page to serve as your

certification of receipt for this payment. -
print Il continue

10. (Optional) Click ‘Print’ and when the Print dialog box opens, follow the procedure to print the
Confirmation screen.

11. Click ‘continue’. The Completed Successfully screen opens.

Completed Successfully

Thank you for using the Washington State Emplovment Security
Department's ePay electronic payment service.

You have completed the process of posting an electronic payment to vour
account.

You may now exit or, if vou wish to make another payment, click here.

Did vou know vou can login and authorize your account in the Emplover
Account Management Services (EAMS) and receive enhanced payment
services such as:

s View payment history

* Cancel pending electronic pavments

Cancel Payment

Privacy Notice * Equal Opportunity & Americans with Dizability Act Information

12. (Optional) To make another payment, click the ‘here’ link.
Option 2: Pay taxes using ePay from the Available Services screen

1. Navigate to the Available Services screen.

2. Using the ‘Select an Employer’ dropdown, select an employer associated with your account if the correct
employer is not already selected. The Legal entity name of the employer you selected is displayed in the
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‘Select an Employer’ field.

& Business profile

State Unemployment Insurance available services

Administrative Quarterly Reporting

Frequently asked questions Start / resume unemployment quarterly report original filing

My user profile submit paid family and medical leave report

3. Click the ‘Pay taxes’ link under the Payment header. The Pay Now screen opens.

Pay Now

Click 'Next' to pay your Ul taxes using your checking account.

Questlons? Please contact the Account Management Center at 855-829-9243 or OlymplaAMC@esd.wa.gov

Return to State Ul available services R > |

4. Repeat Steps 3 — 10 from Option 1, above.

Option 3: Pay taxes with a check and payment coupon

1. On the Unemployment Quarterly Report Filing Confirmation screen, which appears at the end of the
filing process, click ‘Payment options’. The Payment Options screen opens.

2. Click ‘Print payment coupon’. The payment coupon opens in a new Print window.
3. Click ‘Print’. The coupon is printed.
4. Write in the Amount Remitted on the printed coupon.

5. Mail the coupon and a completed check to ESD address displayed on the coupon. Note: Late-payment
penalties are calculated based on the postmark date of the coupon.
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19. Log out of New EAMS

You should log out of New EAMS whenever you leave your desk. You'll find that logging in and out of the
system is simple and quick.

If you do leave New EAMS without logging out, it will time-out after 30 minutes.

Prerequisites for this process:
e You have logged into New EAMS

1. Click the icon located next to your user name in the colored bar that can be seen above any page.

; Employment Security Department start/Resume/View quarterly tax report @
Test

- WASHINGTON STATE

1@esd.wa.gov -E.

Report type

2nd quarter 2019

Please select one of the two reporting options below, and then click Next.

© I'mfiling a NO payroll report. @

@® | have payroll to report. @

Questions? Please contact the Account Management Center at 855-829-9243 or OlympiaAMC@esd.wa.gov

Exit Options « Back

2. The Logout screen opens. At this point you are logged out of New EAMS. If you wish, you can also log out
of SAW at this point by clicking the SAW Logout link.

== Employment Security Department
-‘; WASHINGTOM STATE

NGTS last refreshed from production 2/27/19.

Logout

Sign out of Secure Access Washigton SAW Logout
You are now signed out or you can Sigi 1T Jga
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