| Want to Upload a

Bulk Payment File

Slide notes

The California Employment Development Department (EDD) developed this tutorial to assist you with
navigating through e-Services for Business.

This tutorial is for an employer representative/payroll agent who wants to make a bulk payment for
many different accounts.
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e-Services FAQs e-Services Tutorials Contact Payroll Taxes Employer Services Online

ervices for Business : Pubiic 8 Se

A} Main

]
o Logon P Alerts @ 1 Want To
> John Q Public A\ Pay outstanding balance: $100.00 Register a New Account (DE 1)

jpublic@xox.com
Last logged on 01-Mar-2018 Add Access to Another Account

Select “Up|Oad a Bulk Upload a Bulk Payment File
Payment File”

Upload a Bulk Return File

Make Multiple Payments

Manage Payment Sources

Accounts Businesses Submissions Correspondence

Balance

[T_/[ Accounts

Account Account ID Name

Empioyment Tax XX-X BUSINESS 1 $100.00
Employment Tax BUSINESS 2 $100.00

2 Rows

Slide notes

We will begin at the e-Services for Business home page. Select the “Upload a Bulk Payment File” link
from the “I Want To” menu.

Page 2 of 11



@o e-Services for Business X W

c Q @ Secure | https://eddservices.edd.ca.gov

Welcome, John Q Public ° Seftings g Log Out

£} Main > Upload a Bulk Payment File

1. Attach a Payment File

Attach a Payment File

Files submitted prior to 3:00 p.m. Pacific Time will be processed the current business day.

If you have an ACH debit block on your bank account, you must inform your bank of the EDD's Company Identification number, 2282533055 to avoid your tax payment being
rejected.

Files must meet the following standards:

« CS8Vfiles must be less than 10 MB.
o XML, ZIP files must be less than 10 MB and in ZIP file format

File Format
CSv Instructions for CSV
[O XML, ZIP ] Instructi

Select “Add Attachment”

Add Attachment

Cancel

Desktop | Mobile

ContactEDD | Conditions of Use | Privacy Policy | Accessibility | Site Map

Coovriaht © 2018 State of California

Slide notes
Select the File Format. For this example, we select CSV. Select “Add Attachment” to continue.
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Select a file to attach

Type | DE8ss, csv

Description |1 st quarter bulk payment

v
Choose File | No file chosen

1

Iﬁ Select “Choose File”

Slide notes

Fill in the “Description” field with a name that you will recognize and then select “Choose File” to find
the file you want to import.
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€ Open

»o_,;- Desktop »

Organize v New folder

¢ Favorites
Bl Desktop
& Downloads
i 2 Recent Places
I
|
- Libraries
jﬂ Documents
J’ Music

(=] Pictures

1% Computer
& Local Disk (C:)

Select “Open”

File name: ~  |ANFles \' v

i\i 7 [ open' |v] [ Concel ]

Slide notes
Choose the correct file to import, and then select “Open” to import the attachment.

The program saves the file in C:\CFSLib\Pr2019\CA upload\ directory.

When you save the file in the payroll program, the data path and file name are saved to the
Windows clipboard. If you prepared the file immediately before getting to this step, you
can put the curser on the line where it says File Name, and hit CTRL+V, the standard
Windows paste command. The data path and file name will be pasted into the line.
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Select a file to attach

Type | DESS, CSV

Description | 1st quarter bulk payment

‘ Choose File | bulk payment.csv

Select “Save”

Slide notes
Now the attachment has been imported. Select “Save.”
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Welcome, John Q Public o Settings a Log Out

£} Main > Upload a Bulk Payment File

1. Attach a Payment File

Attach a Payment File

Files submitted prior to 3:00 p.m. Pacific Time will be processed the current business day.

If you have an ACH debit block on your bank account, you must inform your bank of the EDD’s Company Identification number, 2282533055 to avoid your tax payment being
rejected.

Files must meet the following standards:

» CSV files must be less than 10 MB.
o XML, ZIP files must be less than 10 MB and in ZIP file format.

File Format
CSV Instructions for CSV

(O XML, ZIP | Instructions for XML

Add Attachment

&) Attachments

Type Name Description Size

Select “Next”
DES3, CSV bulk payment.csv 1st quarter bulk payment 0 Remove

Cancel

4

Slide notes

Now you can see the attachment that has been imported. Select “Next” to continue.
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Weicome, John Q Public ° Settings a Log Out

£ Main > Upload a Bulk Payment File

Payment File 2. Contact Information

Contact Information

Employer/Agent/Employer Representative: Enter your business information.

An internal representative (i.e. employee) should enter their employer’s information.

First Name | John
Last Name | Public
Phone Number | 555-555-5555

Extension
Select “Next”

Email | johngpublic@cock.com

Desktop | Mobile
ContactEDD | Conditions of Use | Privacy Policy | Accessibility | Site Map

Copyright © 2015 State of California

Slide notes

Complete the “Contact” information for the person completing this request and select “Next” to
continue.
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Welcome, John Q Public Q Settings a Log Out

£ Main > Upload a Bulk Payment File
1. Attach a Payment File 2. Contact Information 3. Contact Address Information

Contact Address Information

Employer/Agent/Employer Representative: Enter your business information.

An internal representative (i.e. employee) should enter their employer’s information.

Address | 456 Any St
City | Sacramento

State | CALIFORNIA

ZIP Code [ 95814 Select “Submit

Desktop | Mobile
ContactEDD | Conditions of Use | Privacy Policy | Accessibility | Site Map

Copyright © 2015 State of California

Slide notes

Complete the “Contact Address” information for the person completing this request and select
“Submit” to continue.
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Are you sure you want to submit this request?

| ok J Cancel ‘

Slide notes
Are you sure you want to submit this request? Select “Ok.”
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43 Main > Upload a Bulk PaymentFile > Confirmation No.: 0-000-000-000

Confirmation

(& confirmation

Your attached Bulk Payment file(s) have been submitted for processing on 3/21/2018.
Your confirmation number is 0-000-000-000.

Please print a copy of this confirmation page by selecting PRINT before selecting
OK to close this message.

You will need to review your bank statement to confirm that this fransaction was
successful.

You may cancel your submitted file if the status is pending by selecting Payment File
Attachment under "Submissions" and then selecting Withdraw. Payments must be Select “Ok”
cancelled by 3 p.m., Pacific time, one day prior to the Bank Debit Date

Desktop | Mobile

ContactEDD | Conditions of Use | Privacy Policy | Accessibility | Site Map

Copyright © 2018 State of California

Slide notes
Here is the confirmation page, including your confirmation number. Select "Ok" to complete this
process and navigate back to the e-Services for Business home page.

You should print this page so you have a record of your confirmation number.

You should keep track of which clients are included in this submission.
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