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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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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. 
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Select the File Format. For this example, we select CSV. Select “Add Attachment” to continue. 
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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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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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Now the attachment has been imported. Select “Save.” 
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Now you can see the attachment that has been imported. Select “Next” to continue. 
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Complete the “Contact” information for the person completing this request and select “Next” to 
continue. 
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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? Select “Ok.” 
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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.




