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1.0 Manage User

This section illustrates the functionality to create an administrator and to manage the
various users’ associated with the account. It also describes the approach to take when the
user updates Profile information.

1.1 New User

1.1.1 Create New Administrator

From the Login screen (prior to logging in), click the link Create New User ID from the
navigation panel on the left of the screen.

Create New User Id (Registration)
Reset Password

Retrieve User Id

Instructional Video

YA Oklahoma Employment
Security Commission

Administrative Offices 405-557-7100 / Local Offices Toll Free 1-588-980-WOI
TDD Telecommunications Device for the Deaf 405-208-4022

Account Services = User Log In

User Login

Userid:* |
Password : *
r Remember my User Id

By clicking on the 'Log In' button, | certify that | have been granted access to this account information through
the employer portal by the account administrator.

Log In

Choose the type of account.

Create New User Id

What Type of Account are you Creating”

Employer Account

. ness or b
busnes

Third Party Administrator (TPA) Accoumt

0 rosg

al will be

Create an Enolge

on. Create 3 Third Pagy Adminisyator (TPA) Account

Select either Create an Employer Account or Create a Third Party Administrator (TPA)

Account.




Account ki :

|-

Dr. "’I

Ermail Address :*

Usir Phoneg :

Title : First Hame : *

Create New User Id

FEIM:* Account id: Oklahoma Unemployment Account Mumber
FEIN: Fedaral Employar ldentification Murmber

M.: Last Name -*® Suffix :

/

Back Continua I

Enter the appropriate information, and click Continue.

Create New User Td

Accoand Typa
L Kl U K1
¥
Passwort R Enmtlir Password == Pasaword
SeCuity Ouidlion 1. *
r"_-'l.-h.'\'.'.. Security Questson., ;.I
Arvvaer o "
Lamc ity CRMeilion 7 *
[Select Securty Guestson.. =l
Arrswer ;"
Satuity Ouedlion 3 | *
[Select Secury Gueston.. =]
Arvsaer - "
Oy Tha Empboyer o B Employer's Roprese @ |5 authorized o access the Employer’s account informabon through

kg ¢ CEPT. | carnfy that | B Disin oranted permetion 1o scCcoss s ink

| Back | | ACCEPT ]

ft Security Portal. By

Enter the information, and click I accept. You will then be redirected to the Login page.

If you are the first to create an EZ Tax Express account, you will be noted as the account

administrator.

For future access to the EZ Tax Express your User ID and Password will remain the same. If
you do not have an OESC account number, you may use EZ Tax Express to submit an OES-1,
Status Report and receive an OESC account number in the mail.

If you create a User login prior to receiving your unemployment account number it will be
necessary to create a new User ID with your assigned unemployment account number.




1.1.2 Create New User (under the Employer Administrator)

After you have an account and you have logged in, click on Create New User.

& Employer Account Management
& Quarnterly Contribution Report
Onine Payments
= Portal Administration
= Manage Portal Users
Ianage User Roles
Manage Exasting Users
Manage TPA Relationships
Transmasion Log
# Profis Management

Input the required information, choose the access role (user, administrator, view only), and

click Create.

|emgptoyer - Hew user

Useor it * A Usor id must be 3-15 characters long, and it cannot contan spaces
A password must be 515 characters long. It must contan rumbers and
Password: * letters, and it cannot be the same as your User Id, Passwords are case
sensitive
Re-Enter Password: *
Emadl Agdross: *
Access Role Urut OK Account Number rem I tame A

Employer User w01

Trade Name? ’

[_crome |

A message will appear on the top of the screen stating that the new user has been created.
The user will be added to the existing users.

Z

liew Employer User Created Successtully »

Employer - New User

Useria:* I

Password: *

A User id must be 815 characters long, and it cannot contain spaces

A password must be 8.15 characters long. it must contain numbeors and
letters, and it cannot be the same as your User Iid, Passwords are case

sensitive
Re-Enter Password: *
Emall Address:*
Access Role OK Account Number FEIN Name
Employer User v [0 Trade Name?




1.2 Manage Users

1.2.1 Manage User Roles

Click on Manage User Roles.

+ Employer Account Management
# Quarterly Contribution Report
Online Payments
= Portal Administration
= Manage Portal Users

Create New User

Manage Existing Users
Manage TPA Relationships

Transmission Log

+ Profile Management

In order to update the user’s Access Role, select an option from the drop down, and click

Update.

Different Access Roles are displayed depending on whether the user is an Employer or a

Third Party Administrator (TPA).

Employer - Manage User Roles

Choose one or more search criteria.

Userid:
First Name :
Last Name :
OK Account Number :
Search l ’ Reset
Records per Page: 10 ~
Update Access Role User Id Email Address Name Account Name
Update Employer User |L] kswan2013 | kswan@demo.com Ken Swan
Employer Administrator
Total 1 red N Page 1 of 10
Employer User View Only |




1.2.2 Manage Existing Users

Click on Manage Existing Users.

+ Employer Account Management
+ Quarterly Contribution Report
Online Payments
= Portal Administration
= Manage Portal Users
Create New User
Manage User Roles /
Manage TPA Relationships
Transmission Log

+ Profile Management

On this screen, a password can be reset by clicking the Reset Password link next to the user
whose password you wish to change. Also, here the Administrator can delete a user by
selecting the Delete User link. The following screen is displayed for an Employer:

Employer - Manage Existing Users

Choose one or more search criteria
Userid:
First Name :
Last Name:

OK Account Number :

| Search | Reset I

Records per Page: |10 ¥

Reset Detete User Id Emall Address User Account Number Name User Type

i

ResetPassword Delete User  officecterks EmpUser
i

ResetPassword Delele User officemanagerss EmpUserNoAuth
i

ResetPassword Dolote User ouideo12 1 EmpUser

Total 3 record(s) I




The following screen is displayed for a TPA and is similar to what is displayed for an
Employer; however, TPAs have the option to manage TPA users’ permissions.

Third Party Administratos - Manage Existing Users

Choose one or more search creria
Userid:
First Name :

Last Name :

OK Account Number :

Seach |  Reset |

Rocords per Page: | 10 'I

Permissions Reset Delete Userid Emad Address User f‘f:“‘:’f: Name User Type
mechoel heresh
HManage Permissions ResetPassword Dalele User michaciwipada  michael@yahoo.com “ muni  TPAAdmIn
cpa
heresh
Manace Permissions Reset Password Ised michastwipadd clerk99&yahoo.com Kenid murd  TPAUser
cpa
M heresh
Manage Permigsions ResetPassword Delsle User michasiwipadc officemanager@yahoo.com Klec'knel muns  TPAAdmn
(S ]
Total 3 record(s) l




1.3 Manage TPA Relationship

1.3.1 Associate TPA Relationship

Click on the Manage TPA Relationships link.

& Employer Account Management
¥ Quarterly Contribution Report
Online Payments
= Portal Administration
#+ Manage Portal Users

Manage TPA Relationships

Transmission Log

# Profile Management

/

Enter at least one of the Search criteria in order to find the TPA to whom you wish to grant

dCcCess.
Choose one or more search criteria
TPA Search
FEIN:
Legal Hame :
Zip Code
Search
Search Results Records per Page: |10 =
| TPA Hame Address1 Addrass? City  State ZipCode
Grant Access | Acme Processing 1234 West Dr 1234 West Dr Moore OK 7535
Granl Access | file upload file: upload J21file upload fileupload NV  08TI2Z468T
Granl Access | tpa person thing wiiuyerwy Tgpohh MT | 454545454
Granl Access | Kinnikjnkin 125 Jjhgbh Nor AK 748511245
Grant Access  rtidwedlcpa dnkjadfksid klajeificlpt Kidkljfskdil OK 465465465
Grant &ccess  bug id 245 bug id 245 bled bug id 245 bled bugid 245 OK 245245245
Grant &ccess TPAUAT TPAUAT TPAUAT TPAUAT O 515003160
Total 38 record(s) Nedt Page L astPage |

After deciding which TPA would be best suited for you, click the Grant Access link.




Once the grant access box appears, select the proper Access Permission from the dropdown
box.

Grant Access
TPAName: Acme Processing
Street1: 1234 WestDr
Street2: 1234 WestDr
City Name: Moore
State: OK

ZipCode: 75315

Access Permisgion
(Roles]:

| TPA Tax All ~|

By clicking on the 'Grant Access' button, | hereby grant this Third Party Administrator and

its Employee permission to access the information available on my account through the

Okiahoma Employment Security Commission Portal to the extent indicated above. This

authorization will remain in effect until this Third Party Administrator is removed from this
Employer's account

Grant Access I Cancel

After you have clicked the Grant Access button, permissions will be granted and you will
see the TPA in the My TPAs table and the below acknowledgement will be displayed.

TPA Search

Permissions granted successfully

My TPAs Number of rows: |10 =

TPA Name Address1 Address2 City State  Zip Code Role
Edit Remdve Acme Processing 1234 West Dr 1234 West Dr Moore OK 75315 TPA Tax All
Edit Remove  michaelw inc 5150 walk this way 5150 ave bivd  okc OK 731522004 TPATax All
Total 2 record(s)

Choose one or more search citeria

TPA Search
FEIN :
Legal Hame :
Zip Codle @
Search
Search Results Records per Page: I 10 "I
TPA Name Address] Address2 City State Zip Code
Grant Access  file upload file upload 321file upload file upload NV 9BT3I2468T
Grant Access tpa person thing wiliuryenrwy fgahh MT 454545454

-10 -




1.3.2 Remove TPA Relationship

Click on the Manage TPA Relationships link.

+ Employer Account Management
# Quarterly Contribution Report
Online Payments
= Portal Administration
+ Manage Portal Users

Manage TPA Relationships

Transmission Log

# Profile Management

You will see a list of the TPAs associated with your account in the My TPAs table.
In the table, you can select to either Edit or Remove the established TPA relationship.

Click on the Remove link to delete the relationship and on the Edit link to change the
Access Permission.

TPA Search
TPA has bivin removed Succssiully
My TPAS Humber of rows: |10 =
&—  TPAMName Address1 Addressz Gty State  Zip Code Rola
i Ramowe  michashy ing 5150 walk this way S50 ave bivd okt QK TIM522004 TPA Tax AN
Total 1 record(s) |

Chogs e ong of manrg Search cilenia

TPA Search
FEIN:
Lesgal Marme :
Fip Conhie -

_ Seach |

-11 -




1.4 Manage TPA Permissions

1.4.1 Associate TPA User to an Employer

As the TPA account administrator, login (to the TPA account) and select the employer
account you want to grant access to the TPA user.

Click on Manage Existing Users.

+ Employer Account Management
# Quarterly Contribution Report
Online Payments
= Portal Administration
= Manage Portal Users
Create New User
Manage User Roles /
lanage TPA Relationships
Transmission Log
# Profie Management

On this screen, a user previously created by the Third Party Administrator (TPA) can be
given permission to work with an Employer’s account after having been granted
permission to the TPA by the Employer.

Click the Manage Permissions link.

Third Party Administrator - Manage Existing Users

Choose one or more search crdera
Userid:
First Name :
Last Name :
OK Account Number :
Search l Resat
Rocords per Page: |10 'I
Pe Account
missions Reset Detete User id Emad Address User e Name User Type
michoel '
Manage Permissions ResetPassword Daletle User michasiwtpada michael@yahoo.com o TPAAdmIn
Manace Permissions ResetPassword D Used michastwipadb clerk99&yahoo.com Kend TPAUSser
|
Manace Permissions ResetPassword Delsle User michasiwipadc officemanager@yahoo.com K)ec"l‘mer TPAAdmMIN
Total 3 record(s)

-12-




All of the employers associated with the TPA are shown in the Third Party Administrator-
Manage Permissions section. The Current User Associated Accounts and Access Rights
section will display no account(s).

User Information
User id: michaelwtpada First Name: michae Last Name: w Email: michael@yahoo.com

Third Party Administrator - Manage Permissions

Search
OK Account Number : Search Reszsat
To associale an account 1o the User 1D abowve, you first nead Selact the appropriale account
Permissions OESC Account id FEIN Legal Hame Rale
Select TPA Tax All
Seled TPA Tax All

REEUIM\\I-? of 2 records

Current\User Associated Accounts and Access Rights

Search

OK Account Number : Search Reset

There are no accounts assaciated o this user

Click the Select link of the desired Employer to associate with the User ID. A “pop-up”
window is displayed.

To create an association, select the appropriate Account Rights for the OK Account Number and click "Create”.
User id: michaelwtpada
OK Account Number:
Legal Name: O2HRLLC
Account Rights: [TPA Tax All =]

Create Cancel |

From the “Account Rights” dropdown, select either TPA TAX ALL or TPA VIEW ONLY.
Select Create to assign the rights to the User ID. To cancel creating the association, select
Cancel.

-13-




The employer will now appear in the Current User Associated Accounts and Access Rights
section.

The TPA user will only have access rights to the employers displayed in this section.

The user will not have any access rights to employers listed in the Third Party
Administrator - Manage Permissions section.

Moreover, the access right designated by the employer supersedes the access rights the
TPA grants to a TPA user.

¥ The association michashwtpada - [TPA Tax All} has been created sucoassiully.

User Information

User i michaelwipada First Hame: michael Last Hame: w Email. michael@yahoo com
Third Party Administrator — Manage Permissions
Search
OK Account Number : Search Resat
To associate an account bo the User 1D above, you first need Select the appropriale account
Permissions OESC Account kd FEIN Legal Hame Role
Selpd TPA Tau All

Results 1-1 of 1 records
Current User Associated Accounts and Access Rights

Search
OK Account Number : Search Reset
Permissions DESC Account ki FEIN Legal Name Role
Update Daleta TPA Tax All
Results 1-1 of 1 records

-14 -




1.4.2 Update TPA User’s Access Rights for an Employer

Select the Update link of the desired employer in the Current User Associated Accounts and
Access Rights section. A “pop-up” window is displayed.

To create an association, select the appropriate Account Rights for the OK Account Number and chick "Create’.

User id: michaelwtpada
OK Account Number:

Legai Name: O2HRLLC
Account Rights: |TPA Tax All =~

/ — — I

From the “Account Rights” dropdown, select a new value. Select Update to update the

access rights for the User ID. To cancel the update and return to the existing value, select
Cancel.

Once the update is completed, the Role is updated in the Current User Associated Accounts
and Access Rights.

¥ The association michaelwipada - [TPA View Only) has been updates successfully.
User Information
User i michashwtpada  First Hame: michael Last Hame W Email rn::‘l:dt_-lﬁj.,_th': CArm
Third Party Administrator - Manage Parmissions
Search
0K Account Humbser : Search I Reset I
To associate an account to the User ID abowe, you first need Seled the appropnate account
Permissions OESC Account id FEIN Liegal Mame Role
Salgd TPA Tax AN
Results 1-1 of 1 records
Current User Associated Accounts and Access Rights
Search
OK Account Numbs : Search | Reset |
Permissions DESC Account id FEIN Legal Hame Role
Lipdate Dalate TPA View Only
Fesults 1-1 of 1 records

-15-




1.4.3 Remove TPA User’s Access Rights for an Employer

Select the Delete link of the desired employer in the Current User Associated Accounts and

Access Rights section. A “pop-up” window is displayed.

User id: michaelwtpada
OK Account Number:
Legal Name: O2HRLLC

Delete |  Cancel |

i

Account Rights: [TPA View Only |

Are you sure you want to delete this association? Click "Delete’ to confirm or "Cancel’ to close window.

Select Delete to remove the access rights for the User ID to this employer. To cancel the

removal of the access rights, select Cancel.

Once the removal is completed, the employer is no longer listed in the Current User
Associated Accounts and Access Rights section and is now displayed in the Third Party

Administrator - Manage Permissions section.

User Information
User i michaelwipada First Name michael Last Hamea. w

Email: michagsl@yahoocom

Third Party Administrator -~ Manage Permissions

Search

OK Account Mumber : Search

Reset

To assodale an accaunt to the User ID above. you first need Seled the appropriate account

S8lad
Selec

Permissions OESC Account kd FEIN Legal Hame

Role
TPA Tax All
TPA Tax All

Results 1-2 of 2 records

Current User Associated Accounts and Access Rights

Search

OK Acoount Mufmber : Search

There are no accounts associaled to this user

-16 -




1.4.4 Search Employers Associated to the TPA

In the Third Party Administrator - Manage Permissions section, enter a valid OK Account
Number that exists in this section, then select Search.

User Information \
User i michaelwipadb  First Mame: Ker Last Name: d Email: clerkd9g@yahoo.com
Third Party Administrator — Manage Permissions \
search A N
OK Account Number :I I Search I Reset |
To associale an account to the Lser ID above, you first need Seled the appropriate account
|qumissw DESC Account id FEIN Lesgal Mamee Role
Select TPA Tax ANl
esults 1-1 of 1 records
Current User Associated Accounts and Access Rights
Search
O Account Number : Search I Resat |
I Permissions DESC Account id FEIN Legal Hame Rode:
Lpdate Delgte TPA View Only
Update Delete TPA Tax All
esults 1-2 of 2 records

The employer with the OK Account Number entered will be the only employer listed in the
Third Party Administrator section. All other employers will not be displayed.

Select Reset to eliminate the search criteria and display all employers associated to the
TPA.

» \
User Information
User id. michaeiwtpa4d First Name: Kerl Last Name: ¢ Email: derk99@yahoo.com
Third Party Administrator - Manage Permissions \
Search A
OK Account Number : Search | Reset |
To associate an account to the User ID above, you first need Select the appropriate account
Permissions OESC Account id FEIN Legal Name Role
Select TPA Tax Al
Results 1-1 of 1 records
Current User Associated Accounts and Access Rights
Search
OK Account Number : Search I Reset
Permissions OESC Account id FEIN Legal Name Role
Update Delete TPA View Only
Update Delete TPA Tax All
Results 1-2 of 2 records

-17 -




1.4.5 Search Employers Associated to a TPA User

In the Current Users Associated Accounts and Access Rights section, enter a valid OK
Account Number that exists in this section then select Search.

User Information
User Id: michaelwipadb First Name Ker Last Name d Email: derk99@yahoo.com
Third Party Administrator — Manage Permissions
Search
OK Account Number : Search Reset |
To associate an account to the User ID above, you first need Select the appropriate account
Permissions OESC Account id FEIN Legal Name Role
Select TPA Tax All
esults 1-1 of 1 records
Current User Associated Accounts and Access Rights \
Search \“
OK Account Number :I A I rch I Reset l
Permissions OESC Account id FEIN Legal Name Role
Update Dalete / TPA View Only
Update Delete TPA Tax All
esults 1-2 of 2 records /

The employer with the OK Account Number entered will be the only employer listed in the
Current User Associated Accounts and Access Rights section. All other employers will not
be displayed.

User Information

User i michashwipadh  First Mame Keri Last Mame: d Email. clerk@B@yahon, com
==————— ————————————

Third Party Administrator — Manage Permissions

Search
O Account Humber : Search Regat
To assodiate an account ko the Uiser 1D abave, you first need Select the appropriate account
IP‘Eﬂ'I'I!!-Il:Iﬂﬂ 0E 5C Account ld FEIN Legal Hame Riole
Selad e et et et e e TPA Tax Al

€5ulg 1-1 ol 1 records
Currént User Associated Accounts and Access Rights

Seanch
0K Account Numbser : Search | Raszat I
I Permissions OESC Account id FEIN Legal Name Riole

esults 1-1 .01 1 recgnd

UeEDEEE  01.23456789 73-12345678  Employer Name . _TPA View Only_

Select Reset to eliminate the search criteria and display all employers associated to the TPA
user.

-18 -




2.0 Login
2.1 Existing User Login
In the EZ Tax Express, enter the appropriate User ID and Password.

Click the Login button.

'@ Oklahoma Employment
: Security Commission

User Login

The EZ Tax Express will require the user to reset the password.

Reset your Password

Mew Password:® | <
Ratypes Hevw Passwsond - * %
<

Expea Help Dask

Phone: (405) 557-5452 Email. edaxespre

Create a new password.

Password must have one number and one letter. It must contain a minimum of 8 characters
and a maximum of 15 characters. Passwords are case sensitive. Passwords cannot have
blank spaces, special characters, punctuation, and cannot be the same as the user id.

Click the Reset Password button to apply this new password.
If there is Profile information missing, you will be prompted to enter in the missing
information. Otherwise you can update this information by clicking the Profile Update link.

-19-




Manage User Roles
Manage Existing Users
Manage TPA Relationships
Transmission Log
Application User Guide
= User Profile Management
Change Password
Update Profle <—1——

Update Profile

Useria: Account ¥ ACOoant M CAmNoma Lasrpioymert ACCoun] Numbe

Tibe First hame :* Miodie Samee
s w| Cecige

Lot Bawwn & * Suflix

P antor

fomadt i * Phone ;
prs0nQocige 3

Addross Lineg 1:*
456 Mot Rood
Address Liow 2

Gy * State:” Lpit
Chcage o woangel

Secuney Guestbon 1

In what year nas your mother borm? v
Answer ¥

500

Scounty Queston 21

What » your mother's maden name? vj
Answer 2:*

Jorrson

Sacuri®y Queation 3 *

What s the country of your ultimate cream vacation? v
Anawerd  * =
fs

»_Upcwe |

Click the Update button when you have made the adjustments.
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If there is more than one account associated with the User ID entered, you will need to
select the appropriate account.

Select Account

W Account Name
W OESC Accoum I
YWitin
Search
Account i Accoant Name FEN

. Oklahoma Employment

Security Commission

Account Sernvices > User Log In

Create New User Id (Registration
ResetPa

Retnieve User id

User Login

Instructional Video Userid:*

Password:*

If you have forgotten your User ID and/or password and you have stored an email address
within your Profile, then you will be able to select Retrieve User ID or Reset Password
respectively. Follow the prompts on the screen to receive a temporary password and/or
your User ID in an email.

For Retrieve User Id, if you do not remember your email, by entering an FEIN or an Account
Number, you will be directed to contact your administrator. For Reset Password, if you do
not remember your email, by entering a User Id and correctly answering the challenge
questions, an email will be sent to you. If you answer the challenge question incorrectly,
you will be directed to contact your administrator.
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3.0 Employers Quarterly Contribution Report
Submission Methods and File Formats

The Oklahoma Employment Security Commission (OESC) Employer Portal allows
employers and agents to submit Employers Quarterly Contribution Reports using the
following methods:

Submit Employers Quarterly Contribution Report: You will need the following information
to complete this process:

Employee Social Security Number (SSN)
Employee First, Middle Initial and Last Name
Employee Total Wages Paid this Quarter
Employee Taxable Wages Paid this Quarter

Upload Employers Quarterly Contribution Report: You must have the following
information to complete this process:

Employer Oklahoma Account Number

Employer Federal Identification Number

Employer Experience Rate for this reporting period
Employee Social Security Number (SSN)

Employee First, Middle Initial and Last Name
Employee Total Wages Paid this Quarter

Employee Taxable Wages Paid this Quarter

The File Upload Specifications are published on the OESC Website: www.ok.gov/oesc_web
Once at the OESC Website (www.ok.gov/oesc_web) select ‘Employer Information & Forms’.
Then click on ‘Quarterly Wage Filing Options’.

If the user cannot format his or her file to comply with the file upload specifications, the

user must use the ‘Submit Contribution Report’ link in the EZ Tax Express Portal, to submit
the Quarterly Contribution Report.
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3.1.1 Submit Employers Quarterly Contribution Report

Click Submit Contribution Report from the navigation panel.

@ Employer Account Management
Submit Contribution Report
= Upload Contribution Report
File Upload
File Upload Library

7N

Step 1 of 6: Select Quarter and Year: Select the Quarter and Year to be filed, and click Start
Quarterly Contribution Report Application.

File Employers Quarterly Contribution Report

Wialcome 1o the Oklahoma Employment Security Commission Onling Filing Systam
Click pera for step-by-step instructions

To file the Employers Cuarterly Contribution Report, you will need the following

mployee(s) Social Securnity Mumber

1, Middle{optional) & Last Mame

+ Employes(s) Total Wages Subject to Unemployment insurancs

= Employee(s) Taxable Wages computed up to Taxable Limitation
* Mumber of employeeas as of the 12th of each month of the quarter

To begin the filing process, sekect the Quareraar 1o ba filed in the box balow

Step 1 of 6: Contribution Report = Select Quarter and Year
Select Quarner:* |3 W
Select Year: " | 2016

| Start Quarterly Contribution Report Application é

Step 2 of 6: Contribution Report Questionnaire: Answer questions 1-4. System edits will
depend on how the questions are answered.

Question 1: If yes, the portal will take you through the entire reporting process. If No, the
portal will take you through the process for filing a zero wage report.

Question 2: If yes, the portal will not calculate the taxable limitation for each employee. If
No, the portal will calculate the taxable limitation for each employee if prior quarters for
the year have been filed.

Question 3a: If yes, the portal will populate the Taxable Wages with amount from Total
Wages for each employee.
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Question 3b: If yes, the portal will populate the Taxable Wages with zero for each
employee.

Question 4: Enter the number of all full and part-time employees who worked or received
pay subject to unemployment insurance for the payroll period that includes the 12th of

each month. If Question 1 is answered No, the portal will populate with zeros.

After answering the questions click Continue.

File Employers Quarterly Contribution Report for 3/2016

Step 2 of 6: Contribution Report - Contribution Report Questionnaire
1. In 3/2016, were wages paid to employees? OvYes ONo

2. For calendar year 2016 and for the purposes of Unemployment Insurance, have you reported any of the
employees listed in question 1 to another state, or under another account unit of this same number, or have wages been Yes No
reported under a predecessor account?

3.a. If wages were paid, are Total Wages equal to Taxable Wages ? (Total Wages = Taxable Wages?) Yes No

b. If ‘'NO’, are ALL taxable wages equal to zero? (All Taxable Wages = $0.00?) Yes No

4. Monthly count of all full and part-time workers who worked or received pay subject to unemployment insurance for the payroll period that
includes the 12th of the month

Month 1: Month 2 : Month 3 : \
|

| Back H\‘ Continue |

Step 3 of 6: Add Employees: Enter employee and wage information. Click Add Employee.

File Employers Quarterly Contribution Report for 3/2016 " Indicates
Step 3 of 6: Contribution Report — Add Employees
Employee Information
Add Employee
1. Employee SSN 2. Last Name * First Name * Middle Name ¥/ 3. Total Wages Paid * % 4. Taxable Wages Paid *
111223333 last name first name middle name 1500.00
l_—_-_ *
To report employee(s), complete above information and click "Add Employees.” LAdd Employees
Back | | Quit | | Save | | Cancel —| | Continue
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The portal automatically saves the entered information once the Add Employees button is
clicked. The portal will also provide blank text boxes to continue adding employee
information if there are more employees to report.

File Employers Quarterly Contribution Report for 3/2016

* Indicate:

Step 3 of 6: Contribution Report — Add Employees
Employee Information

Search

Employee SSN :

/ Last Name :

Search

[ View Au

To sort by SSN or Alphabetically, click the 1. Employee SSN or 2. Last Name headers below

Records Per Page:

Edit Name

1. Employee SSN . |2. Last Name.~
—L“‘_F A bastHame
T T

First Name |Middle Name 3. Total Wages Paid

4. Taxable Wages Paid|| Delete

Edit 111223333 last name first name middle name 1,500.00 1,500.00 O
N\ | |REPORT TOTAL: DN
Total 1 redqrd(s) Page 1 of 1
Add Employee
1. Employee SSN 2. Last Name * First Name * Middle Name ¥4 3. Total Wages Paid *| % 4. Taxable Wages Paid *

To report employee(s), complete above information and click "Add Employees.”

I Add Employees |

Back ||  Quit

Save Cancel | | Continue

To delete an employee, use the mouse to put a check in the box, click Delete at the top of
the column.

To edit employee name information, click Edit. Wage amounts can be changed directly in
the grid box.

Use the Records Per Page drop down box to choose how many records to view per page
(10, 25,50, or 100).

Search by Employee SSN and/or Last Name by entering a value for these fields and clicking
Search. You can reset the search filter by clicking View All to display all employees.

To sort by Employee SSN or Last Name click on the 1. Employee SSN or 2. Last Name

header.
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Employers Quarterly Contribution Report button functionality:

File Employers Quarterly Contribution Report for 3/2016 * Indicate
Step 3 of 6: Contribution Report - Add Employees
Employee Information
Search
Employee SSN : Last Name : I Search ‘ I View All
To sort by SSN or Alphabetically, click the 1. Employee SSN or 2. Last Name headers below Records Per Page: (10 W
Edit Name ‘1. Employee SSN . |2. Last Name.~ |First Name | Middle Name I 3. Total Wages Paid| 4. Taxable Wages Paid
Edit 111223333 last name first name middle name 1,500.00 1,500.00 |
| REPORT TOTAL: |
Total 1 record(s) Page 1 0f1
Add Employee
1. Employee SSN 2. Last Name * First Name * Middle Name ¥/ 3. Total Wages Paid *| ¥ 4. Taxable Wages Paid *
To report employee(s), complete above information and click "AGMD:O}'EES ' \ \ x Add Employees
| Back ‘ I Quit | | Save | [ Cancel ‘ | _ Continue |

Add Employee - Must be selected in order to add employees to the report.
Back - Saves the information on the screen and returns the user to step 2 of 6.

Quit - Saves the information on the screen and navigates the user to step 1 of 6 (first page
of the Submit Contribution Report application).

Save - Saves the information on the screen (clicking save does not complete the report
process)

Cancel - You will receive a warning message as follows: “WARNING: Selecting Cancel will
remove the entire report. Do you want to Save your work and come back later?”

OK saves the information and navigates the user to the portal homepage
Cancel removes the entire report and navigates the user to the portal homepage.

Continue -Advances the user to step 4 of 6 (Saves the information on the screen as well).
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Step 4 of 6: Review Summary Totals:

File Employers Quarterly Contribution Report for 3/2016 * Indicates requi
Step 4 of 6: Contribution Report — Review Summary Totals
Employee Information
Records per page ’10—\/
1. Employee Social Security Number |2. Last Name First Name |Middle Name 3. Total Wages Paid 4, Taxable Wages Paid
HOX-XX-3333 last name first name middle name $1,500.00 $1,500.00
| REPORT TOTAL: $1,500.00 $1,500.00
Total 1 record(s)
Oklahoma Account Number : 5. Total Wages Paid this Quarter : $1,500.00
Federal L.D. No. : 6. Taxable Wages Paid this Quarter : $1,500.00
Qtr/Yr: 7. Contribution Rate for this Quarter : 0.3%
Employer Name / Address : 8. Contributions Due : $4.50
9. Interest Due : $0.00
10. 10% Penalty Due + $100 Penalty Due : $0.00
11. Debit : $0.00
N 12. Amount Due : $4.50
75019 - 4963
[| Back ‘ I Quit | [ Save ] ‘ Cancel ] | Continue |

Review the information and click Continue to advance to Step 5 of 6, the signature screen.

Step 5 of 6: Signature Page:

Put a check mark in the I certify this report by using the mouse to click inside the check

box.
Enter Contact Name, Title, and Contact Phone.

Click Continue to submit your report.

File Employers Quarterly Contribution Report for 3/2016

Step 5 of 6: Contribution Report — Signature Page

Contact Name : = <
Title :
Contact Phone : * <
Date : = |09/14/2016

Click the "Continue” button to submit the Employers Quarterly Contribution Report.

NOTE: Do not click the "Conlinue” button more than once. The filing process may take
several minutes. Do nof close the browser until confirmation page appears.

— 11 certify this report is correct and no contribution is paid by any employee *

Quit

Back | |

Save

Cancel

Continue
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Step 6 is the confirmation page seen below.

[Fite Employers Quarterly Contribution Report for 3/2016

The Employers Quarterly Contribution Report for 3/2016 was successfully transmitted at 9/14/2016 10:41:02 AM . Confirmation number: 70F4A9B830.
NOTE: Please allow up to 2 business days for processing before viewing the Employers Quarterly Contribution Report on-line.

Click the Print Employers Quarterly Contribution Report button to obtain a copy of your report: Print Employers Quarterly Contribution Report

Payment Options

1.Pay On-line - To complete this process, have your bank routing number and account number available and click here

Pay-Online
2.Pay by Check
« Print the payment voucher Print Payment Voucher
» Make check payable to OESC
* Include Okliahoma Account Number and Quarter on the check
 Mail Payment Voucher and Check to:
OESC
Attn: Cashier
PO Box 52004
Oklahoma City, OK 73152-2004

Your report has been received, DO NOT mail a copy of the Employers Quarterly Contribution Report with payment
Oklahoma Employment Security Commission, Unemployment Tax Payment Voucher: OES-3

Confirmation No. Oklahoma Account No. Receive Date Quarter/Year Total Amount Due
T0F4A9B830 3-2016 450

Make check payable to OESC

OESC Due: 4.50
Attn: Cashier Paid

PO Box 52004

Oklahoma City, OK 73152.2004 Due on or before: 10/31/2016
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3.1.2 View/Print Report and Payment Voucher

Payment Options
1. Pay On-line - To complete this process, have your bank routing number and
account number available and click Pay-Online.

2. Pay by Check
a. Print the payment voucher Print Payment Voucher
b. Make check payable to OESC.
c. Include Oklahoma Account Number and Quarter on the check.
d. Mail Payment Voucher and Check to:
OESC
Attn: Cashier
PO Box 52004
Oklahoma City, OK 73152-2004

DO NOT mail a copy of the Employers Quarterly Contribution Report with payment.

3.1.3 Print Copy of OES=3

Click Print Employers Quarterly Contribution Report link to print a copy of the Quarterly
Contribution Report.

3.2 File Upload of Quarterly Wages

This process allows Employers and TPAs to upload one or multiple Employers Quarterly
Contribution Reports via the OESC Employer Portal.

3.2.1 Upload File

Select File Upload from the navigation panel.

= Quarterly Contribution Report
Submit Contribution Report
= Upload Contribution Report

File Upload

File Upload Library
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Step 1 of 7: Select the Quarter and Year and click Start File Upload.

Upload Employers Quarterly Contribution Report * Indicates required f}

To minimize the risk of upload failure or validation errors, please review and implement the proper file specifications prior to uploading the Employers Quarterly Contribution
Report.

Below are some tips to ensure successful transmission:

* Multiple employer reports are allowed within a single file upload
» Multiple quarters are not allowed within a single file upload

» Current Experience Rate must be used

+ Oklahoma Account Number must be valid

+ No negative wages

+ Taxable Wages cannot exceed Total Wages

+ Employer's account must be active in OESC database

+ Employer's account must be subject for the quarter being submitted in OESC database
* Duplicate Social Security Numbers are not allowed

+ Click here for step-by-step instructions.

+ File format specifications

ATTENTION:
= All active accounts must file the Employers Quarterly Contribution Report even if no wages have been paid and/or no tax due
* Do not file the Employers Quarterly Contribution Report that has been previously submifted
* Files will be purged after 7 days if not submitted for processing

To begin the upload process, select the Quarter/Year to be filed in the box below.

Step 1 of 7: Upload Contribution Report - Select Quarter and Year

Select Quarter : *
SelectYear:* |2016 V| <—

M Check the box to receive email notifications
regarding file validation and ilable reports.

[ StatFileUpload <H—

Step 2 of 7: Select File: Click Browse to search for the file to be uploaded.

Step 2 of 7: Upload Contribison Report — Selact File
Important Fleass b pathenl while we upload your Be. This could take geveral mirutes. Closing e Drowser of nagaang Fway from this page will beeminate Be upload
procEss
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Choose the file and click Open.

Choose file

Look in: | =3 SAMPLE UPLOAD FILE ¥ « Bk
@ | Name Sze | Type ~
(z) File Upload Q2 2009 One Acct.txt 2KB TextDocument
OWW 5) ONE OK 8-26-09.txt 16KB TextDocument
(%) OES3Sample - Error Free v2 One Accoun. .. 2KB Text Document
@ (£) oES3Sample - Error Free v2 One Accoun. .. 2KB Text Document
Deddin [£) OES3Sample - Error Free v1 One Accoun. .. 2KB Text Document
[£) OES3Sample - For Barbara 8-22-2009. txt 2KB TextDocument
~ [£) OES3Sample - Error Free v2 One Accoun, .. 2KB Text Document
J | [£) From Lizette - upload2 06-2009 Correct... 31KB TextDocument |
My Docimsarta | [£) Test From Linda Qtr 2 - 2009, txt 87KB TextDocument
() OES3sample - Error Free v2 Two Accoun... 3KB Text Document
_ ' [£] OES3Sample - Error Free v1 One Accoun... 2KB Text Document
: () 0ES3Sample - Error Free v1 One Accoun... 1KB Text Document
My Computer | [£) OES3Sample - Ervor Free v1One Accoun... 2KB Text t
Qupload.m 63,830KB Text t |y
Q | e
My Network  Fi nme: |Fie Upload Q2 2003 One Acct ba - Open
Flesoftyps:  [Al Fies ) | Cancel )
7

Click Upload to upload the file.

Step 2 of T: Upload Contribution Report — Select File

process

[ akepathi2 2011 oksuta {2) 1t

Important: Please be patient while we upload your file. This could take several minutes. Closing he browser or nadgating away from this page will terminate the upload
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The portal will display a progress bar during the file upload process to indicate to the
Employer/TPA the progress of the file upload. DO NOT close your browser during this
process. Closing the browser aborts the upload process.

Shep 2 of T Upload Contribuon Reéport — Sedect File
mportant Flease be patient while we uplead your fle. This could 1ake several minutes. Closing the browser o nawgating away from this page will feeminate the uplead
rocs
II: ‘akepath\BIG TEST FILE FOR LIPLOAD (2).TXT Brawse | I | |

F 0] B R L

Uploads of 13

T IpS

Back Cancel |

The system displays Step 3 of 7.

StepIalT
oud file: BIG TE 5T FILE FOR UPLOAD (Z).TXT (1376690 bytes) has been succesahlly uplaaded
L] -
r P " r
F o5 TR browser r ] I [ % Rep cietn 8 aw the filg
D, 5E e File U
ck fagrg

DO NOT STOP HERE!
You must complete ALL 7 steps to file your report.
File Status must show "File Processed" or your report has not been filed.

Step 3 of 7 informs the user the file uploaded. Caution, the file still has to go through a
validation process to make sure the file is error free, and you still have to submit the file for
processing.

You can choose to close your browser from this screen, but you must return and submit the
file for processing. If you close the browser, select the File Upload Library link from the
navigation panel, to finish submitting the report.

To view the file details and submit the file for processing, click the here link on step 3 of 7
or select the File Upload Library link from the navigation panel, to finish submitting the
report.

Step3ol 7
Your file: Example file for user guide[2].txt (99443 bytes) has been successiully uploaded

Please wait for validation to complete. Click hers to view the file processing status

-32-




Step 4 of 7: File Upload Library.

fitem 4 of T: File Uptoad Library

Fibe Samtus: |2l Files Staktus =

F il Mams

Semch Rasat |
Open Details link to complete filing process. fecords per Page: |10 =
[Ey— Fibe Sipw
Dwigel Risgn Errof Riport o Fibe Information e Quaner  Year Slatus
330 el I Data Validasion

Qpsn  Sugcess Fild Loaded: Tuesday, Dcober 11, 2091 11031 u ¥ | Compizted
Rasilts 1-1 ahNgeods

This page displays all the files uploaded for the user’s account, the last file uploaded
displays on top of the list.

If no errors are encountered in the file, the file upload Status will go from Processing
Pending, to Validating File Data, to Data Validation Completed. The file status changes

often occur rapidly. You may not actually view each change.

Search by File Status and/or File Name by entering a value for these fields and click Search.
You can reset the search filter by clicking Reset to display all files.

Select the Reset button to refresh the page. Once the Status is equal to Data Validation
Completed, click on the Open link to navigate to the file details.

Click the Open link to view the Quarterly Contributions report(s) included in the file.

Step 5 of 7 Uploaded File Details.

Step 5 of 7: Uploaded File Details

F 46536 bytes
Quarne ar 3201
File Status: Data Valdation Completed
File Loaded Tuesday, October 11, 2011 1:10:31 PM

Back Quit Cancel I | Continue I
Reports Ready to be Submitted

Some of the uploaded reports have successfully passed the validation process. To review these reports, click the ‘Syccess Repod link. Please

edew these reports priof to submiting Once the filing process has been completed, A cannot be undone. You must cick the ‘Continue’ button
at the top of the page to complete the fikng process.

A Success Report indicates only that the file has passed data validation and is now ready to
be submitted. You MUST select continue to complete the filing process.
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3.2.1.1 File Upload - Reports Ready to be Submitted

Click on the File Upload Library from the navigation panel.

= Quarterly Contribution Report
Submit Contribution Report
= Upload Contribution Report
File Upload
File Upload Library <—1———

-~ -

Step 4 of 7: File Upload Library

[Step 4 of 7: Fise Upload Library
File Swatus: ANl Fles Status =
F i Name
Open Details link to complete filing process. Records per Page: [10 ¥
Payment Fibe Size
Detasls Report Error Report Confirmation Fie Informaton (Oytes) Quarter  Year Status
3 2071 mail® txt
z v - Datas Vakdato
Qgen Success File Loaded Tuesday, Octoder 11,2011 11031 48538 ) 2011 ‘c‘;?:m:d"
Results 1-1 ohtgeconds

Click the Open link to view the Quarterly Contributions report(s) included in the file.

Step 5 of 7: Uploaded File Details
File Name: 3 2011 multi with error,txt
File Size 46537 bytes
Quarter / Year 372011
File Status. Data Validation Completed
File Loaded Tuesday, October 11, 2011 1:15:13 PM

Back aut |

Upload Contnbution Report - Errors

Emors were encountered during the validation process. To view the errors, click the Error Repodt link These records will not be processed and
must be comredted, re-uploaded and submitied in 3 separate file

Reports Ready to be Submitted

Some of the uploaded reports have successiully passed the validation process. To review these reponts, click the 'Success Repod ink Please
reviéw these repons prior to submitting. Once the Nling process has been completed, it cannot be undone. You must ciick the ‘Continue” button
at the top of the page to complete the filing process.

This page allows users to view the quarterly contribution report(s) included within the
uploaded file. This page displays both reports ready to be submitted (no errors found),
and/or reports that failed validation. Refer to section 3.2.1.2 for file uploads that failed
validation.

You can abort or cancel the uploaded file by selecting the Cancel button. Selecting Cancel
removes the entire file. Review the information and click Continue to advance to step 6 of
7: Signature page.

-34 -




Step 6 of 7: Signature Page.

Step 6 of T: Upload Contribution Report — Signature Page

é I™ 1 certify this report is corract and no contribution is paid by any employes., *
Contact Name ; *

Tithe 2

Contact Phomne : *

Date:® 1001272011 8162

o

Click the "Continue™ buftan to submil the Emplayers Quanedy Contribution Rapom(s)

NOTE: D not ciick the Cionlinge ™ button move than once. The Ming process may take several minutes. Do pol closaNhe browser

wnlil confirmalion el apDedrs
Back Quit cancel || Continue |

Click the I certify this report check box.
Enter Contact Name, Title, and Contact Phone.

Click Continue to submit the report(s) for processing.

Step 7 of 7: Upload Employers Quarterly Contribution Report.

Step 7 of 7: Upload Employers Quarterty Contribution Report

The Employers Quarterly Contnibution Report File Upload for 3/2011 was successfully transmitted at 101

272011 8:29.06 AM
DO NOT mail a copy of he Employers Quanerly Contribution Report with payment

Employers Quarterty Contnbution Summary Report Confirn

nation Repont
To compiete this process, have your bank routing number and Bt Lo :
account number avallabie. Banking information will be pre- a. Prnt the payment voucher Print Pavment Voucher

populated ifincluded on the file. lake Onling Payment b. Make check payable 1o OESC

uESL

c

Include Oklahoma Accound Number and Quarier on the check
¢ Maill Payment Voucher and Check to

OESC

Altn: Cashier

PO Box 52004

Okiahoma City, OK 73152-2004

Oklahoma Employment Security Commission, Unemployment Tax Payment Voucher: OES-3

Oklahoma City, OK 73105-1401

Confirmation No. Oklahoma Account No, Receive Date Quarter/Year Amount Due
CoABBES220 32011 $1169
Make check payable 10 OESC : I
'E’S“ e i Total Amount Due: $11.69]
0 i .
Attr: Casheer Pakk

| PO Box: 52004

| Oklahoma City, OK 73152.2004

Due on of Before [10V3172011)
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Payment Options

1. Pay On-line - To complete this process, have your bank routing number and
account number available and click Pay-Online.

2. Pay by Check
Print the payment voucher Print Payment Voucher
Make check payable to OESC.
Include Oklahoma Account Number and Quarter on the check.
Mail Payment Voucher and Check to:
OESC
Attn: Cashier
PO Box 52004
Oklahoma City, OK 73152-2004

e o

Click Print Payment Voucher link to print a hard copy of the payment voucher report. The
payment voucher is sent to OESC when paying by check.

To print the Confirmation Report of the Quarterly Contribution Report(s) processed in the
file upload: Click the File Upload Library link on the navigation panel and select the
Confirmation report in the file library.

Step 4 of 7: File Upload Library

Fe Status : Al Files Status =l

File Name

Seach |  Reset |

Open Details link to complete filing process. Records per Page: (10 =

Payment Fée Slze
) mos R Fée Infor ) r  Year

Detads Repo Error Repon Confirmation e Informaton {bytes) Quarne oy Status
3 2011 muln Confirmation rpt testtxt

0oen Coptrmaton £ile sod 1 3 1ot 11,201 2011 File Processed
3 2011 muin P Rec.txt

, Tatoc od Tuesa 1 File Proc d
=~ 3 2011 muit good file [2] .txt
Pasmeant ;

Qpar ConSemation _r:{—'njjfr FileL a0ed Monday, Octobes 10, 2011 114021 55954 3 2011 fie Processed
4 2010 one p rec for mast employer.txl

Qpen Open File Loaded Frida tobe 7, 201111342 4 2010 Processang Falled
y

|-
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3.2.1.2 File Upload - Processing Failed

The example below depicts a file that failed validation. The ‘Status’ of the file will display as

‘Processing Failed’. These records cannot be processed and must be corrected, re-
uploaded, and submitted in a separate file.

Step 4 of T: File Upload Library

Fio Status:  [All Files Seatus =|

Fili Ml ;

[ Sewch ] Rese |

Open D-et.ailsﬁ\tu complete filing process. Records par Page: |10 =

Payment Fike Size

Detials Report Errar Rapoit Confl i Fila Enformmation {byins) Quarter  Year Statuis
3 2011 sirsgle with snnor.ixl

Doan QpEn Filg Loaded: Wedngsday, Oclober 12, 2011 L1227 3 2011 Processing Faled
20305 AM
3 20111 il with @rror i

DEan QpEn Filg Loaded: Tuasday, Ociober 11, 2011 11513 46537 3 2011 Fil Procassed
PM
3 2011 mls Axt
Filg Loaded: Tuasday, Ociober 11, 2011 11031 46535 3 2011 Filg Camncailad
PM

Jresuits 1-3 of 3 records

Click the Open link under the Error Report column to view the error(s) in the file.

The system displays the error report.

B Z5855F[ 1 Ltut - Notepad

=
Fle £ Fomat Yew el
REpOrT GEnerated t wednesday, october 12, 2001 9:05:09 aM Generation Time: O seconds. =
File mame t ¥ 2011 stngle with error.tar =
File Size P ALEIT bymes

Filing Quarter/vear T o3/7011

File Identifier : 29896 0 deeldoei=92al=4Fpl-a745=05c4a0a7fo7f. tut
Mumber of Errors i ]

000D000%-5 Employee Last Mame (position 11-300 in the 'S° record must be at least one character in length, must not

The file upload error report displays the exact line in the file where the error occurred. In

the example above and below, the error report indicates that on the ninth line of the file the
employee last name is missing.

Files with errors must be corrected and re-submitted in a separate file.
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3.2.1.3 File Upload - Cancel a File Upload

Select the File Upload Library link from the navigation panel.

(= Quarterly Contribution Report
Submit Contribution Report
= Upload Contribution Report
File Upload
File Upload Library<————————

-~ . -

The system displays step 4 of 7: File Upload Library.

Step 4 of T: File Uplaad Library
Filg Status |.‘.'.]I Falés SRatus :J
File Masmse ;
Open Details link to complete filing process. Records per Page: |10 v!
Paymaent Fibe Size
Dty Report Emvor Report o File Information {Byies) Quarter  Year Stabus
3 20711 sirgle withs sanor.ixl
Opan <——— Qpen Filg Loaded: Wadnasday, Oclober 12, 2011 21827 3 2011 Processing Fased
So03:08 AM
3 2011 muls with errorixt
Cpen Open Filg Loaded: Tuesday, October 11, 2011 11513 453537 3 2011 Fig Processed
PM
3 2011 mult Axn
File Loaded: Teesday, Odober 11, 2071 110031 46536 2 2011 Pl Caneciled
PM

| Besuits 50T 3 records
L

To Cancel a File Upload, select the Open link in the Details column.

The system displays step 5 of 7: Uploaded File Details.

Step 5 of 7: Uploaded File Details
File Name: 3 2011 multi with error.ixt
File Size 46537 bytes
Quarter / Year 3/2011
File Status: Data Validation Completed
File Loaded Tuesday, October 11, 2011 1:15:13 PM

Back Quit Cancel

Upload Contribution Report - Ermrors
Emors were encountered during the validation process. To view the errors, chick the Errof Repoff link. These records will not be processed and

Reports Ready to be Submitted
Some of the uploaded reports have st
revtew these reports prior to submitting. Once the filing process has been completed, it canno
at the top of the page to complete the filing process.

15, click the "Success Repod link. Please
one. You must ciick the ‘Continue” button

On step 5 of 7: Select the Cancel button to cancel the file upload.

Selecting Cancel aborts the file upload process for this file. To re-upload a file, see the File

Upload of Quarterly Wages section.
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3.3 View Payment Confirmation Report (file upload only)

When an online payment is made after a File Upload for multiple employers, a payment
confirmation report can be generated once the payments are submitted and validated.

When submitting an Online Payment the responsibility of ensuring that the correct banking
information is entered rests with you.

If you schedule and submit a payment online, a confirmation number will be assigned.
A confirmation number confirms only that a payment was scheduled to be processed.

A confirmation number does NOT confirm that your bank has successfully processed the
scheduled payment.

If the bank does not process the scheduled payment, the OESC may charge a Return Check
fee.

Select the File Upload Library link.

= Quarterly Contribution Report
Submit Contribution Report
= Upload Contribution Report
File Upload
File Upload Library <————

-

Locate the appropriate File Upload. If the payment is confirmed, a Payment Confirmation
link is displayed next to the File Name.

Select the Payment Confirmation link.

Step 4 of 7: File Upload Libvary
Foo Status:  [All Files Status ~l
File Rame
Search Reset I
Open Details link to complete filing process. Records per Page: (10 =
Payment Flle Size =
Detads Report Error Report Coafirmation Fide Information (bytes) Quarter Year Status
Qpen  Confirmation Famment P REC muftiple file [11}.0a1 4 2010 File Processed
- o Coafiomation F Honday. Ma
Opaen 1 Fiakl Processing Falled
P rec drop number
gooen Coen Error Messa 1 2011 Processing Falled
P-Rex
Qpean Open Error 4 2009 Processing Falled
R 4004 f
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3.4 View Quarterly Contribution Reports

Select View Contribution Report from the navigation panel.

# Employer Account Management
":EOuanerl_v Contribution Report
. Submit Contribution Report
= Upload Contribution Report
File Upload
File Upload Library
Adjust Contribution Report
View Confribution Repot<———

# Payments

To view the report, click on the ‘Report Type” hyperlink.

Empioyers Quarterty Cs Repocts

0 view the Employers Quanedy Contribubion Reponis jartorty Adjustment Reportis) dick on the Repont Type below

Ongina
Agustment

Rocords per Page: |10 ¥

QuarterYear Report Type Total Wages Paxd Taxable Wages Paid Contribution Rate  Date/Time Receved Confirmation No. Entered By
Qriginal $10.00 $0.00 108 V122 _' 32945
212011 Qrigin g $63.000.00 $0.00 .0% 2a20 ’».. '7. 2615
PM
172011 Qnginal $63,000.00 $18,600.00 1.0% 4252011 103523 Al
41201 Qngina! $63,000.00 $0.00 1.08% 12172011 10.00-52 AN
Total 4 record(s) ]

This screen displays the Employers Quarterly Contribution Reports originally filed through
the portal.

Any subsequent amendments or changes to the original submitted by way of the Employers
Quarterly Adjustment Reports will not be reflected on this original report.
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3.4.1 Print Employers Quarterly Contribution Report

After selecting View Contribution Report from the navigation panel click the Original
hyperlink for the Quarter & Year to view Employers Quarterly Contribution report filed
through the portal.

The system displays the report.

Employee informaton
Swarch
Employes SSI: Last Name: Search View Al | Records Per Page: |10 )
2. Last Nome First Name 18ddio Name 3. Total Wogos Paid 4. Taxable \Wages Paid
Sandra $10,000.00 $10,000.00
Wedber $5,245.59 $5.24559
Jotn $7.000.00 $7.000.00
REPORT TOTAL: $222455% $2224559
Total 3 record{s)
14, Monthty count of all kel and part 8me workers who worked o £ TOTAL WAGES PAD : $2224550
received pay subject 10 unemgdoymnent inser ance for the 6. TAXABLE V/AGE S PAID - $22 2155

payroll poriod that inciudes the 121h of the month

Montn 1 3 Month 2 3 tonth 3 3 7. Contribution Rate for this Quartes : 10%
8. Contrivutons Due : $22245
15, Okdahoma Account Number o
9. intereat Due $890
el = 10. 10% Penaty Due + $100 Penalty Due : $0.00
17.Q8 i¥r: 12000 11, Debit $000
18, Duo Dato : 43072000 12. AMOUNT DUE ; K13
15, Craployer Name / Addrass
Trage Name2
123 Rairey Sveet
Okiatoma Cey oK
705
[Contridution Report GQuestonnaire

in 172000, wo10 Wages paid 12 amployees?

For carendd yedr 2009 anc for e purdoses of Unem plosment Insurance, Nave you reponed any of the

Emploreas Faled In Quesicn 100 another stale, of Under ANGINer AT0ount uest of this Same ASUMDET. &F Nave WAoRS Daen
repiried under & predecessot account?

32 Wwages were paid, are SUN 1012l wages equal 1o SN taxatie wages? (Total Wages » Taxable Wages7)
D ¥'NO' are ALL SUItaxabie wages equal 10 2erd? (All Taxadle Woges = 07)
Signatare Mlormaetion

| cectly this report is correct and no contribution is paid by any employee
ContactName:  ¥WH
Te:
Contact Pnone:  S054564789
DoteTime Received: 33172000
Confirmation No.:  DIFSC51170

Click the Print Employers Quarterfy Contridyson Report Dution 10 oblain a copy of thes report.
[ Font Employers Quariesdy Contanbution Report | @————

Click Print Employers Quarterly Contribution Report to print a copy of the report.
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4.0 Employer Account Management

4.1 Submit Status Report (OES-1)

4.1.1 Submit Status Report

This process provides the user the ability to apply for a new Unemployment Insurance Tax
account with the Oklahoma Employment Security Commission. A liability determination
will be made. An Oklahoma account number will be assigned and notification sent if

subject to UI Tax.

Select the Submit Status Report link on the Navigation Panel.

Submit Status Repot <————
Terminate Account
= Manage Employer Information

Read the Registration Overview and Instructions and select Continue.

Jegistrason Ovensew Aad Instruchons (Step 1 of 1))

Than) : DESC Pot %2 WL e for State Linorpdovmont y 3
E 4 Repon, OF YS! De Comp 8 C3 mine Tyou we D82 15 TE pro " & OF amat o ™ A | be
I f ¥ ™ 1 1 L ( 1 urng e con ot D w )
Haoh ‘ 1 thl f ' ' or ol 500 00 ce Demast
AV MEACYTIONE NI STOCRNT 1EQUTBTMONTE
M 0RO S] AmQnprant of 10 o Mam ampolyrdes fir paton o 3 |2 ok ¥ s
W 3 Lty
3 HMawe domestic arrgioymenti wih 3 oross oayeol of 51.000.00 o e Cunng 3 calendar Quadie
4 Ae 0N o 0B SUOEI0r 19 AN SMENOE Who was Sulgecti i) e O ) Empigyment Seout AL

Ao Jutyedtio pay Federst Unemployment T aues

Yo Voluntiar by #0c1 10 pay Unemplowment Tases
7. Are an emplopw (emplestng undl) who g ApanEEion under Secton 121004) of the OESC Act or has » 201 [ci)) wsemplion from hw IRS
rOMIRE I v Aave RAZ Y OF MO AMDICy RS A DHANOMA 101 a2y pORON o 3 oak for Ay 20 wedks JUNng » calandar yay

3 Are a govemnmantal anaty (any depactment of Clianama or any over s2a% Al Insumentalfes of any politcal subchisions
6 39900600y reCogMIed THos s

CU GO NOE RIS 3 FEIN J1E aMe, pleas 56 M 040NN NrK DD NNy 105 AXDUEINSEE S EMANQMCISD $3= 102757

¢ 103 Shtier 3 e nte tal Jm e Unempld X R umber LRy
Wiy £S5 1)t withoul e FEWN) Mad copes o OFS b Staas Dept PO Bon 20038 Ostahama O w3 20005 or S b (407 ¢ W oy »
’ ow cesc lde ob uy

! JSTA RSSO You will 00t recee o OHENOmY oCouert oumber of kabity

med ately alfter subming your oM on 1wl De muamed when & habaldy Celearanabon nas Lee
Flease nole 2l Paics Senoled wilth & red aalensk * e reguirsd

The Information you Nave antersd Wil bé slored for 14 Aars 0 CASE (DU PR ACCROAR] B4 10 Complete e foar

Retun Home || Contoue
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Complete the Business Information, and select Continue.

[ s PPrTAR (AMg S I
s roen
Pwrsess oo 1ot Norve
Dipte artared businass in OK  * a
g i amabiesa 2
Mg Aaoress Y 100 o b aoncam
‘ ..
o Moty o b
‘iz “obot Sl -
Heen L .o L Contoue

Choose the Type of Organization. Complete the owner information and select ‘Add Owner’.

Then, click Continue.

Owmer indocmasion (Page 3)
Fo2 2o " | Sole Proprietor '] %

0230 S0MCt the Trpw of OF Qa2 aB0n

A0a Overver Ofbcer
Owner Type:* & (o
Rame : *
SufMx
Titde:*
SSN:*

Cranersded (%) 0 *

Residence Addoss & *

Sute:* [Seleck State -
Dp:*

Back | Quit | Continug |

If you have acquired a business or a portion thereof, complete the Acquisition Information,

and select Continue.

ACORESION INFOIMAnon (Pa0e 4]
A oi SUDMING S1E1US RepOriOE 5-1) BCass Fou SCOUINed an astablished busingss in lahoma?:* | yeg © i

nsreved thay Tollcrming quesiions

Dudl yous acouine subs tansally all of ihe Dklahoma asseds, organization, trade of business? :* oy © ho

.

O Acoount Humt

Addoass of Tormas cwesr | *

Siae:® | Select State... -




Complete the FUTA and Non-Profit Information, and select Continue.

FUTA infoemation (Page 6)

Is your Business Bable under the Federal Unempioyment Tax Act?:* € ves © yo

s your business a non profit organizason? ; * C ve

If you have previously had an Oklahoma account complete the information and select
Continue.
Prrvious Accounds [Page 6)
Harve you previowsly filed Guarterly Contribution Reports{DE 5.3) with 0ESC:* [ fres © np
B yes, provide the name of the sccounl number for wihich you submitted reports
O Accound Hurmiber - (I unincuT, el Bk
Business Nams ; T LNATONT, feave gk
Back |  auit [ Continue

Complete the Business Locations Information, click ‘Add Physical Location’, and
Continue.

Buriinuss ILacabors [Page §)

Addl Prysecal Location
Address Limed :*

Peildrgs s Lindd
City o Team
State:*  [Select State... =

fip:"

ddd Physical Location || <———

Reconds Poer Page: |10 =

Eirl Dbz Adress Line 1 Address Liss 2 Ciity of Towm Saali Tip
Eif Dateta 321 vy akor 73114200

-44 -

then select




Complete the Payroll and Number of Weeks worked History Information, and select

Continue.

Wi 0 Aol YT by Hery [Pt B

Grzan. Fugtol £ ach Dusrier

i Vsl S Wewis

If you are using an Employee Leasing Company, complete the information below, and select

Continue.

Emgloyes Leasing information (Page 10)

= hres € Mo

=

" |Select Stace... hd

Back

Quil

| <

If you are using Contract Labor, complete the Independent Contractor Information, click

‘Add Contractor’, and then select Continue.

ST B Wb TR (P84 111

Siate St SLate. =]

Add Gontractar <

oo ]
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Review the Summarized Employer Status Report, and select Continue.

Summary {Page 12}

Blorar b5 & SUIMIMANY of BNSWHrs you B prosided. I pou need (o maios Changes, Dieass uso B "Eack™ bution below 1o navigats back 1o the page and infomation
it Pl B0 Chaege, Plaase pris “Continus™ if you &6 not have 10 maki any changas.

(Busanss s Information
FEm: Tisbaphone | SO5-E55-1004
Business or Trade Rame - EMple o Fax:
Dt enterd busingss in 0K 12011
Firsd dabis poms hisdl on oF o smploass in 0K | B
Masilingy Address 133 woek ave I yoiar ypa of business sgricullaral?: 0 yeg &
I younr type of business domestic services?: 0y @y
ity of Terami: GHanamY Rature of BUsiness | mofing remcsen, =
Stale: oa 4 BSuke Fegrs
Tip: TI11000 =
Cramasd Inlormsation
Plipin el SO N Ty OF ONGANIESToN GO ann
& Limitent Liabslity Company Bow are you taxed for bederal and state o o m e
REPORET 2 oD arnarship & Coip
Ricodds Por Page: | 10 =
First Lt Buanag s Rirdadanca RirsaSini City o Cravrsr
(1] Sul S5H Tite FER P Al 2 T Stala fip L] 8
_ . o COPOEEN . - - . BRI .
e W e ri] oBicnr rall [ o TITTITITNT ?
Corporate and Limited Liabisty informaton
18 Regrabered Naste © Adme Inc
State Of Incorporaion or Bing : or
Date Of ey : L2011
AcQuEsition Rioemation
AT0 you submiting Statu RAporiOE SYear) DICAUSE you SCauared an ostatiished o o
Busineds in Okiahoma? : e ¥0
Dod Y0 DCQU® Substantaly af of T OKBNOMA 335018, OMQINZAtoN tade o o &
businass? : \
Date Of Acquesinon 42011
OX Account lambert of scqared Dusiness |
Mame of Sormer owner : ¥en Swan
ASSess of 1Ormer ownes | 2401 Moaeth Lincoln
City: Osdahoma City
State oK
o 731522004
Fedesal Tax (FUTA)
Is your Business hable under the Federal Unemployment Tax Act?: €@ L
I Yes, enter yoor bable ©
I8 your business & non prodt organization?: e
™" N
o yos, Bad Sosiness & Dusnass Doen isseed 8 S01(¢) (3) exompion froe IRS? @ve & 0
(Busarsras Locabons
Aecoeds Per Page: (10 =
Aadress Lined Aadress Lined City or Towm piil Ip
321 by [ o TIN11200
Payroll e Humbaer of Workers.
Yiear : 20
Payroll Quarter 1:
Payroll Quater 2
Payroll Quaiter 3 : B5150
Payroll Quadter 4 ;
Mumiber ol Emploped Workers in Cidshoma sach Woeek
anth First Wisank Sacond Wesek Thard Vel Fourth Wissk Fefth Wil
Sep L) 14 L T ol
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Complete the Employer Status Report Certification, and select Submit.

Certfication (Page 13)
——% r I certify that the information | have provided on this report is complete, correct and true to the best of my knowledge and belief, and that | am
authorized 10 provide such information. *
Contact Neme :
Title:* E
Contact Phone : *
Date:* 092622011

Back |[[Submt ]

Record the Confirmation number for your records.

Select the here hyperlink to print a copy of the status report.

Confirmation (Page 14)
benit your Employer Status R

20 on: 0912672011 _ Your confirmation rfimber is

Return Home I

4.2 View and Print Status Report (OES-1)

Select the Status Report link on the Navigation Panel.

= Employer Account Management

Submit Status Report

Terminate Account

Manage Employer Information
Mailing Address

]

Business Locations
Address Change History
View Account Information
Status Repot <———
Account Balance
Benefit Wage Charge Appeals
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Click the Select hyperlink and then the Print button on the View Status Report screen.

Wiew Status Report " Indicales required Sel

Reconds Per Page: | 10 "l
FEM Business of Trade Name Date Erterisd Busines s in Ok
Falec L 92011
dsults 1-1 of 1 records

The Status Report will open in a PDF document where the user may select to print and/or
save the document to their computer.

- . e E E e '
LTS NSV P oGRS =50 PUIRT|IEN 8 8
I E Pried I
OES-1 Oklahoma Employment Security Commis
1. Business Or Trade Name: Teleg
employer one 405-!
3 Business or Mailing Addrass(no. & straat) (City or Town)
132 work ave oklahoma
4 Type of Organization: Corporation Flease choose how you
contributons (How Tao
|
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4.3 Update Employer Information

This process allows the User to maintain their address, phone numbers, and locations. The
user can change their business phone and fax numbers, locations, and the following
addresses: business mailing address; OES-617, separating employer notice mailing
address; and OES-502, benefit wage notice mailing address. The user can also view the
history of address changes made in the portal.

4.3.1 View and Update Employer Addresses

Select the Mailing Address link on the Navigation Panel to view the Mailing Address, OES-
502, Benefit Wage Notice Mailing Address, and OES-617, Separating Employer Notice
Mailing Address.

= Employer Account Management
Submit Status Report
Terminate Account
= Manage Employer Information
Mailing Address <——————
Business Locations
Address Change History
¥ View Account Information

To update the address, input the new address information and select the Save button.

Manage Employer TnTormsatien

FEIN THOT D
Py ANSEEEA000

Fax

Musling Addross
Atentionin Care ol
Aoddress Line1:" 9234 PAREK DRIVE
Address Line 7
City:" GARLAND

SEade " | Texhy | Fip:* THO4EW00

Bereefit Wage Hotce Masding Address (0€ .50
Atientionin Care of

Addross Linei: |
Addross Ling
[ ]
S1aln Select State... =| Tip

Separating Emphopid Roton Waling Addrass (00 5.617)
Allpnbdnin Loy ol
AU L 1
AR L 2
Cay

Slale Salact State... x| fip
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4.3.2 Manage Business Locations

Select the Business Locations link on the Navigation Panel to view or add business

locations to an employer account.

= Employer Account Management
Submit Status Report
Terminate Account
= Manage Employer Information
Mailing Address
Business Locations <
Address Change History
# View Account Information

Mave Lira Danarina

To add a business location, enter the new location information, and select the Add Location

button.

on of andmer busness

Add Business Locaton
Attensonin Care Of
Address Line 1:°
Address Line 2:
Ciy:*

r Gelete 3 10¢aton due 1o CJosing Of S

State:* 'Sok‘(t SKtate... 'I
p:*
Add Location <
U have more han one 10cabon, please provide the 3daress of each locabo
Records Per Page: |10 v

EdtDelete  Attensionin Care Of Address Linet Address Line2 City or Town State ap4
£d0Delate 132 work ave oklahomacity OK 73111 1112

Total 1 recordis) ]

4.3.3 Account Maintenance History

Select the Address Change History link on the Navigation Panel to view the history of the

employer’s address changes.

= Employer Account Management
Submit Status Report
Terminate Account
= Manage Employer Information
Mailing Address
Business Locations
Address Change History <
@ View Account Information

Blaves Lilea Danmadina
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4.4 Terminate Account (OES-24)

Select the Terminate Account link on the Navigation Panel.

= Employer Account Management
Submit Status Report
Terminate Account <———1———
= Manage Employer Information
Mailing Address
Business Locations
Address Change History
@ View Account Information

Mo Llire Danarins

Read the Overview and Instructions, and select Continue.

Termination Report (OES-24)

Overview
Termination Report Overview :

An employer can stop Sling quaneny contribution repans (0ES-3) if one of the fOEMNgG CONANG

d e business and wil have no further payroll

nd will have no further payroll

[ Contiowe ||

Complete the Termination of Business in Whole or Part, and select Continue.

Termination Report (OES-24) * Indsicales required Be

Terminadion of Business in Whole of Part
Diater mploymnant Or ODSTEtNS Caased in Oklahoma: = 3

(Flaase Choose one)
Datie your business closed, of was Soid in whole of in part : * 3 o  in Part
whiole L in Pan

Is anyone conBireeng the business you terminated?” : * L Yes C o

Fiease explain the nature of the termination or transaction : * ﬂ

Back | Cancel | Saw [ Contiwe |

-51-




Complete the New Owner Information, and select Continue.

Terminaticn in wiohe - new cwner infonmation
Neww Chamer Name : *
Bussanass Nama ;"

Mew Cramer's Address @

City or Towm ;"

State ;" Select Stake... 'I R:D:

Date of Succession :* =

If you are using an Employee Leasing Company, complete the information below, and select

Continue.

Employes Leasing Informertion
Al you using the serdces of an Employes leasing compary : * lres T Mo
I s, ploass provics the bellowing :
Chibee o Esisinr ursing) (el hsarsing coenparry : * ir
L pasing CompanTy namae ; *

Leasing companry address : *

City:™
State:* | Select Stabe... :""
fip:™

Leasing Comgpany Phoneg : *

Back |  Cancel

|[_continwe

If you are using Contract Labor, complete the Independent Contractor Information, select

the ‘Add Contractor’ button, and then select Continue.

At Indepeiendinl CONLracion InBormation

Arg you using an Indepandent contraciors)?:* % vas C reo

I yos, poase provids the loliceing for each contrachor ©
Hissrmas : *
Business Hamss : "
Prhones : =

Business Address

City or Towm: "

Stabe:® | Seled Stabe... x £ip:*

Back | Cancel
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Review the Summarized Termination Report, and select Continue.

Termination Report (OES-24) * IrscliCabecs reduined |

[Rerstiw Indormation

Terminaton of Business in ¥Whole or Pan
Db Cosed Oparations in OK 0wITR20NM
it of termination : 2

Tarminaton Type A
I mnyone ConrmEng i DUsiness you lermina bed? Yed

Fease explain the nature of the lerminalon or ransachion - sold Business
Has new cwner taken over il or substantaly all of your trad, Yas
OATEEATHMY, @MY ees, DAUBINESE OF A550087 i
Terminaton in VWhobe - lew Cwner information

Vo Crriier Humiste Fribchied v

Herw Chwmer Business Hame
Herwy Ohwimver™s ACKIress
City o T

State

Tip

Dt of Succdssion

Complete the Certification page, and select Submit.

Canification

——> = ety that the information | hanve provided on this report is complet, commect and true 1o the best of my knowledge and beliet, and that | am
authorized bo provide such information ; =

Hamsg @ "

Tithe ;= %

Phisies = ®

Select the Print hyperlink to print a copy of the Termination Report.

Confinmation
Thank you for our Termination Repont (OES-24
Your terminal ibenitted on 927/2011 2:01:22 PM _ Your confemation numbet is E11A805300 . Click here 10 Print copy of the OES-23

Please remember if you have had 3 change in legal entity, you are reguired 10 submit an Employer Status Report (0€S5-1) Further questic
Unit (405) 557-7133

ons ¢an be diroctod to the Status

__ Home |
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4.5 View Current Benefit Wage Charges

Select the 502 Notice of Benefit Wages link on the Navigation Panel.

Address Change History

= View Account Information
Status Report
Account Balance
Benefit Wage Charge Appeals
502 Notice Of Benefit Wages | <——
Tax Warrants
Tax Appeals

Select “60 Days or fewer” from the Select Charges to View Pull-Down Menu. You may also
search by Employee SSN.

The table below identiies wages of an employee or formes employee who lled a clasm for unemployment insurance benefits and has been paid five weeks of benefits,
Benalit Wages are used as part of the calculabon of your expenence rating.

Select Charges To View: |60 days or fewer ] «<——
Note: All charges used In the apenence rating calculaion can be viewed from the Employer Condribution Rate screen
Employee SSN Search I

4.6 View Historical Benefit Wage Charges

Select the 502 Notice of Benefit Wages link on the Navigation Panel.

Address Change History

& View Account Information
Status Report
Account Balance
Benefit Wage Charge Appeals
502 Notice Of Benefit Wages | <——
Tax Warrants
Tax Appeals

Select “More than 60 days” from the Select Charges to View Pull-Down Menu. You may also
search by Employee SSN.
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4.7 View Employer Contribution Rates

To display the Tax Rate, select the Employer Contribution Rate link on the Navigation
Panel.

Tax Appeals
Tax Payment
Tax Refunds
Employer Contribution Rate |[<—
IRS FUTA Cerification

4.8 View Employer Contribution Rate Notice

To display the Tax Rate, select the Employer Contribution Rate link on the Navigation
Panel.

Tax Appeals
Tax Payment
Tax Refunds
Employer Contribution Rate o~ il
IRS FUTA Certification

To display the Rate Notice, select the Effective Date link in the Tax Rate Table.

Tax Rales

Curmend Rate
EMectine Dati: 1152010
Hale: 0OL1%
Rabe Hobice Mal Dale: 802575009

Foabe Hislory
E M v Db Rzt Fane Koo Mad Daie
nmy <—— 1% w257000
h [ e 1 % 26008
h [ 0 1% WTRMT
LT % SI0E
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4.9 View Benefit Wage Charge Appeals

To display the benefit wage charges appealed by the employer, select the Benefit Wage
Charge Appeals link on the Navigation Panel:

Ve Account Infoematon

Stalus Repor

Account Balanos

Benefit Wage Charge Appeals ]
BO2 Mobce O Benefit \Wages
Tan Warranks

Tax Appeals

Tam Payrment

Tax Relunds

4.10 View Tax Appeals

To display the tax appeals made by the employer, select the Tax Appeals link on the
Navigation Panel:

Ve Account Infoematon

Stalus Repor

Account Balanos

Banaht Wage Charge Appeaals
BO2 Mobce O Benefit \Wages
Tan Warranks

Tandppeals <——
Tam Paymiend

Tax Relunds

4.11 View Account Balance

To display the employer’s account balance, select the Account Balance link on the
Navigation Panel:

Ve Account Infoematon

Stalus Repor

Account Balance <——
Benefit Wage Charge Appeals
BO2 Mobce O Benefit \Wages
Tan Warranks

Tax Appeals

Tam Paymiend

Tax Relunds
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4.12 View Tax Payments

To display the tax payments made by the employer, select the Tax Payments link on the
Navigation Panel:

e I |
~1

i -1 3 =]
1o - 3
- '
.'| ] g
- ¥
o
- el

4.13 View Tax Refunds

To display the tax refunds submitted by the employer, select the Tax Refunds link on the
Navigation Panel:

%

4.14 View Tax Warrants

This process allows a user to view the tax warrants that have been applied to the employer
account.

To display the tax warrants applied to the employer, select the Tax Warrants link on the
Navigation Panel:
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4.15 View IRS FUTA Certification

To display the IRS FUTA Certification for the employer, select the IRS FUTA Certification
link on the Navigation Panel:

-~

Account Balance

Benefit Wage Charge Appeals
502 Notice Of Benefit Wages
Tax Warrants

Tax Appeals

Tax Payment

Tax Refunds

Employer Contribution Rate
IRS FUTA Certification <—1—

Terminatinon Renart

Enter the “Year” and select Search to view the IRS FUTA Certification.
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5.0 EFT Payment

5.1 Submit Payment for Single Employer

When submitting an Online Payment the responsibility of ensuring that the correct banking
information is entered rests with you.

If you schedule and submit a payment online, a confirmation number will be assigned.
A confirmation number confirms only that a payment was scheduled to be processed.

A confirmation number does NOT confirm that your bank has successfully processed the
scheduled payment.

If the bank does not process the scheduled payment, the OESC may charge a Return Check
fee.

Select the Make Payment link on the Navigation Panel.

View Contribution Report
= Payments

Make Payment <—
Payment History

The ‘Submit Online Payment’ Screen will appear.

Saaamiit Oralires Praymand
W yoisr Bank Accousn ks Blocked, the OF SC Bank Oniginator Numbss s 85TOFORE 5C
Pipase nobe
& @ f ™ wssed e 5inass da & @il a @ & &
ay o
forrmation will nol B permanent
Oidaboma Account Burmbssr : * Bank Aot and Rouling Nurmitssds ang

Iircalid 3 Bl B0MOm of Four ched of Jeposn

Rame of Acoount Owmer ;"
R slip befween Fase symbols

Hank Aocount Numbers ; *
Banik Roufing Rumber : * ki

Accound Type:* | Chedang -

Payment Dua

The Rouling Humber is 2 9 digh number

Pleash nole hat 5oms Financial insiubions
Parymmeset Aumount ; * 743 prefer EFTIACH ransactions 1o use 2

Total Paymse 1 diflesienl { 0uting Rumber an provided al e
Batom of your chacks. Fiase vansy This with

Paymeent Quartes :* | 1 1-| 2010 ,I VOUT Bk

w  FUSiBING UMSEE Tl Bagin with 5" ang
Schesduls Payment Date 1" 0RZR2011 = pakid

le(‘mlirm
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Enter Bank Account Number
The bank account number can be up to 17 digits.
Enter the number from left to right and leave any unused space blank.
The bank account number is generally the second number listed at the bottom of a
check. (Do notinclude the check number)

Enter Bank Routing Number
The bank routing number is generally the first number listed at the bottom of a
check
The first two digits must be 01 through 12 or 21 through 32.
Do not include the check number

Select Account Type: Checking or Saving
Payment Due

If you have arrived at the Submit Online Payment screen by clicking the ‘Pay
Online’ from the Submit Contribution Report Confirmation screen (step 6 of 6)

File Employers Quarterly Contribution Report for 1/2010

e

The amount displayed as the Payment Due, on the Submit Online Payment screen, is
the amount due with the report just submitted plus any amounts due from previous
quarters.

If you have arrived at the Submit Online Payment screen by clicking ‘Make Payment’

from the Navigation Panel:
= Payments /

Make Payment

Payment History

The amount displayed as the Payment Due, on the Submit Online Payment screen, is
the amount posted to the tax account at the time of this inquiry. This Payment Due
amount may not include a report that was filed today and has not posted to the tax
account.

Enter Payment Amount

Click inside the Payment Amount box and manually enter the Payment Amount to
be paid in dollars and cents. Use a decimal. Example: 342.78 or 0.77
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Total Payment
This is the amount that will be deducted from the bank account and will be
automatically adjusted by amounts entered into the Payment Amount box.

Enter Payment Quarter
- This is the quarter and year to which to apply the payment. NOTE: This is the first
quarter to which your payment will be applied. Any remaining payment will be
applied to the earliest quarter in which there is a payment due.
If paying more than one quarter, enter the earliest (oldest) quarter and year.

Schedule Payment Date.

- Payments cannot be scheduled for a date greater than 30 days into the future,
starting from the day the payment transaction is scheduled (30 days from the day
you enter the payment information and select ‘submit’. Example: If today were
September 15th, the furthest future date the payment could be scheduled for is
October 15th).

Sutenit Ondine Payment

JONG Number ; *
pccount Type i * | Chedang 'I

0.00

Select Continue to confirm the payment.
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Confirm Payment
If your Bank Account is tlocked, the OF SC Bank Onginator Number 1s 9STOFOKE SC

Please confirm your payment information. i thera is an ecror, please
select ‘Cancel’ otherwise selact "Subemit” only once!

Oklahoma Account Number : *

Namwe of Account Owner: ompioyer
Bank Account Nusnber: 1234
Bank Routing Nusnber 222381918
Account Type: Checiing

Payment Duw: $098

Total Payment: $098

Schedute Payment Date 0212011

Select Submit to complete the payment transaction.
The Online Payment Confirmation screen will appear.

Select the ‘Display Printer-Friendly Version’ to print or save a copy of the Online Payment
Confirmation.

Ondine Payment Confirmation

The Online Fayment was processed sucoesshully
Confrmation Mumber: 1103027457

Total Fayment Amount §34.77

Fayment Submitted: 8282011

Atlention All scheduled payments will be processed on the nest business day excluding weekends and holidays

I ACCL No, CQuarier Year Empiloyer Name Payment Amount SCheduled Procassed
. 03 2011 §34.77 10.21.2011 Pending
otal 1 recor(s) 1|

———————>  [isplgy Primer-Friengly Vers 2|
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5.2 Submit Single Bank Payment for Multi-Employers

After the user has uploaded and submitted their Quarterly Contribution report: Select the
File Upload Library link on the Navigation Panel.

Submit Contribution Report
(= Upload Contribution Report
File Upload
File Upload Library <———
Adjust Contribution Report
View Contribution Report

In the File Upload Library select the Open link in the details column.

File Upload Library CINSCales 1equred falss

Step 4 of 7: Fe Upload Library

File Status: | All Fdes Status z

Fée Nameo :

Sesch |  Resat

S

Open Detaifs link to complete filing process. Recoeds per Page: [10 =]
Paymont file Sizo
Report Error Report Confl Fie Informaton (bytes) Quarter Year Status
Open  Confemase P REC multiple file [11).txt 7782 4 2010 File Processed

File Loaded Monday. My 23, 201132016 PM

P REC muttiple file [11).txt

Qgen Qpen Error Message File Validaton Faled 71743 1 201 Processing Faled
Fie Loaded Monday, May 23, 2011 32642PM
P rec drop numbers 05 05 11.7XT

Opea Open Error Message File Vabason Fasled 8310 1 2011 Processing Faled

Foe Loaded Monday, May 23 2011 32404 PM

P.Record single acct Me 4.txt
Qgs0 Q090 Error Message File Layout Fade: 5794 4 2009 Processing Faded
Fie Loaded Monday. May 23. 20
SIURS 1-4 of 4 recoeds
Select the Payment button.
uUpload Employers Quarterly Contribution Report
Step 5 of T: Uploaded File Details
File Name: P REC multipbe file [11].bt
Filir Size: 71743 Dytes
Quarber | Year: 472010
File Status: File Processed
File Loaded: Monday, May 23, 2011 32516 PM
Back | uit || Payment History Payment |
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Select the Single Payment link.

Payment for Quarterly Tax Files

Step 7 of 7: Upload Employers Cuarterly Contribusson Report

If the online payment information was not included in the details of the File Upload, enter
the appropriate banking information and select Continue.

Enter Bank Account Number
The bank account number can be up to 17 digits.
Enter the number from left to right and leave any unused space blank.
The bank account number is generally the second number listed at the bottom of a
check. (Do notinclude the check number)

Enter Bank Routing Number
The bank routing number is generally the first number listed at the bottom of a
check
The first two digits must be 01 through 12 or 21 through 32.
Do not include the check number

Select Account Type: Checking or Saving

Payment Due
If you have arrived at the Submit Online Payment screen by clicking the ‘Single
Payment’ from the File Upload Confirmation screen (step 7 of 7) the amount
displayed as the Payment Due, on the Submit Online Payment screen, is the
amount due with the report(s) just submitted plus any amounts due from
previous quarters.

Enter Payment Amount
Click inside the Payment Amount box and manually enter the Payment Amount to
be paid in dollars and cents. Use a decimal. Example: 342.78 or 0.77

Total Payment
This is the amount that will be deducted from the bank account and will be
automatically adjusted by amounts entered into the Payment Amount box.
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Enter Payment Quarter
This is the quarter and year to which to apply the payment. NOTE: This is the first
quarter to which your payment will be applied. Any remaining payment will be
applied to the earliest quarter in which there is a payment due.
If paying more than one quarter, enter the earliest (oldest) quarter and year.

Schedule Payment Date.
- Payments cannot be scheduled for a date greater than 30 days into the future,
starting from the day the payment transaction is scheduled (30 days from the day

you enter the payment information and select ‘submit’. Example: If today were
September 15th, the furthest future date the payment could be scheduled for is
October 15th).

Rather than making a single bank payment in favor of submitting payments with multiple
bank accounts for the employers, select Multi Payment.

Edit
dit

Edit Account Number

Employer Name

Payment Due Payment Amount

$12,243.86
$261.89

§aT2.78
$0.77

[ Print Payment Summary I

T~
Multi Payment |> Cancel

| Continue ]

To cancel submitting the online payment entirely and return to the Home Page, select

Cancel.

Submit Onéne Payment

Piease note: Same o

It your Bank A

ccount s blocked, the OF SC Bank Oniginator §

ccount Owner : * michael w

mt Number : * 12345678901234567

Bank Routing Number : * 222231918

Accout Type:* | Checking 'l

Payment Due $12505.75

Total Payment $37355

bumber 15 9STOFOKE S(

Payment Quarter : * 4 " 2010 =

Schedute Payment Date :* 002872011

Edit Account Number

Employer Name

Payment Due Payment Amount
$12243.86 $372.78
$261.80 $o0.77

Print Payment Sumenary |

Multi Payment I Cancel

Continue

Select Continue to confirm the payment.
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|Confirm Payment
It your Bank Account i blocked, the OF SC Bank Originator Number 15 SSTOFORESC
Please confirm your payment information. If there IS an efror, pliease
select "Cancel’ otherwise select "Submit’ only once!
Name of Account Owner: michael w
Bank Account Number:  12345678901234567
Bank Routing Number: 222381918
Account Type Checking
Payment Due: $12505.75
Total Payment: $373.55
Scheduio Payment Date: 09282011 \/
0 f 4 10f your records
Back Cancel |  Submt |

Select Submit to complete the payment transaction.
The Online Payment Confirmation screen will appear.

Select the ‘Display Printer-Friendly Version’ to print or save a copy of the Online Payment
Confirmation.

Online Payment Confirmation

The Cnline Payment was processed successiully
Confirmation Number. 1004233850
Total Payment Amount $373.55
Fayrman Submifted: 9282011
Altention: Al scheduled payments will be processed on the nexd business day excluding weekends and holidays

F Acct No. Quarter Year Employer Hame Payrment Armount Scheduled Processed
$0.77 09.28-2011 Pending
$arave 09-28-2011 Pending

“Imal 2 record(s) 1]

igplay Printer-Friendly Yersion
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5.3 Submit Multiple Bank Payments for Multi-Employers

After the user has uploaded and submitted their Quarterly Contribution report: Select the
File Upload Library link on the Navigation Panel.

Submit Contribution Report
= Upload Contribution Report
File Upload
File Upload Library <——
Adjust Contribution Report
View Contribution Report

In the File Upload Library select the Open link in the details column.

File Upload Library * InScates required Selds
Step 4 of 7: Fde Upload Library
file Status:  [Al Fdes Status =l
Fée Name
Open ils link to complete filing process. Records per Page: |10
Payment File Size
Report Error Report Contt Fée Informaton ) Quarter  Year Status
Opsn  Confematicn ENCasnn(iGa 71743 4 2010 Fite Processed
Fie Loaded Monday, May 23 1132016 PN
P REC mutopie file [11).0x
Qg0 Qpen Error Message File Vakdaton Faled 71743 1 201 Processing faled
File Loaded Monday, May 23 2011 326 42PN
P rec drop numbers 05 05 11.TXT
Qpen Qpen Error Message File Vahasion Faled 8310 1 201 Processing faded
Fie Loaded Monday, May 23 2011 32404 P
P.Record single acct Me 4.txt
Qgen Qpen Error Message Fie Layout Falled 5794 A 2009 Processing Faled
Fie Loaded Monday. May 23. 2011303 14 PM
o3RS 1-4 of 4 records

Select the Payment button.

Upload Employers Quarterly Contribution Report

Step 5 of 7: Uploaded File Detalls
Flle Name P REC multipie file [11).txt

File Se 71743 bytes
Quarter / Year 42010
File Status: File Processed
File Loaded Monday, May 23, 2011 3:29:16 PM

-67 -




Select the Multi Payment link.

Payment for Quarterly Tax Files

Step 7 of 7: Upload Employers Cuarterly Contribusson Report

Single Payment )

If the online payment information was submitted using the ‘P-record(s)’ in the File Upload:
The bank information is only stored until the end of the same business day as the File
Upload being submitted. Should the payment process be started the following business day,
all bank information needs to be re-entered.

pun Paument

To not make a payment for an employer submitted in the File Upload process, ensure the
Payment Amount for this employer is zero ($0.00).

If any bank information needs to be modified, select the Edit link next to the appropriate
employer. Upon selecting the edit link the Bank Account Owner, Bank Account Number,
Bank Routing Number, Account Type, and Payment Amount become editable fields.

After selecting the Edit link, only the last three digits of the Bank Account Number are
displayed for security reasons. Should the Bank Account Number need modifications, enter

the new, complete Bank Account Number.

If modifications other than the Bank Account Number are needed, DO NOT MODIFY the
three digits displayed for the Bank Account Number.

Upon entering a new valid amount, select the Update link. To cancel the modification of the
bank and/or payment information, select the Cancel link.

Total Payment amount will be automatically adjusted by the Payment Amounts entered
into the individual employer amounts.

Once all bank information and payment amounts are complete, select Continue to confirm
the payment.

If the online payment information was not included in the ‘P-record(s)’ of the File Upload:
Enter the banking information as required on the payment screen.
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lsmmmpmm
It your Bank Account is blocked, the OF SC Bank Origmator Number is 9STOFOKESC

Please note: Same day payments submitied by 10:30 p.m. are processed the next business day, Payments scheduled for 3 future date will process the next
business day followang the selected date

Payment Due : $12505.75
Total Payment : $0.00
Schedule Payment Date:*  08/26/2011 m

Banking information will not be permanently stored

The Payment Due calcuiated by OESC may include adddional debits, interest andior penalty charges
Amounts due are subjact to internal auat

To mocdy payment informasion for individual employers, click the Edit link for each account. If you
modify the bank account number, you must enter 3 now, complete bank account number

View: | View All b Records per Pooe:l 10 'l
Account Mame Name of Bank Account Bank Account Bank Routing Account Payment Payment
e Number Exgloyer Owner Number Number Type Due Amount
Eo Checking  $12.243.86 $0.00
Ea Checking $261.89 $0.00
Total 2 record(s) I

il

Select Continue to confirm the payment.

Confirm Payment

Please confirm your payment information. Please select 'Submit’ only once, If there is an error, please select the "Back’ button to

correct it, or select ‘Cancel’ to cancel the payment and navigate to the Homepage. If you select ‘Cancel” all your banking information
will be lost.

Payment Due : $12.505.75
Total Payment : $34355
Schedule Payment Date : 08/20/2011
Records per Paqe:l 10 'l
Account Employer Name Name of Bank Bank Account Bank Routing  Account Payment Payment
Number Account Owner Number Number Type Due Amount
76543210987654321 222381918 Checking $12,243.86 $0.77
12345678901234567 222381918 Savings $261.89 $342.78

By selecting Submit, | 3uthorize single debit entries to the Bank Account Numbers stated
above as multiple payments in the amounts stated above to the Okdahoma Employment
Security Commission. The payments will be deemed received on today's date

Back | cancel |[  Submt |

U

Select Submit to complete the payment transaction.
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The Online Payment Confirmation screen will appear. Select the ‘Display Printer-Friendly
Version’ to print or save a copy of the Online Payment Confirmation.

Onlin Paymient Confirmation

The Online Payment was processad succassiully
Payment Submifled: 9202011

Payment Scheduled Date: W202011

Attention: Al scheduled payments will be processed on the next business day exduding weekends and holidays

Acct. Mo, Quarter Year Employer Hame Payment Amount Confirmation Scheduled Processed
SMLTE 10048657290 09.29.2011 Pending
ol . [ S0.77 100475670 09.29.2011 Pending
Total 2 record(s) 1]
—

Display Printer-Friendly Yersion

Upon selecting Submit, a timestamp is provided to indicate when the submission was

made. Once payments are made for all the employers, select the File Upload Library link to
obtain the confirmation information.

Submit Contribution Report
= Upload Contribution Report
File Upload
File Upload Library < —
Adjust Contribution Report
View Contribution Report

Step 4 of T: File Upload Libsary

Filbe Stats : ANl Files Status =

File Hamse ;

Search | Res |

Open Details link to complete filing process.

Records por Page: [10 =]
Paymisnd File Size
Details Rt E Heport Fike Imformma Bon Ouarter Yoal Slatu
ey Confirmation ¢ lrylis) d "
3 2011 it good B [2]
Opsn  Conlemascn File Loaded Monday, Oclober 10, 2011 11:40:21 £5954 3 21 Filis Processed
BLl
4 2010 ome p e for mult emgloyer.ixl
Qogn i File Loaded Frday, October 0T, 2011 11:34: 30 1211853 a4 208 Processing Falled
)
aauils 1.2 of 2 recnrds
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5.4 Create a Payment Summary Report

A Payment Summary Report can be generated outlining payment details before the
payment is actually submitted.

When making a single bank payment for multiple employers, select Print Payment
Summary.

Submit Onkne Payment
7 15 9STOFOKESC
Please note: Same day payments sub neduded for & ne
Name of Account Owner:* |
Bank Account Number : *
Bank Routing Number : *
Account Type : * Cheding vl
Payment Due : $1.26138
Total Payment : $1.261.36
To change the Ming method 1o muitiple bank accounts, select the "Multh Payment” bution
Payment Quarter: * 3 'l 2011 'l
Schedule Payment Date : * 107102011 J
ine 3
3 )
[T — Conminuar Bama Payment Due Payment Amount
Edit $1,031.75 $1.031.75
Eds [ $0.00 $0.00
Eait $229.61 $229.61
——> [ _PrintPayment Summary |  Multi Payment | Cancel |  Continue

A new window appears with a PDF version of the Payment Summary Report. This report
can either be printed or saved to a computer.

Oklahoma Employment Security Commission
PAYMENT SUMMARY REPORT
Single Payment
File Name: 3 2011 multi good file
[2] .txt
Submi Inf tion:
User 1D:
Mame:
Acct Number IErnployer Name Payment Due Payment Amount
$1,031.75 $1,031.75
$2209.81 $220.61
50.00 $0.00
TOTAL: $1,264.38 §1,261.36
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When making a
Summary.

multiple bank payment for multiple employers, select Print Payment

Submit Cwlline Paymsent
W your Bank Accownt is Blocked, the OF 5C Bank Originator Member is 9

business day fallowing the seleded dabe

Payment Duwe : 51,261.36
Total Payment : 50000
Schedule Payment Date :* 101172011 3

= Banking information will not be permanently stored

Amounts dwe are subjed 1o inlemal audit

STOFOKEST

Please note: Same day payments subméfied by 10030 p.m. are processed the nexd business day. Payments scheduled for 3 fulure dale will process the nexd

= Thir Pajprmant D caloulabed By DESC mdy inchude additional Gabits, inberes andor penally charges

= Tomodily payment informabion for indiidual employers, dick the S0 link for each account. Byou

i ;n:llf_. Wi Bank ao0ount numbar, you musl enldd 3 néw, Complélé Bank 000Nl nurmber
Vi | View all 'l Records per Page: | 10 'I
Account Hama of Bank Account Bank Account Bank Routing Account Paymant Payment
. Humber S Orwmer Humber Humiber Type Due Amount
Edit Chiecking $1,004.75 $0.00
Edif Checking $rra6 $0.00
Edit Chiacking $0.00 $0.00
Total 3 record(s) |
Prnt Payment Summary | Singla Paymant " Cancel | Continug |

A new window appears with a PDF version of the Payment Summary Report. This report

can either be printed or saved to a computer.

Oklahoma Emplayment Security Commission
PAYMENT SUMMARY REPORT

Multi Payment

File Mama: 3 2011 multi good file

Suhemitter Information:

Uisar IO

Mo

l:.eum |Ewu- |m¢mw |n-nu.m1w Bank Routing Number | Account Type | Payeent Due Pagment Amsount
Crecking 1,001,758 50
[o—— 229,61 so.00
Ehecking $0.00 so.00

T | TOTAL: 1,261,386 w.ua"
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5.5.1 Edit or Delete a Payment

When making a single bank payment for an employer, select Payment History to view those
payments that have been submitted and/or are scheduled to be processed online.

= Payments
Make Payment
Payment History<e—— |
= Portal Administration
= Manage Fortal Users

When submitting a single bank payment for an employer, the user can edit or delete the
payment up to 8:00 pm of the day the payment is scheduled to be processed. Please see
both of the examples below:

This scheduled payment (picture directly below) is pending but cannot be edited or
deleted. The Edit/Delete column is blank.

Orine Payment History
CROOSE ONe or More search artena
OK Account Number
Confirmaticn No,
\ Records por Page: | 10 A4
Ed/  Confirmason Paymeot o Confirmation
5 R Acct No. Employer Rame Quarter Yoar p Pay Date et Date Processed Date P
Cso2m $10.77 '”7""\:';:"“3*"’ 10202011 Pending
. 71112011 234:33 ' 71312011 1108:00
E 2 : T tlr
Font 2011 $182.64 os 07312011 el
£nol 2 201 soiz iy MHIGNNES gl 071112011 i Sy
ot T sarse ¥V K’;:" 24 061772011 o7 70:,:“ 4525
52011 1 5% 1
Fony 1 20m $339.08 ""‘M"o %19 05052011 X “0‘:_:'“ 10
10072011 401:28 > 12072011 40123
e 5 » )
ol 4 200 $14.85 ek 01202011 on
e 142011 1134:58 142011 1124:59
F o0
oo L4 0 $0.26 o 01042011 prd
Tolal 7 recordls) L
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In the example below, there will be an Edit and Delete hyperlink next to the scheduled
payment because this payment is editable.

Onlane Pagrent History
Choose ong of more Seanch orilena
0K Account Number :
Confirmabion Mo. :
Records per Page: [ 10 -'|
Edit]  Confirmation Paymen Confirmation
D R Accl Mo.  Employer Hame Guarter  Year Payment Date Scheduled Date Processed Dabe P
Bl 002011 10 e
Das 3 20 T AM 10240 Parcing
10112011 83045 1071172001 10:35:24
Exinl 3 am 7T AN 113011 AN
012011 Bledd - 10A12091 13024
P 3 Fih] 260 P 10178011 Au
1012011 87045 E 1071172071 10:39:24
[Ein} 3 m $1,001.75 P A1 4
Eny 2 2011 $27.00 ?QZ'MLHM&H BTEREO ?'?2-21!:‘:&52:51
AN R0 o AR5 EEAD
P I 1 PG| $37.00 Ll O FET PR
[Total & recordis) i|

5.5.1.1 Edit a Scheduled Payment

Use the Edit hyperlink next to the scheduled payment to change the payment amount.

ol Parrmvesnt Histony
CRo0sSe one of more Search orilena
O, Account Number ;
Confirmation Mo. :
Records per Page: | 10 '-'l
Edit!  Confirmation Paymin Confrration
0 R Acel Mo, Employer Mame Quarter  Yaoar Payment Date Schwsdubed Date Processed Date X
Et 7= - 0202011 ik ot
el 3 21 M7 AM 1 Perchng
1012011 B:20045 0130 10302
Eiind 3 m $7T. 4 Al AR Al
1012011 B:20edd . TR0 1030
Prini 3 21 $2068 Y 1015011 Al
1012011 820045 § 01200 103924
[Exini 3 m $1,001.75 Y 112011 fon
Enny 2 2041 $27.00 mz-mmms&u TN ?'?2-21]1&;&5.2‘:51
i B j 2041 $37.00 I-'H'MLLEHB:H] L] l-!ﬁ-!ﬂ;"lll? 1810
[Total 6 reconds) 1]
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After selecting Edit hyperlink the Payment Update screen will appear as seen below.

Paymont Update
Payment Date 10202011 1031 AM
Schecufe Payment Date :* 10242011 =
Quarter: 3
Year: 2011
Total Payment : $477
o Account Number Employer Name Payment Amoont
1 e $34.17
Back ] Cancel ] Continue

Once Payment Update screen appears select the Edit link on the payment update screen as
seen above.

Parymgnd Updabe
Paymant Dale: 10202041 81031 AN
Schecule Payment Dabe:* | 1042011 3
CHi e 3
Yiyar 011
Todnl Paywneni SRTT
AR Hamilier Employer Rame

Paryrimsge] dmcar
.77]

[osck | concel |

Cortirnsg

After selecting the Edit link, click inside the Payment Amount box and manually enter the
Payment Amount to be paid in dollars and cents, (Use a decimal. Example: 342.78 or 0.77)
and select Update to approve the change.

Select Continue to advance to the Confirm Payment screen.

Confirm Payment
If your Bank Account is blocked, the OF SC Bank Ongmator Number 1S SSTOFOKE SC

Please confirm your payment information. if there is an error, please
select ‘Cancel’ otherwise select 'Submit’ only once!

Total Payment: $77.34

Schedule Payment Date: 101242011

Back |  cCancet |

|

On the Confirm Payment Screen:
Select Submit if you want to confirm the payment adjustment

Select Cancel if you want to cancel the payment adjustment
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A confirmation message will display as follows: ‘The payment has been updated.

Payment History

The payment has been updated. M

Online Payment History

Choose one or more search critena
OK Account Number :

Confirmation No. :

Search |  Reset |

Edit/! Confirmation Payment

Delet R : Acct. No. Employer Name Quarter Year A " Payment Date Scheduled Date
Edit 1072002011 9:10:31

Dat 3 2011 $77.34 AM 10/24/2011

5.5.1.2 Delete'a Scheduled Payment

Use the Delete hyperlink next to the scheduled payment to delete the payment.

Online Payment Mistory
Choose one or more search oritena
OK Account Number :
Confirrmaton No. :

Seach |  Resat |

Records per Page: | 10 »
Eat/  Confirmation Payment < e Confirmation
D & Acct No.  Employer Name Quarter  Year A Payment Date Date Pr Date N
£t 107202091 1031
Del 3 20m $T7.34 AN 10242011 Pending
Prie 3 2m $77.34 '°7°‘7°;J”‘"” 10202011 ‘°‘7°7°1:‘“"”
10/11/2011 8:20:49 1011972011 10:3%:
Pring 3 2m $77.34 AN 10112011 a
Brict s | 2011 s220.6¢ 1011201182049 1011172011 1011972011 10:39
A AM
Poos 3 | 2011 §1.031.75 10112011 820048 1011172011 107112011 10:36
AM AM
Print 2 2011 $27.00 7r’22-'201A|u|0:59-l2 0712272011 7-‘22'201&}0:52:5
Pring 1 2011 $27.00 4-75?0;:3:13:10 04252011 4‘2570;:‘2.18:1(
Total 0 record(s) 1
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A message box will appear on the Online Payment History Screen. See below.

Online Payment History
Choose one or more search criteria
OK Account Number :

Confirmation No. :

| Qaarrh l Reset '
Message from webpage E l‘j

\ ?) Are you sure you want to delete this payment?

Edit/ Confirmation
Delete R Accl No. I_-o"-_l Concel | iPayment Date Scheduled Date
,Eﬂ!!,_ R - ZUTT STToT (202011 9:10:31 10/24/2011
Deletg AM
Print 3 2011 $77.34 '°"7°"2%" 9:16:28 1012012011
Print 3 2011 $77.34 101 "'2‘2’,: 8:20:49 101172011

When the message box appears on the Online Payment History Screen:
Select the Cancel button if you do not want to delete the payment

Select the OK button if you do want to delete the payment

Payment History

L

» Payment has been deleted.

Online Payment History
Choose one or more search criteria
OK Account Number :

Confirmation No. :

Search J Reset I

Record

&l; Conmnon Acct.No.  Employer Name Quarter Year m‘ Payment Date Scheduled Date Probe
Bont 3 2011 $77.34 10‘7032(2’19:16:78 107202011 102002(

Priny 3 201 s2z001) WWVIRNIE20D | sorapory | IOV

Pany 3 | 2014 $1.031.75 10.11:2(;1"1'8:20:49 onizeyy 101

Poot s |20 §77.34 10112011 82049 onimery 10Nt

Pan 2 2011 $27.00 7922.201;'.:0:59:4? 0712272011 7122120

Boin 1 2011 $27.00 4'25'20;33:18:10 047252011 4r252(

A confirmation message will display as follows: ‘Payment has been deleted’. The entry will
be deleted from the Online Payment History screen entirely.
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6.0 Credit Card Payment

6.1 Submit Credit Card Payment

The Employment Security Commission’s Third Party Credit Card processing vendor
charges a three percent (3%) service fee for each credit card transaction. Here are some
examples of the calculation of the 3% fee:

Total Payment to the OESC is $10.00. The 3% vendor service fee would be $0.30
Total Payment to the OESC is $100.00. The 3% vendor service fee would be $3.00
Total Payment to the OESC is $1000.00. The 3% vendor service fee would be $30.00

The 3% service fee will be calculated by the Third Party Credit Card processing vendor.
The 3% service fee is paid directly to the Third Party Credit Card processing vendor. The
Employment Security Commission does not receive any portion of the 3% service fee.

The 3% service fee will not apply to the employer’s contributions due in any way.

When submitting an Online Payment the responsibility of ensuring that the correct Credit
Card information is entered rests with you.

If you submit a Credit Card payment online, a confirmation number will be assigned.
A confirmation number confirms only that a payment was scheduled to be processed.

A confirmation number does NOT confirm that your Credit Card has successfully processed
the scheduled payment.

If the scheduled credit card payment is not honored the OESC may charge a return fee.

Additionally, if the Credit Card does not process the Third Party Credit Card processing
vendor may charge a return fee.

To submit a Credit Card payment select the Make Payment link on the Navigation Panel.

ew Contribution Report

= Payments
Make Payment <——
FPayment History
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The Submit Online Payment will appear.

First type the Payment Amount into the Submit Online Payment screen. Second select the
highlighted box indicating CLICK HERE.

Home Logged on as: hightide50 Logou

Submit Online Payment * Indicate

Submit Online Payment
If your Bank Account is blocked, the OESC Bank Originator Number is 95TOFOKESC
Please note:

1. Same day payments submitted by 10:30 p.m. are processed the next business day. Payments scheduled for a future date will process the next business day following
the selected date.

2. Banking infermation will not be permanently stored.

. 000 | Bank Account and Routing Numbers are located
To Pay with a Credit Card Oklahoma Account Number : at the bottom of your check or deposit slip

Name of Account Owner : * between these symbols:

First enter the Payment Amount on

this screen and then Bank Account Number : * Il

Bank Routing Number : = The Routing Number is a @ digit number

Account Type :*  |Checking e

CLICK HERE

Pleass note that some Financial Institutions
prefer EFT/ACH transactions fo use a differant
routing number than provided at the bottom of

The user will be redirected to the NIC Payme 0.00 your checks. Please verify this with your bank.
credit card payment website. Payment Amount : = 51.60p]

Routing numbers that begin with °5 are invalid.
A 3% convience fee will be charged Total Payment : 61.60 . g
on each credit card transaction

Payment Quarter : * 2018 hd
Schedule Payment Date : *  [3/20/2018 i

NOTE: This is the first quarter to which your payment will be applied. Any remaining
payment will be applied to the earliest quarter in which there is a payment due.

Cancel | | Continue

The 3% service fee will be calculated by the Third Party Credit Card processing vendor.
The 3% service fee is paid directly to the Third Party Credit Card processing vendor. The
Employment Security Commission does not receive any portion of the 3% service fee.

The 3% service fee will not apply to the employer’s contributions due in any way.

Transaction Summary

%61.60
Service Fee $1.85
1 Amount i Total $63.45
%61.60 P
$61.60
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Enter the customer information and select Next.

the people

hind

eGovernment”
e

08 YEARS my

Customer Information
Complete all required fields [ *] TransaCtIOH Summary
Country
United States v $61.60
Service Fee $1.85
First Name * Last Name *
Total $63.45
L4 L4
Company Name
o Need Help?
Address * Please complete the Customer Information Section
L)
Address 2
~
C State
& A4 V_ &
-
Phone *
1 x J L\ J
MNext
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Select the credit card type. Then input the credit card information and select Next.

% the people
behind
eGovernment®

"y 30 YEARS

oklahoma city, OK 73152

Country
United States Transaction Summary
Payment Info $61.60
< Service Fee $1.85
Complete all required fields [ *]
Credit Card Number * Credit Card Type Total $63.45
VISA
[4111111111111111 | @ —
Expiration Month * Expiration Year * N
eed Help?
July v 2018 X
‘—J‘ A4 —J‘ v You have selected to pay by credit card. Complete
Customer Billing Information and enter Credit Card
Security Code * Information

Name on Credit Card *

o ©

[ John Dogf x| @

Cancel
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A read only review screen will appear. When submitting an Online Payment the
responsibility of ensuring that the correct Credit Card information is entered rests with
you.

After ensuring the credit card information is accurate click Submit Payment.

1 the people
baehind
aGovernment”

My g VEARS ey

Payment Type v
Transaction Summary

Credit Card

$61.60
Service Fee $1.85
Customer Information "
Total $63.45
=
Address Phone
credit card 4055575452
Lo Need Help?
2401
oklahoma city, OK 73152 Review payment information. You may edit Billing
e ere ed. Wi
Country an:: ﬁ: n.cn; mtc]tr‘w: n:;[g,.ll‘:'-ln::,‘ﬂbﬂ When
United States complete, select Make Payme
Payment Info "
=
Credit Card Name on Credit Card
Visa ***1111 John Doe

Exp. 0772018

Cancel
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While the payment is processing do not close your internet tab or window, and please do not use
your browser’s Back button.

Please Wait

Your payment is being processed

Please do not close your tab or window, and
please do not use your browser’s Back button

-83-




When the payment is processed the Payment Receipt Confirmation will appear. A print-friendly
confirmation is available by clicking the green “print” button.

After viewing and/or printing the Payment Receipt Confirmation select Continue.

Payment Receipt Confirmation

Your payment was successfully processed

Transaction Summary

Receipt Confirmation

Description Order ID Amount
$61.60

Total 36455372 $61.60

Description Order ID Amount

TOTAL Service Fee 36455374 5185

Customer Information

Customer Name credit card Receipt Date 32012018

Company Name test Receipt Time 11:12:30 AM COT

Local Reference ID 3e802281345d4abaBa3 76854 3ddaefdd

Payment Info

Payment Type Credit Card Credit Card Number === 1111

Credit Card Type VISA Name on Credit Card John Doe

Billing Information

Billing Address 2401 Phone Number 4055575452
Billing City, State okiahoma city, OK

ZIP/Postal Code 73152

Country us
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The Employment Security Commission’s website EZ Tax Express will display the Online
Payment Confirmation page as well. The EZ Tax Express is acknowledging the credit card
payment has been scheduled.

Home Logged on as -Guitle e | Help | L4
Online Payment Confirmation * Ind

Online Payment Confirmation

The Cnline Payment was processed successiully:
Confirmation Number: 1801323397

Total Payment Amount: $61.60

Payment Submitted: 3/20/2018

Attention: All scheduled payments will be processed on the next business day excluding weekends and holidays.

Records per Page: n

Display Printer-Friendly Version

6.2 Cancel Credit Card Payment

Click cancel at any time while scheduling the credit card payment to end and/or cancel the credit
card payment process.

The Credit Card payment cannot be cancelled after it has been scheduled.
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7.0 Pre-file Separation Documents

7.1 Upload File

Select the Upload File link on the navigation panel.

= Payments
Make Payment
Payment History
= Pre-file Separation Documents
Upload File <———1—
Pre-file History
= Portal Administration
= Manage Portal Users

Read the overview and instructions and then select continue.

Application for Filing Employer Protest & Documents Related to Employee Discharge or Separation * NOCates requres feic)

Pursuant 10 Section 2-503 1(8) of Tioe 40 of the Okiahoma Statules, you may use this agpication %0 fie a staterment of cBjection 10 the claim of a Tormes
employee 3t any wme | the Mmoment of GSCHAge Of SEPAEON rom employment of the empioyee untl Ihe expration of the ten-day time perod set
Ot 0 Sechon 2-500E) of Toe 40 of the Oiiaboma Statutes

The staterment Of ODfECO0N MUST CoMtam 3 statement of speciic facts and documentation which

1 Desciose the name & 30Ci secunty number of the empioyee.

2. Make the clamant nelgRie for Denelits uncer Secions 2-201 Iheough 2-210 of Tiie 20 of the Oldahoma Statutes
3 Dusguanty the clasmant 10r Denetits under Sections 2-401 Bwough 2-419 of Titie £0 of ihe Okishoma Statutes, o
4 Rebeve the employer from being charnged Jor Deneft wages of ths clamant

Mamnmnmmasmdmbacmmw«whnmmmmwwmﬂuﬂ
Notice of Ap Once that time period has expired, you must file your obj by the o Fax 405~
uz-uuuumoeu: Attn: M3l Support, PO Box 52006, Oklahoma City, OK 73152,

i you are bya you ma to their or by the g
Fax 405-962-7524 of mad 1o OESC, Attn: uuupmromom ommcny.o«nm

M you receive any other type of COrmespondence related to 3 claim for unemployment Denefits OF any OUhEr Matter, you must respond

@ 10 the Instr oOn the notice you received.
Any statement of objection filed pursuant to 2-503.1(B) of the Ok € s Y ACT Within the time period and in the manner
set out in that shall be -] 2 vahd p »ammmmmmwmm ployee and the employ
mummnwmwmcunA o this the time period or in any

mwmmanummmmmmmummavmmnnuwnmwummwmo
the empioyer shall not be an party to the claim.

Con | <
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Next, the Application for Filing Employer Protest & Documents Related to Employee
Discharge or Separation screen will appear.

Select the Browse button to upload a document(s) related to employee discharge or
separation.

Back o EX Tax Expeass
Fiw e i benited 10 10 MEB o edd
Gty the Klowns Bl Boes 300 ScoRpied AV ASF BAS WIPD WP WEPY COW WAV G TIF o POF.
g b L ¥ L # T O O e ol e e = L)
N Browsa SoN Firg! hinered Tt W

i Browsa. 55N First Kame | Last Hame
Brovwsa S5N Firad himere B
Browsa s5n | Firs! Wams -.J!-:'\.T"-l.'_ | Expaei: O

] Browsa. 58 | First Name _-| Nama: [
Brovwta 35N Firsd haere Lok Mol
Browsa s5m | First Name :.n! Hame. | | Expacit: [
Brovass oM Firgt Baimay :..'I".: Wiy [
Broswsa 5 5 M ! M i
Brovwsa SN Firs] Sarmp Las! Name

Choose the file related to employee discharge or separation and select Open.

&= b b 12T Guide Me w [ 42| Searcn ! 2 ToxGosteMe P
Organize v New foides - 3 ®

Naene Dste madfied Type See
W Favoetes

M Desitop = Pre File Eample pf
8 Downice 1) Reveted Uspe Gusdie [1) - MW revased 090
2. Recent P

BB Desitop

~ Libraties 4

B Wohnou

18 Compute

Vil Network

& Cortrol §

£ Recychel

b 1B T

L Debngue
Testing ¢

File game: Pre File Upload Example pdf v |MFies ) -

— S [ osen | [ Concel




After choosing the file enter the Social Security Number (SSN) and/or First and Last Name
related to the documents for the employee discharge or separation.

Back 1o EX Tax Exprerss

Ele SO i3 brebed 10 10 MO OF lergg
Coniy the ooy i teoirs Sre SCopobid. A

Application for Filing Employer Pr

st & Dacuments Rela

AEE BRAE MIES AP PG COA WA

i Discharge or Separation

1 CUsers\MichaefiViDesk.  Browse

Browsa

280 | 111224433

it | Jarse

‘. /.

2 | Smith Fide Size: BS®B

Once the file has been chosen and the SSN or First and Last Name have been input select
Upload File from the bottom left of the screen. You may upload as many as ten (10)

documents.

il Sin i lerniead 16
Cnty She Tolowing i

10 MB o e

8 types are accephed AV ASE BIP MPT MPY MPE COM W

Application for Filing Employer Protest & Documents Related to Employes Discharge or Separation

AN

JEG. TIF or POE

1 Chllsers\hhichashDask  Browss

Wplaad Fie |

%

NO111.22-4433

i | Jans & | Srruth Expiicit Fi
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Files successfully uploaded will appear at the bottom of the screen.

required then repeat as needed.

If more files are

Baowsar s3] First amar T
Browse ZEN Furgt Mam 1"
Browsa 28N

Upload Fike

File #1

File Content Type: application/pdf

File Size: 84.52kb

File Name: Pre File Upload Example .pdf <7
SSN: 111-22-4433

Mame: Jane Smith

Explicit: No

7.2 Pre-file History

Select the Pre-file History link on the navigation panel.

= Payments

Make Payment

Payment History
= Pre-file Separation Documents

Upload File

Pre-file History <————
= Portal Administration

= Manage Portal Users

Then select Continue to advance to the Pre-file History page.

Application for Filing Emplayer Protest & Documents Related to Employee Discharge or Separation

Contrve %
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Enter the SSN or First and Last Name and select Search.

3ack 1o EZ Tax Express!
P U Sl 8 o) * ==

Prefile History
SSNe. L > F Name > 35t Name. ———>
SotBy [SSN v Order By.  [ASC V|

——%_Search | | Clear Search |

2 Results found.

SSN : First Name E Last Name Accts i FEI» Date Uploaded UserlD
111223344 | John | smath | | Q72016 1.06.17 PM
111224433 Jane Smith ‘ | 9772016 1:26:59 PM
You may choose to sort by the SSN or Name.
The list can be provided in ascending and descending order.
Select the Clear Search button to begin a new search.
Back to EZ Tax Express!
Prefile History
Accounts NE
k"\n First l\;“ L} A 2 o
SotBy, |SSN v der B ASC
/
| Search | | Clear Search /
1 Results found.
SSN l First Name \ Last Name Accts FEI» Date Uploaded UseriD
111223344 | Jotn sman 0 o

772016 1.06.17 PM

-90 -




Click on the Back to EZ Tax Express link to return to the homepage of the EZ Tax Express
portal.

<—
Prefile History
SSN v je¢ By ASC |
DESC
Search Clear Search
1 Resulvs found,
SSN | FirstName | LastName Accts FEIS Date Uploaded UseriD

8.0 Contact Information

8.1 EZ Tax Express Inquiries

EZ Tax Help Desk Phone Number: (405) 557-5452
EZ Tax Help Desk Fax Number: (405) 962-4655
EZ Tax Help Desk Email Address: eztaxexpress@oesc.state.ok.us

8.2 OESC General Inquiries

Physical Address:

Oklahoma Employment Security Commission Will Rogers Memorial Office Building
2401 North Lincoln Boulevard

Oklahoma City, OK 73105

Mailing Address:

Oklahoma Employment Security Commission
PO Box 52003

Oklahoma City, OK 73152-2003

Phone Number:

General Information/Switchboard: (405) 557-7100
TDD Telecommunications for the Deaf: (405) 208-4022
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