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To report state unemployment tax liabilities to Texas Workforce Commission each 
quarter, follow these steps. 
 
Finance > Reports > Unemployment Liabilities 
 

 Run the Unemployment Liabilities report using the parameters for the 
appropriate quarter. 
 

 
 
The report will be similar to the snapshot below: 
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Finance > Reports 
 

 Run the Texas Workforce Commission ICE Extract 
 Select the appropriate Year and Quarter 
 Select Run Report 

 

 
 

 Select Save 
 Save the text file to Desktop with the following parameters:   

o File name: “SchoolName_#QTR_TWC.ice”  
 Example: Cedars_1stQTR_TWC.ice  

o Save as type:  .ice Document 
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If you are submitting the TWC File through TASB, you can submit this file 
directly through TASB’s website. 
 
Texas Workforce Commission – QuickFile5 
 
If you are submitting the file through Texas Workforce Commission’s website, you 
must use Quick File 5, which is a software program available to download from the 
Texas Workforce Commission’s website:  
http://www.twc.state.tx.us/ui/tax/quickfile.html .  If you need to download the 
program, click on Download Quickfile and select Run and follow the QuickFile5 
Setup Wizard. 
 
The setup wizard will automatically default to a folder C:\QuickFile\; however, if 
you’d like for the downloaded files to go to another folder, click on the Browse 
button and find the location you desire.   
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NOTE: Remember this folder location.  You will need it when 

uploading the files on the Texas Workforce Commission 
website. 

 
******************************************************************
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To send the TWC File using QuickFile5: 
 

 Open Quick File 5 
 Leave default options (see example below) 

 

 
 

 Select Find and Select File 
 Select the “.ice” file, which you previously downloaded to your Desktop 
 Select Validate until you have no errors (see example below) 
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 You will see a screen similar to the screen shot below. 
 Select Close 

 

 
 
 

 Select Continue 
 

 
 

 Select Yes to see the summary  
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 Select Print Summary – the summary figures should correspond to figures 
found on the Unemployment Liabilities report.   
 

 
 

 Select Close – The 2 files will generate automatically and you’ll receive the 
following message: 

 
 

 
 

 
NOTE:   Be aware that the 2 files uploaded from QuickFile5 will 

automatically default to the specified folder upon the 
initial QuickFile installation.   
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Remember this folder location.  You will need it when 
uploading the files on the Texas Workforce Commission 
website. 
 

****************************************************************** 
 

 Select OK at the following prompt: 
 

 
 
 

 Select OK at the following prompt: 
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 TWC log in will automatically pop up. 
o Log in with school’s username and password 
o Upload and send files in order prompted by website  

 When browsing for the .qfh and ice.gz files on your computer, 
remember the folder location from the steps above. 
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o Wait overnight for validation from TWC 
o Login to TWC the following day to verify the file processed. 

 


