?J S TWC/Unemployment Checkdist

To report state unemployment tax liabilities to Texas Workforce Commission each
quarter, follow these steps.

Finance > Reports > Unemployment Liabilities

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

Finance Reports : Unemployment Liabilities

Parameters

A

Type ||(| State Unemployment V|

Format Summary N

Mode| By Quarter v

Year| | 2015 v

Quarter

Export Data To Excel O

.iﬁ_f Run Report J
|

The report will be similar to the snapshot below:

2 Total Pags(s)
District 4 Unemployment Liabilities 01/25/2016
04:11:42 PM
Parameters:
Format: Summary
Year: 2015
Quartsr 4th
State U I t
Staff 1D Employee Name ‘:’-‘aross e Tnemp uymen- .
ages  Taxable Gross Contribution
=ex_vs_gaag Employee 1 $12,914.78 $ 500.00 $0.00
wex_ks_AQ0O Employee 2 $10,669.36 $1,982.50 $0.00
ww_vr_ag@7 Employee 3 $127.50 $127.50 $0.00
wx_ks_pAng Employee 4 $10,408.72 $ 2,166.66 $0.00
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Finance > Reports

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

Finance Reports : Texas Workforce Commission ICE Extract

TWC ICE

Parameters

Yea 2015 W

Quarter| |4 v

Export Data To Excel []

( ‘F"" Run Report

e Select Save

e 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: .ce Document

Do you want to open or save Unemployment_Liabilities.pdf (21.2 KB) from core.websmartsolutions.org? Open Save v Save

= + Save as

Save and open
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| Save As
-

UU 7 |! Desktop »

Organize v Mew folder

- A
4.7 Favorites I | A | raries

B Deskiop - System Folder
& Downloads &=
%3 Dropbox = Melissa C. Davis

|

System Folder
< )

£l Recent Places

% iCloud Photos
& iCloud Drive

E Verizon Cloud Sy

%y Scan5nap Folder

SharePoint Sites

e

e

Computer
System Folder

—il
..
) Metwork
L Systermn Folder
4|5 Libraries ‘

EI Documents | f
File namey Core 4thQTR twe
Save as type ’ICE File j

# Hide Folders

Blasts
File folder

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.ntml . 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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i QuickFile5.

Select Installation Folder

The ingtaller will inztall QuickFile5 ta the following folder.

Tonstall in thiz folder, click "Mext'. Tao install to a different falder, enter it below ar click "Browse''.

Folder:
C:hOuickFileh, Browsze. ..

Digk. Cost...

Inztall QuickFileS for pourzelf, or for anyone who uzes thiz computer;

(%) Everyone
3 Just me

NOTE: Remember this folder location. You will need it when
uploading the files on the Texas Workforce Commission
website.

*hhkkhkkhkhhkkhhkkhhkkhhkhhkhkhkhkihkihhkkihkhhkhhkhrhkrhkihkihkhhkhikhrhkihkihkihkhhhihkihiikiikiik
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To send the TWC File using QuickFile5:

e Open Quick File 5
e | eave default options (see example below)

¥ Texas Workforce Commission - QuickFile 5.4.5
File '\.-'i Options  Help

QuickFile 5
Texas Quarterly Employment & Wage Reporting Software
Step 1. Locate File to Send

f* ICESA Format " MMREF-1 Formak " Other Text Formak
| Find and Select File

Selecting 'TCESA Format' indicates that your input data igfin the form specified
For wage reporting by the Interstate Conference of Emloyment Security
Agencies, These specifications are available at

http: fivawse bwc, skake. bx, usfuiftaxiquickFile.heml.

In general, the Format consists of 275-byte long regords of 6 types: one 'A'
record {submitter info), one 'B' record {placeholdegonly), one or more 'E'
record (emplover infa) § 'S' record {emplovees info)ff 'T' (employer tatal) groups
and an 'F' {Final} record at the end. Please referfo the web-site For details,

e Select Find and Select File
e Select the “.ice” file, which you previously downloaded to your Desktop

e Select Validate until you have no errors (see example below)

# Texas Workforce Commission - QuickFile 5.4.5 = @B
File Wiew Options Help

& QuickYile 5

Texas Quarterly Employment & Wage Reporting Software

Step 1. Locate File to Send

f+ ICESA Formak " MMREF-1 Format " Other Text Format

|C:'\Documents and S ettingzhjjacobziD esktop\.Cedars_KFind and Select File

Step 2. validate File

|Y0u have no emrors.

Step 3. Send File

wour report has been validated and can be senk by pressing '"Continue'.

For besk results, close amy running web browsers before conkinuing.

This process will open a web browser session ko our secure site,

wou will have to sign in and musk be authorized ko File reports For your accountk.
wou must upload 2 Files ko complete the process, We will tell you which ones.
Click on the 'Help' menu item For more information.

LContinue Test Connection E xit
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e You will see a screen similar to the screen shot below.
e Select Close

03 Employee Details - Please Verify E=RECE X
— i

Flease review this extract of your data to ensure the data

was properly interpreted. This screen only shows up to Close
25 employees, so if you have more, they will not display.

If it does not look right, you should check your data

formats before continuing.

empioyer Name
TWC Employer Account Mumber B 4 Year: | 2015

Employee 55M Qfr Total Wages Employee Mame

12,45%.38
10,000.02
5,499_98
10,000.02
10,500.00
7,000.02

e Select Continue

Step 3. Send File

Your report has been validated and can be sent by pressing 'Continue’.

For best results, close any running web browsers before continuing.

This process will open a web browser session to our secure site.

You will have to sign in and must be authorized to file reports for your account.
You must upload 2 files to complete the process. We will tell you which ones.
Click on the 'Help' menu item for more information.

Test Connection | Exit

e Select Yes to see the summary
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Report Summary

Would you like to see a surmmary of your report?

e Select Print Summary — the summary figures should correspond to figures
found on the Unemployment Liabilities report.

-
e —— e
—
Submitter _ # of accounts: 1 Displaying: | 1 to | 1
File name: |C:\sersimdavis\Desktop\Core_4thQTR_TWC.ice Print ' a
Summary

TWC Account #  Employer/Company Mame Moffr  Employees Total Wages Taxable Wages

| 12/2015| 53| 521,826.38 179,625.55

-

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

QuickFile 5 S

Two files have been created for you to upload in the next step of this process.

A QuickFile\UploadA510480566_2135086.qfh
ChQuickFile\Upload'A510480566_2135086.ice.gz

C)

g 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.

KTEEIIIAAAIAIAIAAAAAAAIAAAIAAAAIAAAAAAAIAAAAIAIAAAAIAAAAAIAAAAAAAAhhkhkhkhkikikikhkikikikix

e Select OK at the following prompt:

QuickFile 5 - —

wmewn NOTICE *+

The data you are about to upload will be processed by TWC during the nightly
posting cycle. The TWC QuickFile screen will only show the status of your
transmissions.

Please note: If your transmission completed before 5:00 PM Central time on a
normal business day, the Summary information should be reflected on our
Unemployment Tax Services web-site the following business day. The Wage
Detail information will be available after 2 business days.

Adjustments to the current quarter report should not be made until the wage
information is posted.

e Select OK at the following prompt:

[— ——

QuickFile 5

We will now open your internet browser to our logon screen.

I You can return to our web-site:
(https:/fml&hostp.twe.state, tuus/ TAXWEE/ gf /controller)

to review the status of your filing,

You can get there from within this program by choosing 'View';'QuickFile
Web-site' from the menu bar,

aK
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e TWC log in will automatically pop up.
0 Log in with school’s username and password
o Upload and send files in order prompted by website
= When browsing for the .gfh and ice.gz files on your computer,

remember the folder location from the steps above.

| QuickFile Home ||

STEP 1:
Upload a summary file of the report. We use this file to ensure that the report meets all the security and filing criteria.

The file listed in red below has been created on your system by the QuickFile client program.
This file must be uploaded and verified before the report can be submitted.

C: \QuickFile\Upload"

Directory
File | A510480566_2135086.qfh |
Use the BROWSE button on the right to locate and select the file listed above.
Summary File: Browse. ..

(| SendFile |} Clear Values

[QuickEile Home]

Step 1: Complete.
Step 2: Upload the ICESA report file created on your PC or LAN by the QuickFile program:

The file listed in red below has been created on your system by the QuickFile client program.
This file contains the actual Report information. You must select the indicated file in the listed directory.

Directory E:'-.QuickFile".I.'pload'-. J
z

File 7A510480566_2 135086.ice.g

Use the BROWSE button on the right to locate and select the file listed in red above.

Data File:

( SendFiles |[) Clear Values |
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| QuickFile Home |

Upload LiSting fc"-_

Click on the Date/Time link to see detailed submission information.

PRODUCTION

Date/Time Report ICESA-format
Submitted payroll File Uploaded Filename # Accts Status PDF

01/25/2016 17:13:17 4thQTR TWC.ice A510480566_2135086.ICE.GZ l Accepted '. I'

Employer ID Employer Name Qtr Year Status
Meets Requirements

o Wait overnight for validation from TWC
o Login to TWC the following day to verify the file processed.
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