| Want to
Authorize as an Agent
and

Add Access to Accounts In
e-Services for Business

This tutorial was developed by the California Employment Development Department (EDD) to assist
you with navigating through e-Services for Business. This tutorial will show you how to complete a one-
time authorization process as an employer representative/payroll agent and how to obtain access to a
client’s account in e-Services for Business.
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EDD Assistance for Victims of Northern California Wildfires

The Employment Development Department (EDD) is joining forces with other state and local service providers to help the
many people impacted by the destructive wildfires in Northern California. Staff will be in Local Assistance Centers throughout

the weekend and beyond, and tax extensions are being offered to employers. For more information. visit EDD Assistance for
Wildfire Victims.

Find a Job @ File & Manage a Claim Employer Services

Welcome to the Employment Development Department home page.
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The Employment Development Department (EDD) is joining forces with other state and local service providers to help the
many people impacted by the destructive wildfires in Northern California. Staff will be in Local Assistance Centers throughout
the weekend and beyond, and tax extensions are being offered to employers. For more information, visit EDD Assistance for
Wildfire Victims.

Find a Job @ File & Manage a Claim Employer Services

« CalJOBSSM « File for Unemployment « Payroll Taxes

« Job Fairs and Workshops « Certify for Ul Benefits « e-Services for Business ]
« Online Job Center « File for DI or PFL Benefits « Respond tgd)l Claims

« Online Service Options « Use SDI Online ing for

« More... + More... Select e-Services for Business

EDD Resources Translate Sapmmer

Edmund G. Brown, Jr.

« Ask EDD [Select LW‘ Visit His Website
« News and Announcements TSR -
« Forms and Publications Powcied by Seeg ansiale

: View Disclaimer LWDA Secretary
« Labor Market Information . .
« Contact EDD David M. Lanier
« More...

View His Biography

EDD Director
Patrick W. Henning, Jr.

@ EDD Office Locator
|Enter ZIP Code, city, or address TSearchr

https://eddservices.edd.ca.gov/index.html ]

View His Biography

Notice the “e-Services for Business” hyperlink in the Employer Services column. Select the "e-Services
for Business" hyperlink.
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© e-Services for Business

e-Services for Business allows employers and payroll agents a fast, easy, and secure way to manage their employer payroll tax accounts
online. To use the e-Services for Business, there is a one-time enroliment process to establish a username and password. Payroll
agents can access their clients’ accounts through a third-party access which will allow agents to manage multiple client accounts.

« Login
If yo

o ces for Business and have a username/password. e
Select “Login” ?

« Enroll asl

If you do not have a username/password and/or need to register for an employer payroll tax account number.

Getting Started

« Enroliment Information
« Advantages and Features

Self-Help

« Video Tutorials

https://eddservices.edd.ca.gov/tap/secure/eservices v

Select the “e-Services for Business Login” hyperlink.
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Payroll agents are advised to only enroll once, and use e-Services for Business to establish e-Services for
multiple client accounts. -
Business
Work Opportunity Tax Credit Online (eWOTC) g
Information
Work Opportunity Tax Credit (WOTC) employers and agents will potentially have multiple « e-Services for Business Video
staff enrolling, each with their own username and password. Tutorials

« FAQs - e-Services for Business
« Contact Us - About Payroll Taxes

eWOTC

« Work Opportunity Tax Credit
Username: | Forgot username? (WOTC)

« Basic Facts about WOTC
« FAQs-WOTC
« Contact Us - About WOTC

Related Links

« Franchise Tax Board
« Board of Equalization
« Child Support Services

New User: Enroll for a username and password

Password: | Forgot password?

Note: Password is case sensitive

Login

You should already have a username and password established. Enter your username and password. If
you would like to learn how to enroll for a username and password refer to the tutorial “| want to enroll
for a username and password to use e-Services for Business.”
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e-Services for Business N -
Payroll agents are advised to only enroll once, and use e-Services for Business to establish e-Services for
multiple client accounts. Biiingss
Work Opportunity Tax Credit Online (eWOTC) T
Information
Work Opportunity Tax Credit (WOTC) employers and agents will potentially have multiple . & Semices for BUSness VIdeo
staff enrolling, each with their own username and password. Tutorials

« FAQs - e-Services for Business
« Contact Us - About Payroll Taxes

eWOTC
« Work Opportunity Tax Credit
Username: |user1234 | Forgot username? (WOTC)
« Basic Facts about WOTC
Password: Forgot password?

« FAQs-WOTC
Note: Password is case sensitive Contact Us - About WOTC

ﬁ Select “Login”

New User: Enroll for a username and password

Related Links

Franchise Tax Board
Board of Equalization
Child Support Services

Select "Login" to begin using e-Services for Business.
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Menu Lo Out [ setwit

© Back Welcome to e-Services for Business

Existing Customer: If you are an employer who already has Tell us about yourself E?Exisﬁn Customer] New Customer
an Employer Payroll Tax Account Number or an employer h
representative/payroll agent.

New Customer: If you are an employer and would like to SeIeCt “EXiSting CUStomer”

Navigation apply for an Employer Payroll Tax Account Number. If you
are an employer representative or a payroll agent, do not
select this option.

e-Services
Authorization

To begin this one-time authorization, select whether you are an Existing Customer or New Customer.
An Existing Customer is an employer who already has an Employer Payroll Tax Account Number or is
an employer representative/payroll agent. Select “New Customer” if you are an employer and would like
to apply for an Employer Payroll Tax Account Number. If you are an agent/employer representative, do
not select this option. For this tutorial, we are going to select “Existing Customer.”
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User Profie | Contact Us About Payroll Taxes

State of California

Employment Development Departme

Menu Log Out

© Back Welcome to e-Services for Business

Existing Customer: If you are an employer who already has Tell us about yourself RS G-@  New Customer |

an Employer Payroll Tax Account Number or an employer
representative/payroll agent.

== New Customer: If you are an employer and would like to
Navigation apply for an Employer Payroll Tax Account Number. If you
ESeTVices are an employer representative or a payroll agent, do not

Ao aton select this option.

Complete this one-time authorization to use e-Services for Business. If your Registration Type is Employer, be prepared to provide
one of the following types of information:

« UlReserve Account Balance, from the most recent Notice of Contribution Rates and Statement of Ul Reserve Account (DE
2088);

« One ofthe Last Five Payments received by the EDD; Or

« The Total Subject Wages, from one of the last three Quarterly Contribution Return and Report of Wages (Continuation) (DE
9C) filed.

Step 1: Registration Type

Select “Registration Type”

Step 1. Select “Registration Type”
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User Profile

State of California

Employment Development Departme

Select “Agent/Employer Representative” if you are:

An agent, payroll agent, third-party representative, bookkeeper, or accountant that ut yourself SISO ES  New Customer ]

represents one or more employers. Enter your own information, not your client's, in
completing the e-Services authorization process. After you have completed the e-Services
authorization process, you may add access to employer accounts you represent by
answering security questions about the employer.

Filing the Report of Independent Contractor(s) (DE 542) as a service recipient and you are
not a California employer. This type of enroliment allows you to complete the e-Services
Authorization page and file the DE 542 as a service recipient without registering for a
California employer payroll tax account number.

Filing the Report of Independent Contractor(s) (DE 542) as a representative of a registered Registration Type is Employer, be prepared to provide
California employer, but do not have full authorization to the employer's payroll tax account.
This type of enroliment allows you to complete the e-Services Authorization page and file
the DE 542 as a representative without having full authorization to the employer’s payroll tax
account.

tion Rates and Statement of Ul Reserve Account (DE

ution Return and Report of Wages (Continuation) (DE

Select “Employer” if you are:

A California employer with an active Californi. = o, to file
your returns, make payments electronically, afj AgentEmployer Representative Is

Employer

' Required
D G

Type of Enroliment n

The two types of enrollment are either an "Agent/Employer Representative" or "Employer.” Please take
a moment and read this important message. Take time and find out what type of enrollment you want to
utilize, this is a detailed explanation of the two choices. In this example, we are going to choose
"Agent/Employer Representative."
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Select “Agent/Employer Representative” if you are:

An agent, payroll agent, third-party representative, bookkeeper, or accountant that ut yourself SISO ES  New Customer ]

represents one or more employers. Enter your own information, not your client's, in
completing the e-Services authorization process. After you have completed the e-Services
authorization process, you may add access to employer accounts you represent by
answering security questions about the employer.

Filing the Report of Independent Contractor(s) (DE 542) as a service recipient and you are
not a California employer. This type of enroliment allows you to complete the e-Services
Authorization page and file the DE 542 as a service recipient without registering for a
California employer payroll tax account number.

Filing the Report of Independent Contractor(s) (DE 542) as a representative of a registered Registration Type is Employer, be prepared to provide
California employer, but do not have full authorization to the employer's payroll tax account.

This type of enrollment allows you to complete the e-Services Authorization page and file k

the DE 542 as a representative without having full authorization to the employer's payroll tax tion Rates and Statement of Ul Reserve Account (DE
account.

ution Return and Report of Wages (Continuation) (DE

Select “Employer” if you are:

A California employer with an active California employer payroll tax account number, to file
your returns, make payments electronically, and view ygurnast raturns and naumants.

FEIN
e

Type of Enroliment | AgentE
Social Security Number

Type of ID you would like to enroll with

ID Number (R_equrred

Country rRequfred

ZIP Code ‘rReqwred

I D

Back to Top | Contact EDD | Conditions of Use | Privacy Policy | Equal Opportunity Notice

You have a choice of Social Security Number (SSN) or Federal Employer Identification Number (FEIN).
If you are currently a business with a FEIN, you may select it. If you are an individual, you may select
Social Security Number. For this example, we select "Social Security Number."

You have a choice of Social Security Number (SSN) or Federal Employer Identification Number (FEIN).
If you are currently a business with a FEIN, you may select it. If you are an individual, you may select
Social Security Number. For this example, we select "Social Security Number."
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Select “Agent/Employer Rep tative” if you are:

q An agent, payroll agent, third-party representative, bookkeeper, or accountant that ut yourself Existing Customer
represents one or more employers. Enter your own information, not your client's, in
R completing the e-Services authorization process. After you have completed the e-Services
authorization process, you may add access to employer accounts you represent by
answering security questions about the employer.

Filing the Report of Independent Contractor(s) (DE 542) as a service recipient and you are
not a California employer. This type of enroliment allows you to complete the e-Services
Authorization page and file the DE 542 as a service recipient without registering for a
California employer payroll tax account number.

Filing the Report of Independent Contractor(s) (DE 542) as a representative of a registered Registration Type is Employer, be prepared to provide
California employer, but do not have full authorization to the employer's payroll tax account.

This type of enroliment allows you to complete the e-Services Authorization page and file !

the DE 542 as a representative without having full authorization to the employer's payroll tax tion Rates and Statement of Ul Reserve Account (DE
account.

ution Return and Report of Wages (Continuation) (DE

Select “Employer” if you are:

A California employer with an active California employer payroll tax account number, to file
your returns, make payments electronically, and view your past returns and payments.

Type of Enroliment %AgenuEmponer Representative n
Type of ID you would like to enroll with iSocial Security Number ‘
D Number XXX |
[
Country UsA - |
ZIP Code fass14 | «&D
Required
Format: 99999

Select “OK”

,———'—"\/ 7 i

Back to Ton | Contact EDD | Conditions of Use | Privacy Policy | Equal Opportunity Notice
Javascript:; v

Complete this field with the ZIP Code that is related to the FEIN or SSN that you entered. When all
fields are completed, select "OK" to continue.
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Existing Customer: If you are an employer who already has Tell us about yourself QLB g New Customer

an Employer Payroll Tax Account Number or an employer
representative/payroll agent.

S New Customer: If you are an employer and would like to
apply for an Employer Payroll Tax Account Number. If you
e-Services ar?e;;?tgimplo')i'grr, representative or a payroll agent, do not
Authorization St S 0RHOn:

Complete this one-time authorization to use e-Services for Business. If your Registration Type is Employer, be prepared to provide
one of the following types of information:

« UlReserve Account Balance, from the most recent Notice of Contribution Rates and Statement of Ul Reserve Account (DE
2088);
« One ofthe Last Five Payments received by the EDD; Or

« The Total Subject Wages, from one of the last three Quarterly Contribution Return and Report of Wages (Continuation) (DE
9C) filed.

@ Step 1: Registration Type
Type of Enroliment: AgentEmployer Representative

Step 2. AgentInformation

Select “Agent Information”

Javascript:;

Step 2. Select "Agent Information.”

Page 12 of 24



[ e-Services for Business

& - C [ hitps://eddservices.edd.ca.gov by
© Back VVeICome 10 e-Services 1or susiness

Existing Customer: If you are an employer who already has Tell us about yourself SR S8 New Customer ]

an Employer Payroll Tax Account Number or an employer
representative/payroll agent.

il

New Customer: If you are an employer and would like to
apply for an Employer Payroll Tax Account Number. If you
are an employer representative or a payroll agent, do not
select this option.

be prepared to provide
Please enter your own information, not your client's, in completing the e-Services
authorization process. After you have completed the e-Services authorization process, you
may add access to employer accounts you represent by answering security questions about
the employer.

| Reserve Account (DE

Organization Type Individual / Sole Proprietor ges (Continuation) (DE
First Name [AGENT | Ex:Jonn

LastName tREPRESENTATIVE ‘ Ex: Doe

Location Address 1123 ANY ST i Ex: 123 Anywhere St

ciy [SACRAMENTO | Ex:Anyplace

State |cALIFORNIA n Ex: California

ZIP Code 95814 Ex: 90000

Country USA Ex: USA

Cancel

Select “OK”

Complete this page with your own information, not your clients. When the information is completed.
Select "OK."
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Existing Customer: If you are an employer who already has Tell us about yourself QLB g New Customer

an Employer Payroll Tax Account Number or an employer
representative/payroll agent.

New Customer: If you are an employer and would like to
apply for an Employer Payroll Tax Account Number. If you
are an employer representative or a payroll agent, do not
selectthis option.

Complete this one-time authorization to use e-Services for Business. If your Registration Type is Employer, be prepared to provide
one of the following types of information:

« UlReserve Account Balance, from the most recent Notice of Contribution Rates and Statement of Ul Reserve Account (DE
2088);

« One ofthe Last Five Payments received by the EDD; Or

« The Total Subject Wages, from one of the last three Quarterly Contribution Return and Report of Wages (Continuation) (DE
9C) filed.

@ Step 1. Registration Type
Type of Enroliment: AgentEmployer Representative
@ Step 2. AgentInformation

REPRESENTATIVE, AGENT
Name:

Select “Submit” !
[ suomt ]}

javascript:;

Now we are ready to submit this request. Select "Submit.”
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Existing Customer: If you are an employer who already has Tell us about yourself Existing Customer
an Employer Payroll Tax Account Number or an employer
representative/payroll agent.

New Customer: If you are an empioyer and would like to
apply for an Employer Payroll Tax Account Number. If you

are an employer representative or a payroll agent, do not
select this option.

Compiete this one-time authorization to use e-Services for Business. If your Registration Type is Employer, be prepared to provide
one of the following types of information:

« UlReserve Account Balance, from the most recent Notice of Contribution Rates and Statement of Ul Reserve Account (DE
2088},
« One ofthe Last Five Payments received by the EDD; Or

9C) filed.

Are you sure you want to submit this request?

] Cancel

Select “OK”

REPRESENTATIVE, AGENT

and Report of Wages (Continuation) (DE

@ Step 1. Registr.

Type of

@ Step 2:  Agent Information

Name:

Are you sure you want to submit the request? Select "OK."

X

il
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User Profie | Contact Us About Payroll Taxes | e-Services FAQs

State of California
4 Employment Development Department

Confirmation

Thank you for signing up for e-Services for Business.
Your confirmation number is X-XXX-XXX-XXX

Navigation Your registration request should be processed within a few minutes.

© e-Services
Authorization

XXXOKXXX-XKXK

Select “OK”

Here is the confirmation number that your authorization request is being processed. Select "OK" to
continue.
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User Profle | Contact Us About Payroll Taxes | e-Services FAQs
State of California
% v Employment Development Department
G o

Menu  Log Out AGENT REPRE SENTATIVE NAME S AND ADDRE SSE S

| WANT TO... Profile

Taxpayer ID XXXX-XXXXXXX  DBAName Register a New Account (DE 1)
Balance $0.00 Legal Name AGENT REPRESENTATIVE Add Access to Another Account
Residence File Rpt. Of Ingl Contractors

Address Manage Multff fe Accounts
Location 123 ANY ST SACR

Address 95814 Select “Adj Access to|
= Anat ccount”
Navigation

REQUESTS® MESSAGES?
MY ACCOUNTS?

MY ACCOUNTS Hide History N Filter

Balance

© Back

Account D Account Type Name Frequency Address

Here we are at the e-Services for Business home page. This screen shows you a summary of your
authorization information as the agent. The summary section displays your profile details including
taxpayer names and addresses. From the “I Want To...” menu, select the hyperlinks in this section to
navigate to windows that allow you to perform the stated action. Select “Add Access to Another

Account” in order to gain access to your client’s account.These steps would need to be repeated to gain
access for each client account number.
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User Profie | Contact Us About Payroll Taxes | e-Services FAQs
State of California

Employment Development Departme
iGov. Y B R

© Back Add Access to Another Account

To add access to another account, be prepared to provide one of the following types of information:

« UIReserve Account Balance, from the most recent Notice of Contribution Rates and Statement of Ul Reserve Account (DE
2088);

One of the Last Five Payments received by the EDD; Or

Navigation The Total Subject Wages, from one of the last three Quarteri I ges (Continuation) (DE

9C) filed. 1. Employment Tax

2. DIEC (DI Elective Coverage)
3. School Employees Fund
Step 1:  Select Account Type 4. DIR Collection

Account Type ‘

© Home

Add Access to
Another Account

Required’

Select "Account Type." For this example we select "Employment Tax."
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User Profie | Contact Us About Payroll Taxes |

State of California

Employment Development Department

© Back Add Access to Another Account

To add access to another account, be prepared to provide one of the following types of information:

Ul Reserve Account Balance, from the most recent Notice of Contribution Rates and Statement of Ul Reserve Account (DE
2088);

One of the Last Five Payments received by the EDD; Or

Navigation The Total Subject Wages, from one of the last three Quarterly Contribution Return and Report of Wages (Continuation) (DE
9C) filed.
© Home

Add Access to
Another Account

@ Step 1: Select Account Type

Account Type ‘1 Employment Tax H

Authorization Questions

1. Total Subject Wage Reported
2. Reserve Account Balance

Account Number

Country 3. Payment Amount

ZIP Code

4. New Employer
Choose an additional question to answer n '

Required’

Enter your authorization information. When you are done, select Search.

Choose an additional question to answer. We chose "Total Subject Wage Reported."
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User Profie | Contact Us About Payroll Taxes

State of California

Employment Development Departme

Menu Log Out

© Back Add Access to Another Account
To add access to another account, be prepared to provide one of the following types of information: Select “Search”

« UlReserve Account Balance, from the most recent Notice of Contribution Rates and Stateme M or T RESEE o o
2088);
One of the Last Five Payments received by the EDD; Or

The Total Subject Wages, from one of the last three Quarterly Contribution Return and Report of Wages (Continuation) (DE

Navigation
9C)filed.

© Home

Add Access to
Another Account
@ Step 1:

Select Account Type

Account Type |1. Employment Tax

@ Step 2: Authorization Questions

Account Number DOXGXXKK-X
t
Country
y UsA -]
ZIP Code ‘95314
Choose an additional question to answer ‘1_ Total Subject Wage Reported H

Enter the Total Subject Wages from one of the last ‘1000_0()'

i you have no payroll, then enter 0.00 for your total
wages. l

Enter your authorization information. When you are done, select Search.
Javascript:; v

Select "Search" to continue.

Page 20 of 24



o e-Services for Business

& - C [ https://eddservices.edd.ca.gov

User Profie | Contact Us About Payroll Taxes | e-Services FAQs

State of California

Employment Development Departme

GOV

Menu  LogOut %
© Back Add Access to Another Account

“ 4
To add access to another account, be prepared to provide one of the foll Select SmeIt

« UlReserve Account Balance, from the most recent Notice of Contribution Rales and Statement of Ul Reserve Account (DE
2088);

« One ofthe Last Five Payments received by the EDD; Or

Navigation « The Total Subject Wages, from one of the last three Quarterly Contribution Return and Report of Wages (Continuation) (DE
9C) filed.

© Home

Add Access to
Another Account

@ Step 1: Select Account Type

Account Type 1. Employment Tax

@ Step 2: Authorization Questions

Account Number HOOK-XKH-X

Country USA

ZIP Code 95814

Choose an additional question to answer 1. Total Subject Wage Reported

Enter the Total Subject Wages from one of the last 1000.00
three Wage Reports

The account number you are trying to gain access to is XXX-XXXX-X. Select Submit to add
access to this account.

The message at the bottom informs you that you are trying to add access to the specified account.
Select “Submit” to add access to this account.
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User Profie | Contact Us About Payroll Taxes | e-Services FAQs

State of California
Employment Development Department

Confirmation

Your request to add access to another account has been submitted and will be processed
Your confirmation number is X-XXX-XXX-XXX

Navigation
© Home
© Add Accessto

Another Account
Select “OK”

Confirmation No.:
HXOKX-XKK-XXXK

Javascript:; ]
=

The request to add access to another account has been submitted and will be processed. Select "OK"
to continue.
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User Profle | Contact Us About Payroll Taxes | e-Services FAQs
State of California
% v Employment Development Department
Go

Menu Log Out

AGENT REPRE SENTATIVE NAME S AND ADDRE SSE § | WANT TO...

Taxpayer D 0154-0781568 DBAName

Register a New Account (DE 1)
Balance $0.00 Legal Name AGENT REPRESENTATIVE Add Access to Another Account
Residence File Rpt. Of Ind. Contractors
Address Manage Multiple Accounts

© Back

Other Taxpayer $0.00
Balance

Location 123 ANY ST SACRAMENTO CA
Address 95814

REQUESTS? MESSAGES?
Home

OTHER ACCOUNTS'

DTHER TAXPAYER'S ACCOUNTS

AccountID Account Type Name
XXX-XXXX-X Employment Tax SMALL BUSINESS

Hide History N Filter

Frequency Address Balance

Quarterly 456 ANY ST SACRAMENTO 0.00
CA 95814-0000

As you can see we have added access to this account. It is located under the “Other Taxpayer’s
Accounts” subtab on the home page. There are many other actions on the home page that an agent or

employer representative may find helpful for managing multiple accounts. Most of these actions can be
accessed by selecting the “Manage Multiple Accounts” hyperlink in the “| Want To...” menu.
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Other Resources
www.edd.ca.gov

Taxpayer Assistance Center
1-888-745-3886

Thank you for taking the time to watch this tutorial on how to authorize and navigate through e-Services
for Business as an agent or employer representative. Be sure to view our other tutorials demonstrating
how to file bulk returns, make bulk payments, and the many other actions available in e-Services for

Business. Other resources are available at www.edd.ca.gov or by calling the Taxpayer Assistance
Center at 1-888-745-3886.
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