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Complete a Registration Application

Welcome to the Employment Development Department’s (EDD) video designed to help
you register as an employer through e-Services for Business. It is important to note that
before you can use e-Services for Business to register, you must obtain a username and
password. Before proceeding with this video, please view the tutorial “l want to enroll
for a username and password to use e-Services for Business”

This tutorial can be viewed by selecting your “Back” button. Once you have your

username and password you can use this tutorial to assist you in registering with the
EDD.
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Welcome to the Employment Development Department Homepage, this will be our
starting point. On the homepage under the heading “Employer Services” you will find a
link to “Payroll Taxes” and “e-Services for Business”, today we are going to select
“Payroll Taxes” to start this process, after you have registered and are using e-Services
for Business to manage your account, you may wish to use the “e-Services for Business”
link directly.

PLEASE NOTE: In order to use the online registration application, you must enroll for a
user name and password.
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© Payrol Taxes
Whether you are starting a new business, an existing employer, or a household employer, our goal is to help you find the resources and information
that you need to succeed. For the latest news, visit Payroll Tax News, the California Employer Newsletter, and subscribe to EDD's e-mail
subscription services. Our business is your success.
e-Services for Business Getting Started Running Your Business
« Enroll or Login « What Are State Payroll Taxes? « File and Pay Taxes
« Advantages and Features — . Register as an Employer « Rates and Withholding
« Enroliment Information « Required Filings and Due Dates « Changes to Your Business
« Video Tutorials « Payroll Tax Seminars « Correcting Prior Reports/Deposits
« More... « More... « More...
General Info Tax Practitioners Report Fraud
« Payroll Taxes FAQs « Tax Practitioners Information « Report Fraud - Underground Economy
« Forms and Publications « Payroll Tax Due Dates « Joint Enforcement Strike Force (JESF)
« Taxpayer Advocate « Audit and Collection Information « Improper Ul Payments
« Contact Payroll Taxes « Top 10 Forms and Publications « Protect Your Business
« More... « More... « More...

Here on the “Payroll Taxes” page you will find access to a lot of helpful information to
assist you; we are going to select the link “Register as an Employer” under the “Getting
Started” heading.
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© Am | Required to Register as an Employer?
+ What Information Do | Need (o Register with the E0D? (.

Tax Account Number
th the EDD?

* Resources for New Business Owners

What Information do | Need to Register with the EDD?

Select your business type below to determine what information you will need to successfully compiete your registration application

3

Workers

« Non-Profit E
« Agricultural E
« Church and R

+ Indian Tribe &n*mcxe:sl
Use e-Services for Business to apply for your employer payroll tax account number. It is fast, easy, secure, and available 24 hours a day/7 days a week.
1. Enroll for a usermame and password
Follow the instructions on the e-Services for Business Enroliment Information page

2. Complete the online registration application.
3. Use e-Services for Business to file retumns, make deposits, and keep your account information up to date

How Do | Register with the EDD? el

As you can see by the links at the top of the page, there is great information to help you
if you aren’t sure if you have to register or what your responsibilities are as an
employer. Now we are going to select the “What Information do | Need to Register with
the EDD?” link. You may then select the type of entity/business which most closely
represents your business. This page will provide you with types of information that will

be required to register. Gathering information prior to starting the registration process
will save you time later.
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Whether you are starting a new business, an existing employer, or a household employer, our goal is to help you find the resources and information
that you need to succeed. For the latest news, visit Payroll Tax News, the California Employer Newsletter, and subscribe to EDD's e-mail
subscription services. Our business is your success.
e-Services for Business Getting Started Running Your Business
« Enroll or Login « What Are State Payroll Taxes? « File and Pay Taxes
« Advantages and Features « Register as an Employer « Rates and Withholding
« Enroliment Information  «— « Required Filings and Due Dates « Changes to Your Business
« Video Tutorials « Payroll Tax Seminars « Correcting Prior Reports/Deposits
« More... « More... « More...
General Info Tax Practitioners Report Fraud
« Payroll Taxes FAQs « Tax Practitioners Information « Report Fraud - Underground Economy
« Forms and Publications « Payroll Tax Due Dates « Joint Enforcement Strike Force (JESF)
« Taxpayer Advocate « Audit and Collection Information « Improper Ul Payments
« Contact Payroll Taxes « Top 10 Forms and Publications « Protect Your Business
« More... « More... « More...

While identifying the information you may need to register, if you would like additional
information about what to expect as a new user with e-Services for Business, select the
“Enrollment Information” under the heading “ e-Services for Business”.
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© e-Senvices for Business Enroliment Information

New and existing EDD customers must complete a one-time enroliment process to use e-Services for Business.

1. Enroll as a New User on e-Services for Business

On the e-Services for Business page, select “e-Services Login.” On the e-Services for Business Login page, select “Enroll for a usemame and password” to begin the
enroliment process. Once you successfully enroll, an e-mail will be sent to you to verify your e-mail address.

Note to Payroll Agents: You only need one username to gain online access and manage multiple client accounts in e-Services for Business.

2. Finalize Your Enrollment Process

Once you receive your verification e-mail address, select the link within the e-mail to complete the enroliment process. The link will direct you to an Enroliment
verification page. If you do not verify your e-mail address within 24 hours, then you must wait at least 43 hours from the time your verification e-mail address was
originally sent before restarting the enrollment process.

3. Prepare to use e-Services for Business: Employers

From the Enroliment Verification page, select e-Services for Business then select e-Services Login which will route you to the login page where you enter your
usemame and password.

For new employers who need to obtain an employer payroll tax account number:

To apply for an employer payroll tax account number select “New Customer.” Then select ‘Register for Employer Payroll Tax Account Number” and complete the online
ion. Before the online application, please read “Am | Required to Register as an Employer?” to det the required

Here you can view this step by step information to provide additional clarification.
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e-Services for Business Getting Started Running Your Business
« Enroll or Login « What Are State Payroll Taxes? « File and Pay Taxes
« Advantages and Features « Register as an Employer « Rates and Withholding
« Enroliment Information « Required Filings and Due Dates « Changes to Your Business
« Video Tutorials « Payroll Tax Seminars « Correcting Prior Reports/Deposits
« More... « More... « More...
General Info Tax Practitioners Report Fraud
« Payroll Taxes FAQs « Tax Practitioners Information « Report Fraud - Underground Economy
« Forms and Publications « Payroll Tax Due Dates « Joint Enforcement Strike Force (JESF)
« Taxpayer Advocate « Audit and Collection Information « Improper Ul Payments
« Contact Payroll Taxes « Top 10 Forms and Publications « Protect Your Business
« More... « More... « More...

When you have all of your information available you can start the log in process. You
can access the e-Services for Business login screen from multiple locations on the
website. For this tutorial you will access it from the “Payroll Taxes” page. Please select
the “Enroll or Login” link.
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e-Services for Business Login Important Links
- e-Services for Business
Employers and/or agents using e-Services for Business or eWOTC will only need to enroll once, and will use the . Browser Requirements

same username and password to access e-Services for Business or eWOTC s
. DD Home

e-Services for Business -
e-Services for Business

Payroll agents are advised to only enroll once, and use e-Services for Business to establish multiple client </
accounts
- e-Services for Business Information
Work Opportunity Tax Credit Online (eWOTC) - e-Services for Business Video

Tutorials
Work Opportunity Tax Credit (WOTC) employers and agents will potentially have multiple staff enrolling = _
each with their own username and password + FAQs - e-Services for Business

« Contact Us - About Payroll Taxes
< Enroll for a username and password §
New User: © or a us e and passi eWOTC

« Work Opportunity Tax Credit (WOTC

Username: Forgot usemar + FAQs-W

Password: Forgot password &= - Contact Us - About WOTC

Note: Password is case sensitive

;_ Related Links

Login
- Franchise Tax Board
« Board of Equalization
Having problems logging in? Visit the FAQs - e-Services for Business General Questions - Child Support Services

Browser Requirements

You must use a browser that supports 128-bit encryption. If your browser states that you cannot login, you may
need to update your browser. This website is best viewed using Internet Explorer 8.0 and higher. If you do not
have any of these versions, you can download Microsoft's Internet Explorer

Enter your username and password that you obtained previously and select “Login”. If
you haven’t obtained one, before proceeding with this video, please view the tutorial “I
want to enroll for a username and password to use e-Services for Business” you can
access the tutorial by selecting your “Back” button. Once you have your username and
password you can use this tutorial to assist you in registering with the EDD.
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Menu Log Out

o Back

Welcome to e-Services for Business

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

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

© Help

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

Let’s begin the registration process. When you log into e-Services for Business for the
first time you will select “New Customer” and “Submit”. Please note as you move
through the registration process there are blue boxes on the left side of the page with
helpful information. Select “Submit” to continue.
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Menu  Log Out [ suome

Welcome to e-Services for Business

Existing Customer: If you are an employer who already has  Tell us about yourself Existing Cuswrne

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
select this option.

Navigation

e Select the "Register for Employer Payroll Tax Account Register for Employer Payroll Tax Account Number
Authorization Number” link to begin the application process

Select the “Register For Employer Payroll Tax Account Number “ link.
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© Home

o Back Register for Employer Payroll Tax Account Number

© Help

All employers conducting business in California are subject to the employment tax laws of the California Unemployment Insurance

C usiness is considered a r and must regist the Employment
s after paying wages in excess of $100 in a quarter (Household el

Select one of the following reasons for requesting a new New Business Hired Employees

Employment Account
Purchased a Business Other

New Business: Select if this is a new business that has
not been previously registered with EDD.

eRegistration
Save & Finish Later

Attachments Add

Select the button that best describes why you are applying for an Employer Payroll Tax
Account Number. In this example we will choose “New Business.” When the
information is completed, select “Next” to continue.

11
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Register for Employer Payroll Tax Account Number

Tell us what type of business you have Employer Type lCommermal
To see a description of each Employer Type and Organization T"';e =

Organization Type, select the i icon that appears in each Required §| Agricultural

o Annuitant Payers
Navigation ﬂ Church or Religious

eRegistration '

Dist Hospitals
Attachments Add

District Fairs
Fed State Withholding
Fishing Boat

Household

Indian Tribe
Non Profit
Non Profit 501C3

i P At =

. —

Next select the “Employer Type” and “Organization Type” that best describes your
business. Use the drop down menu and select from the available choices.

12
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Register for Employer Payroll Tax Account Number

Tell us what type of business you have Employer Type Commercial .
To see a description of each Employer Type and Organization Ty Corporation ‘
Organization Type, selectthe i icon that appears in each
field.

Save & Finish Later

© Home

eRegistration
Attachments Add

In this example we will select “Commercial” for the employer type and “Corporation”
for the organization type. When the information is completed, select “Next” to
continue.
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© Help

Indicate the quarter in which you first paid wages in excess First quarter your wag xceeded $100

f $100.
J Prior Quarter Current Quarter

You may select the current quarter or one quarter prior
Prior Quarter: 7/1/2014 to 9/30/2014
Current Quarter: 10/1/2014 to 12/31/2014

Save & Finish Later

Attachments Add

It is important that you identify which quarter you first paid wages in excess of S 100. In
the blue box it will show what time period is covered in the prior or current quarter.
Select the appropriate quarter and select “Next” to continue. If you don’t have that
information available you can select “Save & Finish Later” to save your application until
you can provide that information. Once you have everything you need, sign in again
and continue to complete your registration.

14
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Menu Log Out
Employee Information
o ooma [ Previous J [ Next J

© Back Register for Employer Payroll Tax Account Number

o Help

Location of Employee Services: Select the answer that best describes the location of the loyees' residence and work
ocations

Yes: This business has employees working in California Ei‘gg;'?’;e employees working in No

No: This business does not any have employees working in

California

Save & Finish Later

Attachments Add

Next we need to know if your employees work in California or not, select the
appropriate answer and “Next” to continue.

15



User Profile

State of California
Employment Development Department
.GOV 2/ P 2

ct Us About Payroll Taxes

. .
m Responsible Party Information m

© Home
@;Back Register for Employer Payroll Tax Account Number
© Help
Responsible Parties
You indicated that you have 1 responsible party
« Select "Add Responsible Party" to add another responsible party
« To remove the selected responsible party, select "Delete Responsible Party

J. DOE

il R sible P
Responsible Party B Add Respon arty

© Home Enter type of Responsible Party Type of Responsible Party |Officer

eRegistration Enter the title of the responsible party. Title President ‘
= D FEIN
Attach ts Add Enter Social Security Number (SSN) or Federal Employer ! El m
Identification Number (FEIN) Name Format Business Entity m

Enter Responsible Party information (First Name, Middle Business Name
Initial, Last Name, Entity Name)
First Name / Middle Initial |JANE

Enter the Date of birth.
: Last Name / Suffix DOE
Dr c
Enter California Driver License Number Date of Birth 01-Jan-1974 D

CA Driver License No. A1234567

B Add Responsible Party

In a private corporation, any person who is a corporate officer and sole shareholder, or the only shareholder other than his or her
spouse, may file a statement ele 0 be excluded only from state disability insurance coverage for contributions and benefits
which includes Paid Family Lea L

After you complete this registration and receive your account number you may log into e-Services for Business to access your
employment account and submit the Sole Shareholder Exclusion request. It is important to request this exemption during the calendar

Enter the “Responsible Party” information for your business. In our example we
selected “President” and entered information about that party. If you have additional
responsible parties, select “Add Responsible Party” and enter additional individuals.
When you register it is important to read information shown on the page such as the
statement below about private corporations to ensure you understand what is being
asked for. When the information is complete, select “Next” to continue.



Empldymém Development Department

G @usiness wiomaton ) QTID

gi for Employer Payroll Tax A

Date Ownership Began Operating:
Enter the date the business began operating.

Previously Been a Principal Owner Registered with
EDD:

Letthe EDD know If you previously were an owner of
business that was registered with the EDD.

Industry Activity:
Select the industry activly that best descrbes your
business trom the drop Gown menu

Describe Product/Service in Detail:
Describe specific product or service provided by your
businss

Legal Name of Organization:
Enter name exactly as i appears on your organazing
documents.

Doing Business As (DBA) Name:
Enter the DBA name of your company, if appicable.

1t your business is not registered with the Caifornia
Secretary of State (SOS), indicate the state where is
business incorporated.

$OS 1D No.:
Enter the number assigned by the Caifornia Secretary of
State

Enter the Federal Empioyer Identiication Number (FEIN)
assigned by the IRS, If you do not have a FEIN, selecta
Teason from the drop down menu.

Date Ownership Began Operating

Previousty Been a Principal Owner
Registered with EOD?

r
Industry Activity

Describe Product / Service”
in Detail

Legal Name of
Organization
DBA Name

15 your business fegitared with the [Yes | No |
California Secretary of State (S08)? ~  ————x = —
State of incoporation B
$0S 1D No
L]
1 have a Federal Tax D No [Yes [ Mo

Federal Tax 1D No. (FEIN)

Reason for not providng a FEIN

Save & Finish Later

Please continue to enter information about your business. The blue boxes, as well as

the drop down boxes and calendar icon are available to assist you.

17
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Register for Employer Payroll Tax Account Number

Date Ownership Began Operating: Date Ownership Began Operating

Enter the date the business began operating Previously Been a Principal Owner F e .
?

Registered with EDD’

Previously Been a Principal Owner Registered with
EDD:

Let the EDD know if you previously were an owner of a
business that was registered with the EDD

Industry Activity: Industry Activity
Select the industry activity that best describes your

business from the drop down menu.

Describe Product / Servic
in Detail

Describe Product/Service in Detai

Describe specific product or service provided by your
Attachments Add business.

Legal Name of Organization:
Enter name exactly as it appears on your 0rganizing
documents.

Doing Business As (DBA) Name:
Enter the DBA name of your company, if appiicable

Is your business registered with the Yes No

If your business is not registered with the Caiifornia
3 4 California Secretary of State (SOS)?

Secretary of State (SOS), Indicate the state where is i S
business incorporated State of Incoporation .
S0S ID No. SOS ID No.

Enter the number assigned by the California Secretary of

State

Enter the Federal Employer Identification Number (FEIN) I have a Federal Tax ID No. [ ves No

assigned by the IRS. If you do not have a FEIN, selecta

feason from the drop down menu. Federal Tax ID No. (FEIN

Reason for not providing a F

N =}
Save & Finish Later

Required

Here is an example of our calendar function.

18
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Register for Employer Payroll Tax Account Number

Date Ownership Began Operating
Enter the date the business began operat

Describe Product Service in Detail
Oy cific product of service provided by your

Legal Name of Organization
Enter name exactly 35 £ 3ppears on your organzing

ents

Save & Finish Later

The “Industry Activity” is a drop down menu. Select the appropriate option. Describe
your product/service in detail. If applicable, enter your name exactly as it appears on
your organizing documents. It is very important that the EDD establishes your
employer payroll tax account with the correct Legal Name. Do not omit any words or
use any abbreviations. If your business is registered with the California Secretary of
State (SOS) enter the ID number here. If you have a Federal Tax ID number enter it
here.

When the information is completed, Select “Next” to continue.
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© Home
© Back

© Help

© Home

eRegistration

Attachments Add

State of California

Employment Development Department

User Profile Contact Us About Payroll Taxes e-Se

D i wormaion ) QI

Register for Employer Payroll Tax Account Number

Enter your current Business Location Address, City, State,
and ZIP Code

Is the Mailing Address same as the Location?

Yes: The mailing address is the same as the location
address

No: The mailing address is different than the location
address.

Enter business e-mail address

Yes: | would like to be contacted via e-mail regarding your
registration request

No: | would not like to be contacted via e-mail regarding
your registration request

Business Location Address

Country USA
Street 123 ANY STREET

]
City ANY CITY
tate / ZIP Code CALIFORNIA - 98765

Mailing Address

My Mailing Address is the same as my No
Location Address

Business E-mail Address ME@BUSINESS.COM

Allow E-mail Contact? No

Save & Finish Later

Now we are going to move on to your “Business Location Address”. If your mailing
address is different for your location address, select “No” to the question “My Mailing
Address is the same as my Location Address”. A new section will appear to enter your
mailing address.

When the information is completed, select “Next” to continue.
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© Back
© Help Register for Employer Payroll Tax Account Number

18 Business Contact Information Phone Number / Ext

x Number
Enter the phone number, and fax number of your business. 3% Numbe;

Taxpayer Contact First Name / Middie Initial

© Home p—
Enter the name, phone number, and e-mail address, of the L3St Name / Suffi

SREistralon person authorized to provide the EDD with information

needed to maintain your employer account. If the contact Phone Number / Ext
person is an outside accountant, agent, or tax
Attachments Add x Numbe
_ representative, also complete and submit a Power of Fax Number

Attorney Declaration (DE 48), E-mail Address [.l DOE@BUSINESS.COM

If the address of your representative is different from your
business address and you want to provide it to the EDD,
select “Yes" to the question, "Add Taxpayer Representative
Address?". If you do not wish to provide the address, select
“No~

Add Taxpayer Representative Address? Yes

Yes: | want to enter the address of my taxpayer
representative

No: | do not want to enter the address of my taxpayer

Save & Finish Later

/‘\_

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

Enter your “Business Contact Information” here.

You may add a Taxpayer Representative Contact to your account. If you choose this
option, enter the name, phone number and e-mail address, of the person authorized to
provide the EDD with information needed to maintain your employer account. If the
contact person is an outside accountant, agent or tax representative, also complete and
submit a Power of Attorney Declaration (DE 48)

If the address of your representative is different from your business address and you
want to provide it to EDD, select “yes” to the question “Add Taxpayer Representative
Address”? If you do not wish to provide the address, select No.

When the information is completed, select “Next” to continue.
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Employment Development Department

Register for Employer Payroll Tax Account Number

| certify under penalty of perjury that the information provided is true, correct and complete, and that these actions are not
being taken to receive a more favorable Unemployment Insurance rate. | further certify that | have the authority to sign on
behalf of this business.

Provide your First Name, Last Name, Title, and Daytime First Name / Middle Initial |JANE
Phone Number 2
Last Name / Suffix DOE

PRESIDENT

hon Provide information about your Payroll Reporting Agent, if

t
applicable
Attachments Add

Finally you will complete the “Declaration Page”. The declaration page is very
important. This is where you certify under penalty of perjury that the information
provided is true, correct and complete, and that these actions are not being taken to
receive a more favorable Unemployment Insurance rate. You further certify that you
have the authority to sign on behalf of this business.

After you enter your first and last name, title and phone number, you will answer
guestions about the use of a payroll reporting agent. Next, If you do not use
professional assistance with payroll reporting, answer the question “Do you want to
suppress the mailing of payroll tax forms?” If you plan to file electronically and do not
wish to receive preprinted forms via the US Postal Service select “Yes.” If you wish to
receive these forms select “No.”

Notice that the “Submit” button is now available at the bottom right hand side of the
page. When the information is completed, you may review all the information you
entered using the “Previous” and “Next” buttons.

Now that all the questions have been completed, we are ready to select “Submit” and
send this request.

22
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Register for Employer Payroll Tax Account Number

| certify under penalty of perjury that the information provided is true, correct and complete, and that these actions are not
being taken to receive a more L

rate. | further certify that | have the authority to sign on
behalf of this business.

Provide your First Name, Last Name, Title, and Daytime First Name / Middle Initial |JANE
Phone Number.

Last Name / Suffix DOE

Title RESIDENT

Phana Mumbar L St

Provide Information a

bisgere (Ve CHD
applicable Are you sure you want to submit this request? Lssional

counting, etc.) [II¥es
Allow suppresskon of t

Usually used when the employer will be filing electronically
and does not e ~

If you are sure you want to submit this request select “Ok.”
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Menu Log Out

© Home Confirmation
© Back

© Help
Your request for a new employer account is being reviewed
Confi n number

Your t may take up to three business days to be processed. To view the status, log in to e-Services for Business

-I» eI

© Home

[ ——

Congratulations, You have successfully applied for an Employer Payroll Tax Account
Number. Please print this screen with your Confirmation Number for your records.
Once your request has been processed, you will receive an email at the email address
you used to enroll in e-Services for Business. Most requests are processed within a few
minutes but may take up to three business days.
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© Payrol Taxes
Whether you are starting a new business, an existing employer, or a household employer, our goal is to help you find the resources and information
that you need to succeed. For the latest news, visit Payroll Tax News, the California Employer Newsletter, and subscribe to EDD's e-mail
subscription services. Our business is your success.
e-Services for Business Getting Started Running Your Business
« Enroll or Login « What Are State Payroll Taxes? « File and Pay Taxes
« Advantages and Features « Register as an Employer « Rates and Withholding
« Enroliment Information « Required Filings and Due Dates « Changes to Your Business
« Video Tutorials « Payroll Tax Seminars « Correcting Prior Reports/Deposits
« More... « More... « More...
General Info Tax Practitioners Report Fraud
« Payroll Taxes FAQs « Tax Practitioners Information « Report Fraud - Underground Economy
« Forms and Publications « Payroll Tax Due Dates « Joint Enforcement Strike Force (JESF)
« Taxpayer Advocate « Audit and Collection Information « Improper Ul Payments
« Contact Payroll Taxes « Top 10 Forms and Publications « Protect Your Business
« More... « More... « More...

Once you have received your account number, e-Services for Business is available to
help you manage your account, file returns and make deposits when it is convenient for
you. Thank you for viewing this tutorial, we appreciate your time.
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Other resources are available at www.edd.ca.gov, or the Taxpayer
Assistance Center at 888-745-3886.Thank you for watching this
tutorial on how to login and use e-Services for Business as an
employer.

The EDD is an equal opportunity employer/program.
Auxiliary aids and services are available upon request
to individuals with disabilities. Requests for services, =~
aids, and/or alternate formats need to be made by of 2. m"res

calling 888-745-3886 (voice) or TTY 800-547-9565. A,

Other resources are available at www.edd.ca.gov, or the Taxpayer Assistance Center at.

888-745-3886 Thank you for watching this tutorial on how to login and use e-Services
for Business as an employer.

26



