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TempWorks Tax Pay 
 

TempWorks Enterprise Tax Pay System helps automate tax payments and filings for both Federal and 
State Agencies.  The basis is a wizard which automates all of the processes that you would normally have 

to complete manually.  Tax Pay checks your entire database for taxes which need to be paid, lets you 

know when they are due and generates all the necessary forms and mag media. 
 

Every night TempWorks Enterprise Tax Pay checks to see if there are any taxes to be filed and when they 
are due.  Tax Pay runs are automatically created for you.  They will be waiting to be processed when you 

log into Tax Pay. 
 

When you log into Tax Pay, it will display all of your open Tax Pay runs. 

 
*Note – Employers, Tax Authorities and Income Tax as well as Sales Tax Jurisdictions and Forms must be 

created and/or linked prior to being able to proccess Tax within Tax Pay. 
 

Page 13 of this manual begins the Tax Pay processing section.   

 
Tax Management is dependant upon the Hierarchy level of the user.  Make make sure you are at the 

proper Hierarchy level when processing tax payments which will always be at the Entity or System level. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                                         
(continued) 

 
 

 
© 2005, TempWorks Software, Inc.  All rights reserved Page 2 of 18 

Enterprise Company Hierarchy 

To change levels within your company hierarchy click on the E menu in the upper left of the Home 

screen to display the menu functionality.  Then select Switch Branch as shown here: 
 

 
 
Once this function is clicked the Hierarchy Selector – Select form will be displayed as shown below.  Click 

on the correct hierarchy level (System, Owner, Entity, Branch, etc.) and then double-click on any Branch 

record within the Entity you are processing.  This will update your hierarchy and bring you back to the 
Enterprise Home screen. 

 
  

 
 

 

 
 

 
 

 

 
 

 
 

 
 

 

 
 

The Search field can be used to locate a specific Entity or Branch in the company hierarchy.   
 

 
 

Once the Branch is 

highlighted, click Next, the 
form to the left will be 

displayed with a summary 
of the hierarchy level and 

Branch selections.   
 

Click Finish to close the 

form and update your 
screen. 

 

The hierarchy area can also be accessed by clicking on the 
hierarchy button in the top bar, right side of Enterprise. 
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Tax Management 

 

   
 

 
  

 
 

 
 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

To access the Tempworks Enterprise Tax Management, click on 
Tax Management within the Navigational Tree in the lower left 

corner of Enterprise.   
 

 
If the option of Tax Management is not listed, click All 

Options, it will be listed there. 

 
 

*Note – If you still do not see Tax Management a SecRole 
needs to be added for you.  Please see your System Administrator. 

 

This will open the Tax Management area of 
Enterprise where you will have options to set 

up and access: 
 

 Tax Pay 

 Sales Tax Pay 

 Tax Authorities 

 Employers 

 Sales Tax Setup 
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Employers  (Entities) 
 

Employer Search allows searching for Entities (Employers) which already are setup in Tempworks 

and may need to be updated with new Tax ID numbers, Frequencies, and State Unemployment rates.   
 

Search for Employers by entering any of the search criteria, including Federal ID and location information 

then click the   button. 

 

To add a new Employer click the   button: 

 
* Note New Employers may only be added when at System Level to ensure proper placement in the 
Hierarchy.  User must know Parent Hier in order to complete Employer (Entity) setup. 
 

 
Adding a new Employer 
 

When adding a new Employer there is the option to enter their Mailing Address, Contacts, Mag 

Media and Tax Setup: 

 
*Note the Legal Name and Address will be used for all tax filing purposes. 

 

Click Next to add the Employer‟s mailing address: 
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Click  to copy the Legal address into the Mailing address fields. 
Click Next to set up any Employer Contacts: 
 

Click the Plus button to add Employer Contacts: 

 
 

If you have looked up an existing Employer by Clicking the Magnifying Glass all existing 

Contacts for this Employer will be displayed: 

 
 
 

Click Next to enter the Mag Media information for this Employer: 

 
  

 

 

 
 

 
 

 
 

 

 
 

 
 

 

 

Enter:  

 
 Pin 

 Contact Method 

 Preparer 

 Federal BP Pin (if using the 

Batch Provider web site 

 
The Contact information can also be 

tracked for whom to contact regarding 
mag-media transmittals. 



                                         
(continued) 

 
 

 
© 2005, TempWorks Software, Inc.  All rights reserved Page 6 of 18 

Click Next to set up the Tax Jurisdictions which apply to this Employer: 

  
 

 Select the Jurisiction 

 Check Verified only if the ID and Rate are accurate 

 

*Note – Taxes will not pull into a Tax Pay Run for this Jurisdiction until the verified box is 
checked. 

 
 Enter the ID Numbers 

 

*Note – if Number is not in the correct format it will error out when attempting to print the pay 
ready forms. 

 
 Select the proper Pay Method 

 Pay Frequency will only display available frequencies for this Juris 

 Select the Filing Method 

 The Filing Instructions are optional, but will be viewable during the filing process and should 

be utilized. 

  
 
 
 
 

 
 

 
 

 

 
 

 

 

Continue to Enter all Tax Jurisdictions needed for this Employer.  
 

 *Note each Jurisdiction must be setup per Employer due to the information being specific to an 
Entity (Employer). 
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Employer Setup form displays all the data which was added from the Employers area.  This is also the 
area where changes can be made to the Employer.  The Employer can also be deactivated from here. 

 
  
Tax Filing Options 

 
 
 
 
 

 
 
 

 

 
 

 
Funding Options are available for future use in setting the Invoice Funding Contract Details on the 

employer for factoring of Invoices.  The Account Representatives are used for reporting purposes 

only and are not required upon Employer Setup. 
 

 
 
 

 

 Setting Taxes Filed Externally to checked will pull the payments 

for the taxes as due into the Tax Pay Module, but the sign 

ready filings will be marked as „Copy‟ in order to add additional 
information from outside the system as needed. 

 
 Setting Taxes Paid Externally to checked will stop the payments 

for that Employer from pulling into the Tax Pay Module along 

with stopping the sign ready forms from generating. 

 
 Setting Print W2s Externally to checked will ensure the W2 

printing does not include this Entity at the closing of the year.  

These W2s will also not pull into the Federal SSA Mag Media file 
for electronic submission to the SSA as required by the IRS. 

 

 Setting Skip New Hire Reporting to checked will ensure the New 
Hire Employees will not pull into the electronic file to be 

submitted when run at System Level. 
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Jurisdiction Setup allows the editing of existing Jurisdictions as well as creating new Jurisdictions for 
this Employer. 

 

The  will add a new Jurisdiction.  The  will allow the editing of the selected Jurisdiction. 

 
 

 
 

Suta Setup allows the setup of State Unemployment Frequencies and ID Numbers as well as Rates 
with Start Dates as needed per Entity. 
 

The  will add a new Unemployment Jurisdiction.  The  will allow the editing of the selected 
Unemployment Jurisdiction, as well as insert a new Rate. 

 

 
 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

*Note upon entering an updated SUTA 

Rate, if the start date is prior to the current 

date, the system will prompt the user to 
update the accrued liability back to the start 

date or the first of the year, whichever one 
comes first.   

 

This difference in the originally accrued 
SUTA cost and the new and accurate SUTA 

cost will be reflected in the current Week 
End Bill. 
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Tax Authorities 
 

Authority Details allows searching for Authorities which already are setup in Tempworks and may 

need to be updated with new Addresses, Contact Information, and Jurisdictions which are to be paid to 
those Authorities.  Use the main page to find an existing Authority with sorting capabilities on the 

column headers, use the + button to setup a new Authority. 
 

 
 

 
The Authority details are able to be setup during the Create Wizard or by double clicking on an existing 

Authority. 

 
*Note - all Authorities are setup at System level to alleviate setup being needed for each Entity. 
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The Jurisdiction Linking is available on the setup of a new Authority and editable on an existing 

Authority by clicking  next to the Linked Jurisdictions. 
 
Each Jurisdiction can only be linked to one Authority.  When changing the Jurisdictions which are 
linked to the Authority, all unpaid check tax records will be updated to be paid to the new Authority. 

 

The Tax Group will limit the available tax jurisdiction list to either payroll or sales taxables.  Click  to 

add the highlighted Jurisdiction to the Authority.  Click  to remove the highlighted Jurisdiction 
from the Authority. 

 

 
 

*Note all Jurisdiction Linking will be saved at System level, so they will only have to be completed once. 
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Sales Tax Setup 
 
Sales Tax Setup allows for changes in individual Sales Tax Rates.  All available Jurisdiction codes 

are supplied with the current rates.  Only if a rate changes or is no longer valid should you have to open 
a Sales Tax Jurisdiction. 
 

New Sales Tax Jurisdictions can be added using the , they can be edited by pressing the  or 

deleted using the . 
 

 
To change the specific Sales Tax Codes which are linked to a specific Sales Tax Jurisdiction  

 

 Navigate to the proper Sales Tax Jurisdiction by clicking to highlight it   

 
 To Unlink a tax code click the code within the Linked Codes area to highlight it then 

select:   

  
 To Link a tax code click the code within the Available Sales Tax Codes area and select:     
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To change the rate of a specific Sales Tax Code double click on the Code or select the  button: 

  
 

Click the  to add a new Tax Percentage and the Date it should start: 
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Tax Pay 
 

Tax Pay allows for the payment of Taxes as well as searching for taxes payments (past, present and 

future). 
 

When opening Tax Pay, select the search criteria then click search to find the tax pay runs you desire to 
view.  By default the incomplete option is selected.  This will show you any tax run that has been created 

but has not been paid. 

 
Tax Runs can be searched by Employer, Authority, Due Dates and whether they have been completed 

or not. 

 
 

 
Clicking More Options allows for searching on the Run Type, Payment Method and Jurisdiction: 

 
 

 
The search results for Tax Pay Runs will display not only the payment Run but if it has been Prepared, 

Approved and when the payment is Due. 

 
 
 

To manually create a tax run click the . 
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Select the Run Type and EINC.  The Description can be overwritten. 

 Run Type allows for “Standard”, “940/941” and “0 Dollar Payments”. 

 EINC allows for any Employer to be selected or, if processing 940/941‟s All Accessible 

Employers is an option. 
 

 

After selecting the Tax Run options, all related transactions will be listed.   
 

Select the Taxes to be paid at this time by clicking to enter an x into the Selected field then click Next. 

 
 
 
Review Tax Transactions will list all taxes included in this payment run. 

 
 

At this point the paycheck affiliated with each individual tax can be previewed by clicking . 

The  button will navigate to the Employee affiliated with the highlighted tax (check). 

Clicking  allows a specific tax to be removed from the list to be paid. 
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Tax Pay Run can be Saved by clicking:  . 
 

If the Tax is ready to be paid click:    

 
Before processing the Tax Payment it must be approved. 

 
 

There are two Approval options available:  

 The default Approval Option is a one-step "approved" button that flags a bill as ready to 

pay/post.  
 

 The second option is a two-step approval, where one service rep marks the bill as 

"prepared" and a second person has to mark it "approved".  
 

In the second scenario, the bill cannot be posted/paid until both steps are checked off. Also, 

both steps cannot be completed by the same person, and any changes to the staged bill will 
reset the approval flags.  

To Approve the Tax Payment, an Approver must click:   

 

Approval can also be given by clicking:  
 

Once approved the Not Approved button will change to:   

 
*Note – All these approval flags are logged in the database for auditing purposes.  

 

Clicking  will display filing instructions which were added within the Authorities area. 
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Click the   to add adjustments (such as late fees) to the Tax Pay Run. 

 
 

Clicking  will generate a Mag Media payment, if applicable. 

 

Clicking either  or   will indicate that this Tax Payment will be made 
outside of TempWorks Enterprise. 
 

 
*Note – By default, TempWorks Enterprise willl only generate a Nelco form if the employer is set up to 
pay by check. Flagging the Print Forms for Electronic Payments checkbox will override that behavior and 

print the Nelco sign-ready form for all staged bills in the run, regardless of payment type. 
 

The Force Reconciliation Forms To Generate Early checkbox can be used to force the reconciliation 

forms early.  This can be used in cases where you might want to generate the form before the current 
tax period has ended, if you know that there won't be any more tax data to pull in. 

 

Once the Tax Pay Run is approved, click  

 

 
 

If Taxes are paid out of an external A/P system, a prompt will display the number of Tax Bills to be paid, 
the total dollar amount.  By clicking Post the amounts will post to the A/R system. 

 

 

 Enter the amount of the adjustment,  

 
 Select the Adjustment Type and  

 

 Enter a Description of the adjustment 
in the form that appears. 
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Enterprise will run through the steps to post the Taxpay Run and Create the AP Bills. 

 

 
If filing is being done via Mag Media, click Save mag media files now to save the files. 
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A summary will display showing the number of AP Bills Created, the total amount of Taxes paid.  It will 

list out the Bills which have been posted to AP. 
Also listed are the Forms which were generated, if any.  And the Mag Media files which have been 

created.  
Once verified click Finish. 


