
This example is using QuickBooks Premier – Accountant Edition 2009 

These instructions will help you prepare your data for importing into Employment 

Security Department online filing tools.  

 

 

Note: 

Some Quick Books users who have employees with tips have reported a problem 

exporting those tips from Quick Books. As a result; our instructions may not be reflecting 

these tips in the salary fields.  Please verify that your total gross wages also include tips 

before submitting your reports to Employment Security. 

 

 

Open Quick Books 

Open the Company 

Click on “Employee Center” 

Click on “Excel” and then choose “Summarize Payroll Data in Excel” 

 



Quick Books will open the excel workbook and another pop up Window will appear 

QuickBooks Payroll Reports Workbook  

 

In the DATES column, Select the quarter you are filing (will probably be "Last Quarter") 

then click on the Get QuickBooks Data button 

Wait while the information you requested is imported into the QuickBooks Workbook. 

At the bottom of the workbook, click on the tab labeled “Rates & Hours by 

Job"

 



You will now modify the data: 

Click and drag the columns off the page: 

• Click on Payroll Item. While clicking, drag the column over to the white 

space on the page. When you let go, the column will disappear. 

• Do the same for the Rate column 

Your spreadsheet will now contain only the information needed to import and should 

look like the below example with: SSN, NAME, HOURS & Paid Amount with 1 row 

for each employee. 

 

 

 

 

 

 

 

 

 

 

 

Transferring your data to Employment Security online filing tools: 

If using EAMS or UIWebTax 

Save the Excel file as a SCV (MS-DOS) (*.CSV) FILE. At the Wage options page, 

choose Import file and click next. On the Import File page, browse to your file and click 

the Next button. 

 

If using UIFastTax 
Highlight all rows and columns containing wage data. Click Edit then Copy. In 

UIFastTax at the Select Input Option page, click Paste Wage Data. 


