Quarterly Payroll Tax Reports
Run the Following reports from Blackbaud Payroll Activity Reports For TDC then Run them for ACBD.
Go into Payroll Reports

Activity Reports

941 Tax Report for the quarter just finished (ie 3 months)

Choose the Agency – Run for ACBD and TDC separately

Click on “941 Tax Report”

Enter the Check date Range (ie 7/01/04 thru 9/30/04 for a quarter)

Go the Format Tab and Change the Subtitle

Print

Exit

Go back to Activity Reports

State Tax Report

Click on the “State Tax Report”

Enter the Check date Range (ie 7/01/04 thru 9/30/04 for a quarter)

Go the Format Tab and Change the Subtitle

Print

Exit

Go back to Activity Reports

State Unemployment Report
Click on the “State Unemployment Report”

Enter the Check date Range (ie 7/01/04 thru 9/30/04 for a quarter)

Go the Format Tab and Change the Subtitle

Print
Make sure you prepare a disk with the same information that is on the printout and send it with the documentation.
Exit

Pull out the Quarterly Forms and enter the data from these reports onto the appropriate tax report.

If no State Withholding is due you can telephone the report by calling 1-803-898-5918.

Make sure you have page one filled out.  

You can register by calling 1-803-898-5918.  The PIN NUMBER IS _______.

**Compare Gross Wages on the State and SUTA Reports**
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