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EDD Quarterly Tax Return Process 

The Quarterly Contribution Return and Report of Wages is required of all employers by the 

California Employment Development Department (EDD). It’s required to report State 

Unemployment (SUI), State Disability (SDI) and State Income Taxes (SIT).  SUI and SDI are 

reported by the District and SIT is reported by SCOE. 

 

EDD Quarterly Return Flowchart 

 



  

EDD QUARTERLY TAX REPORTING 3 

 

SUI and SDI Reporting 

SUI can be submitted online or by form DE9423 by mail.  It is required to make the SDI payment 
electronically per AB1245.  This can be paid by scheduling EDD to pull the funds from the 
District’s clearing account after funds have been deposited or by credit card.  Caution: Credit 
card vendor charges an administrative fee. 
 
NOTE: There is a waiver for this. https://edd.ca.gov/en/Payroll_Taxes/E-file_and_E-
pay_Mandate_for_Employers  
 

To submit reporting and payment online, the District will need to create an account with the 
Employment Development Department (EDD). 

 

SUI and SDI Account Numbers 

To create an online account with EDD, the District will need the account numbers for SUI and 
SDI.  This can be found in Frontline ERP in the Organization record based on user permissions. 

             Go to System – Setup – Organizations 

               Section 6 – HR/Payroll Setup 

• Locate the State Tax (UI) and State Tax Id (DI) 

 

 

 

 

 

 

https://edd.ca.gov/en/Payroll_Taxes/E-file_and_E-pay_Mandate_for_Employers
https://edd.ca.gov/en/Payroll_Taxes/E-file_and_E-pay_Mandate_for_Employers
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Create EDD Online Account 

Create an online account with EDD. https://eddservices.edd.ca.gov/tap/secure/eservices 

• Click on Choose to Enroll for a username and password access Employer 
Services online 

• Once the login is created, Click on Add Access to Another Account 

 
• Account Type: Employment Tax 

• Account Number: Enter Account Number (Located in the Frontline ERP 
Organization Record) 

• Enter in a Security Question 

• Click Next to create account 

 

https://eddservices.edd.ca.gov/tap/secure/eservices
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Pay91a Quarterly Report 

This report prints negative/positive/all earnings for employees for a specific quarter or year for 

Unemployment (SUI), State Disability (SDI) and State Income Taxes (SIT).  SUI and SDI are 

reported by the District and SIT is reported by SCOE.  The Pay91 should be run after Regular 

Payroll for the last month of the quarter has been processed. 
 

 Go to HR/Payroll – Reports – Payroll – Pay91 

 

• Calendar Year: Enter the Calendar Year 

• Tax Quarter: Enter the Tax Quarter 

• Sort Option a) Org, Employee Name is the default 

• Click Go to generate the report 
 
 
Example Pay91 State Quarterly Report Employee Listing 
 

• Use this report to complete the SUI State Unemployment Wages online or DE9423 
Form Quarterly Contribution Return For School Employers and SDI State Disability 
Wages online (if applicable). 
 

 
 
 

 
 

Run the Pay91 AFTER  Regular Payroll for the last month of 

the quarter has been processed. 
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SUI Quarterly Contributions by Form 

Complete this form based on the information from the Pay91 Quarterly Report.  Fill in the blue sections. 
Print and send with EDD Check processed through Accounts Payable using 9555 Object Code. 
 

Link for DE9423 Form: https://edd.ca.gov/siteassets/files/pdf_pub_ctr/de9423.pdf  

 
• Line A. Number of Employees Paid can be found on the last page of the Pay91a. 

 

• Line B. Total Subject Wages Paid This Quarter can be found on the last page of the 
Pay91a. 

o When there is a negative line, Line B is the Positive SUI Wages amount 
 

• Line C. Employer’s UI Contributions enter the SUI contribution rate.  Current Payroll can 
be found on the SCOE Website https://www.scoe.org/pub/htdocs/fiscal-forms.html Line B 
will be multiplied by the Employer SUI in Line C.  This amount should be the same total 
SUI Contribution amount found on the last page of the Pay91a. 
 

• Line D. Adjustment to Prior Quarters.  This is left blank when there are no negative 
amounts. See next page when there is a negative line. 

 

• Line E. Total Taxes Due (Add items C and D) 

https://edd.ca.gov/siteassets/files/pdf_pub_ctr/de9423.pdf
https://www.scoe.org/pub/htdocs/fiscal-forms.html
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Negative Adjustment by Form 

When there is a negative line for SUI, then Line D would be entered as negative. Must complete 
the DE938SEF form and attach to the DE9423 form. On the DE938SEF the "For Quarter Ended" 
must to be the quarter that the District is correcting, not the current quarter. 

 

• Line D. Adjustment to Prior Quarters enter the negative amount found on the Pay91a on 
the last page. 

 
Link to the DE938SEF Form: https://edd.ca.gov/siteassets/files/pdf_pub_ctr/de938sef.pdf  

 
• Complete the blue sections for the negative adjustment for prior quarter. Print and attach 

to the DE9423 form with payment and mail to EDD. 

Use the DE938SEF 
Form when there is a 
negative adjustment 
for SUI prior period, 
even if the District is 

reporting online. 

https://edd.ca.gov/siteassets/files/pdf_pub_ctr/de938sef.pdf
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SUI Reporting Online 

Login into EDD https://eddservices.edd.ca.gov/tap/secure/eservices/_/#0.  If there is a negative 
adjustment for prior period, be sure to complete the DE9423 form and send to EDD by mail 
 

            

• Click on the District SUI Account 

 
• Click on Tax Return – File Now 

 
 

• Enter the Username 

• Enter the Password 

• Click on Log In 

https://eddservices.edd.ca.gov/tap/secure/eservices/_/#0
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Payroll Information 

• Click Yes to report 
• Click Next 
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Pay91 State Quarterly Report Employee Listing 

Use the last page of the Pay91 to report the SUI Wages and the Number of Employees Paid 
by period in the quarter. 

 
• Enter the number of employees for each period in the quarter 

• Click Next 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

For negative SUI adjustments for prior period, use the 
DE938SEF Form, even if the District is reporting 
online.  Attach to the DE9423 Form and mail with 
payment to EDD. 
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File and View Tax Return 

• Enter the Total Subject Wages for SUI 

• Enter the UI Contributions 

• Click Next 

 
Declaration 

• Enter in Contact Information 

• Click Submit 

 
• Print or save as PDF 
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Example DE 9423 Form printed from website: 

 
 

SUI Quarterly Reporting Submission to SCOE Business Services 

Send a copy of the Quarterly Reports to SCOE Business Services by AV or email 
carend@scoe.org , jliu@scoe.org , tpham@scoe.org , jsarsfield@scoe.org.  
 
 

• Copy of the Pay91a – Only the last page with negative totals. Page with “There are no 
negative amounts for this Org” or when there are negatives. 

• Copy of the DE9423 

• Copy of the DE938SEF for negative adjustments 

mailto:carend@scoe.org
mailto:jliu@scoe.org%20,%20tpham@scoe.org
mailto:jsarsfield@scoe.org
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State Disability Wages SDI (If applicable) 
 
SDI participation is based on the bargaining unit agreement.  It is required to make the SDI 
payment electronically per AB1245.  This can be paid by scheduling EDD to pull the funds from 
the District’s clearing account after funds have been deposited or by credit card.  Caution: 
Credit card vendor charges an administrative fee. 
 
NOTE: There is a waiver for this. https://edd.ca.gov/en/Payroll_Taxes/E-file_and_E-
pay_Mandate_for_Employers  
 

• SDI Wages can be found on the last page of the Pay91a. 

 
 
SDI Vendor Setup 

To process SDI payments through the clearing account, the SDI Deduction Code would need to 
be set up with the District as the vendor and Vendor Check as C {Combine 
Vendor/Address/Object}. 
 
When payroll is processed a check will be created.  This will need to be deposited to the 
District’s clearing account before making the SDI payment online. 

Go to HR/Payroll – Reports – Payroll – Pay91 
 

    Example SDI Deduction Code with the District as the vendor: 

 

https://edd.ca.gov/en/Payroll_Taxes/E-file_and_E-pay_Mandate_for_Employers
https://edd.ca.gov/en/Payroll_Taxes/E-file_and_E-pay_Mandate_for_Employers
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SDI Payment Online 

To make an online payment by ACH or credit card the District would need an online login.  
Once the account is created go to https://eddservices.edd.ca.gov/tap/secure/eservices/_/#0. 

 

• Click on the District SDI Account 

 
Employment Tax  

• Click on Make a Payment 
 

 

• Enter the Username 

• Enter the Password 

• Click on Log In 

https://eddservices.edd.ca.gov/tap/secure/eservices/_/#0
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Payment 

• Click on Payroll Tax Deposit/DE 88 
             -OR- 

• Credit or Debit Card Payment 

 
Payment Period  

• Click on the Period Ending that applies 

• Click Next 
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Payment Source  

• Verify the Default source still applies 

• Enter the Bank Debit Date (Be sure check has already been deposited to 
District Clearing Account) 

• Enter the Amount 

• Enter Confirm Amount 

 
Schedule and Pay Date 

• Monthly (If only applies to Regular Payroll) 

• Semimonthly (Regular & Supplemental Payroll and Independent Charters) 

• Enter Pay Date Wages Were Paid 
 

 
 
Payment Amounts 

• State Disability Insurance – Enter Amount 
Penalty and Interest 

• Penalties and Interest should be 0.00 

• Payment Total – Enter Payment Total 

• Click Next 

Ignore PIT Warning as 
this reported by SCOE 
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Account Information and Payment Information 

• Review and Verify the Account and Payment Information 

• Click Submit 

 
• Payment Confirmation – Print or Save as PDF for the District records 
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SDI Quarterly Reporting Online 

SDI Payments are made when payroll is processed semi-monthly or monthly and the SDI 
Reporting is quarterly. This must be reported and paid online unless the waiver is submitted to 
EDD.  Use the same EDD login as the SDI Payments.  

https://eddservices.edd.ca.gov/tap/secure/eservices/_/#0. 

 

• Click on File Return 

 

• Enter the Username 

• Enter the Password 

• Click on Log In 

https://eddservices.edd.ca.gov/tap/secure/eservices/_/#0
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Tax Return 
• Click on File Now 

 

Payroll Information  

• Click Yes to report payroll information 

• Click Next 
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• Enter the Total Subject Wages 

• Confirm the rate 

• Enter SDI Wages 

• Enter SDI Tax Withheld based on the Pay91a 

• Enter field “Less Contributions & Withholdings” Paid for the Quarter 

• Click Next 
 

 

Amendment Information will only show if there is an adjustment. 

• Enter a reason for adjustment 
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Declaration 

• Enter in Contact Information 

• Click Submit 

 
• Print or save as PDF 
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Negative Adjustments Online 

Negative adjustments need to be reported to the prior quarter, not the current quarter.  The 
District will need to file online adjustment to both the Wage Report and the Tax Return when 
applicable.  Use the same EDD login. https://eddservices.edd.ca.gov/tap/secure/eservices/_/#0 

 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

Negative Adjustments 

• Click on Manage Periods and Returns 

 

 

• Enter the Username 

• Enter the Password 

• Click on Log In 

https://eddservices.edd.ca.gov/tap/secure/eservices/_/#0
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• Select the prior period 

 

• Click on File or Adjust a Return or Wage Report 
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• Click on Tax Return – View or Adjust Return 

 

Payroll Information 

• Click Yes to report 

• Click Next 
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Total Subject Wages 

• Enter in the total wages from prior period less the negative amount from current 
period 

SDI Wage Adjustment 

• Enter in SDI Wages total wage from prior period less the negative amount from 
current period 

• Total Taxes Dues or Overpaid will be automatically calculated 

• Click Next 

 
• Enter Reason 

for Adjustment 

• Click Next 
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Declaration 

• Enter Contact Information 

• Click Submit 

 
• Print or save as a PDF  

 

SDI Adjustments by Form 
 
When there are negative amounts, there is an option to report the adjustments online or by 
form. 
 
DE938 Form: https://edd.ca.gov/siteassets/files/pdf_pub_ctr/de938.pdf  
 
DE938i Form Instructions: https://edd.ca.gov/siteassets/files/pdf_pub_ctr/de938i.pdf  
 
 
 
 

https://edd.ca.gov/siteassets/files/pdf_pub_ctr/de938.pdf
https://edd.ca.gov/siteassets/files/pdf_pub_ctr/de938i.pdf
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• Print or save as a PDF 
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SDI Quarterly Reporting Submission to SCOE Business Services 

Send a copy of the Quarterly Reports to SCOE Business Services by AV or email 
carend@scoe.org , jliu@scoe.org , tpham@scoe.org , jsarsfield@scoe.org.  
 
 

• Copy of the Pay91a – Only the last page with negative totals. Page with “There are no 
negative amounts for this Org” or when there are negatives. 

• Copy of SDI Reporting page 

 
 

mailto:carend@scoe.org
mailto:jliu@scoe.org%20,%20tpham@scoe.org
mailto:jsarsfield@scoe.org

