


Paying Payroll Liabilities 
First you need to know how your district pays their liabilities as some district are on a monthly schedule, some on a 
quarterly schedule and some liabilities can be paid annually. Retirement & Health Insurance – varies by district. 
 
If you can’t find the answer call the agency and they will help you.  Here are some general guidelines: 
 
IRS 
http://www.irs.gov/ 
The IRS deposit schedules are semiweekly, monthly, and quarterly (if the amount per quarter is less than 
$2,500.00) To determine what schedule you use follow the information in Publication 15 pages 24-26. Most 
districts are monthly or quarterly. (Be sure to fill out your quarterly 941 report and send in) 
 
Montana Withholding 
https://revenue.mt.gov/home/businesses/wage_withholding.aspx 
The State of Montana has 3 schedules Accelerated, Monthly, and Annual. To determine what schedule you use 
follow the information in the Montana Employer’s Tax Guide for Income withholding page 5. (Be sure to use the 
M-1 coupon with all but the Annual and then you need M-3.  You will fill out the M-3 at the end of the 
calendar year and send W-2’s & 1099’s) 
 
Montana Unemployment Contributions 
http://uid.dli.mt.gov/ 
These payments are usually made Quarterly and for governmental entities they send you a notice of rates in May.  
(Be sure to use the UI-5 reporting form) 
 
Workman’s Comp – Montana State Fund 
https://www.montanastatefund.com 
Workman’s Comp it usually due annually and can be paid in a couple of ways.  You can either pay in 3 installment 
payments or in a lump sum.  You will need to complete a payroll report and submit to them prior to getting your 
payment amount. 
 
Note: QuickBooks Liabilities need to be set for the frequency selected. Meaning that 
if a 941 is monthly, it needs to be set to monthly before the liability will show up on 
a monthly basis. 
 

https://www.montanastatefund.com/
https://www.montanastatefund.com/




First you will need to make sure your district has completed the 
paperwork fro a user id and password for this site.  
go to https://www.eftps.gov/eftps/  Click on the enroll button. 
 

https://www.eftps.gov/eftps/
https://www.eftps.gov/eftps/


Here you will accept the privacy act and paperwork reduction act the 
click enroll as a business 



Here you will enter the 
information asked for 
such as you EIN number, 
Business name, phone 
number  
 
 
 
contact information  
 
 
 
 
 
and payment 
information. 
 
 
Then click on the review 
button. Once you have 
reviewed, once reviewed 
follow the steps to 
complete the enrollment.  





First you need to select and open QuickBooks 

Using QuickBooks  



Next select the 
company and click 
on OPEN. 

Enter your 
company 
password and 
click OK, this 
will take you 
to your home 
screen 

Home screen 



Next select the Pay Liabilities Icon 



You will need to select the tax or liability you are wanting to pay and 
then click the View/ Pay button. 



First select the liability payment and then view/pay which should 
send you to liability payment screen. 



Liability Payment Screen 

Make sure the bank 
account, the date 
and amounts are 
correct. Enter a 
memo and class then 
you can either pay 
through QuickBooks 
or through the EFTPS 
website.   The next 
few screens will walk 
you though paying 
through both. 



Paying through QuickBooks (version 2014 or newer) 

Click on 
the E-Pay 
button 



The information that you received from the EFTPS website will 
need to be entered here. 

Then click 
submit 

QuickBooks 
will process 
your request 
and move you 
to the next 
screen. 



Print your confirmation and file with your records then click close 



Your confirmation 
should look like this  

Then print the 
payroll liabilities 
payment summary 
for your records 



Finally print the 
email from the 
QuickBooks 
Payroll service 
and file with the 
other documents 
for your records. 



After you have received your pin and password then click on the 
make a payment button. 

Paying through the EFTPS Website 

If you have a payroll service through a pre 2014 version of  QuickBooks 
you can use the software to give you the amount that you owe and the 
breakdown just like above but then you would report it through the 
website.  If you do your payroll by hand you will need your tracking 
sheet and if you have an outside source you will need to know the 
amount from them to submit through the website. 



Enter your information on this screen and click on the login in 
button. 



Enter the tax type which will usually be Federal tax Deposit 
Then click next. 



Enter the Tax form type which will usually be the 941 Employers 
Federal Tax and click next. 



Here you will enter the 
information this is 
gathered from either 
QuickBooks or from 
the paystubs. 
 
You will need 
 overall payment 
 Tax payment quarter 
 Tax payment year 
 Settlement date  

(now remember that 
if you put the 
settlement date at 
least 48 hours out 
you can change it if 
there is a mistake) 

 
Then click next 

 
 



On this screen you 
will enter the 
breakdown of the 
overall payment 
and then click the 
next button. 



Now you will 
verify the 
information that 
you entered and 
if everything is 
correct you will 
click the Make 
Payment button. 
 
 
 
 
 
 
Click the 
previous button 
if you need to 
make 
corrections to 
the information. 



Here is your payment 
confirmation information.  
Please print this for your 
records. 
 
 
 
Also please be reminded 
that you will still need to file 
your reports every quarter 
even if you pay this 
monthly. 



Here is what your 
confirmation page 
should look like 
once printed 



At the end of every quarter you will have to submit a 941 
report to the IRS.  These are due at the end of the month 
following the end of the quarter.  
 
Example:  First quarter is January through March so the first 
quarter report would be due to the IRS by April 30th. 
 
You can either fill these reports out by hand or for those of 
you who have a payroll service with QuickBooks the software 
will fill out for you.  
 
If you fill these out by hand the IRS will send you the form 
you need to fill out close to the end of the quarter. 



Just like before find the QuickBooks icon on your desktop 
and click on it. 



If you are filling out the 941 Report by hand run the following report to 
help. Find the reports tab at the top an click on it 



Now click on the Employees & Payroll tab 



Now click on the Summarize Payroll data in Excel 



Now click on the date that corresponds to the quarter you are 
reporting on.               Then click Get QuickBooks Data. 



Click on the Ok button and be sure to click on the on the Employee 
Journal on the bottom of the sheets (purple circle). 



Your screen should look like this print this report as it will help with 
the amounts needed on the 941 report. 



If your district does not use QuickBooks at all you will need to rely 
on the information that you gather off each payroll/paycheck and 
track it either in an excel spreadsheet or a ledger sheet.  The IRS 
will send you a hard copy of the form needed to be filled out and 
filed.   
 
You will need to track both monthly and quarterly amounts.  
 
If you are a monthly depositor you will need to make those 
monthly deposits and submit the quarterly report with the both 
the payments and total amounts included. 
 
If you are a quarterly depositor you will need to submit the 
quarterly report and the payments. 
 
 



To fill out in QuickBooks find the Process 
Payroll Forms icon on the home screen and 

click on it. 



Find the Form labeled Quarterly 941/ Sch.B – Employers 
Quarterly Federal Tax Report and highlight it then click on the 
Create Form button. 



You will select the proper filing period for the report and 
the quarter ending date. (red circle) Then you will click ok. 
(blue circle) 



You maybe required to also 
file schedule B, if not you 
can also print for your 
records.  (mark the box in 
the red circle) 
 
Mark the corresponding 
box in the blue circle to if 
you are a monthly or 
semiweekly depositor. 
 
Check the purple box 
because you are a 
government entity and it 
will give you the right 
address to send the 
information too.   
 
Now click next. 



On this screen you will 
scroll down and make sure 
all of the information is 
correct such as the 
reporting period and the 
payments that you have 
made over the quarter.  
This is where schedule B 
comes in handy as well as 
it will tell you what day 
and the amount in which 
you made your tax 
payment.  Once you 
ensure everything is 
correct then click next. 



On this page of the report you 
will make sure the depositing 
schedule is correct   
 
Once the information is 
correct then click next at the 
bottom of the screen. 
 
That will take you to the 
Schedule B report if you 
marked it in the beginning or 
the Instructions page.   





Be sure to send 
this report to the 
address on this 
sheet as 
Government 
Agencies send to 
a different 
location then 
regular business. 



If you do not use Quickbooks you can download the form from the 
irs.gov site.  NOTE: **Be sure to get the correct year** 

Fill in with the district’s 
information 

Check the quarter you are 
filing for 

Fill out information you 
obtained either in 
QuickBooks or from 
timesheets/ liabilities 
tracking form 



Be sure to check if you are 
a monthly filer. 

Don’t forget to sign and 
date and if the district has 
instructed to fill out the 
portion about speaking to a 
third party.   



If you have not made your 
payment already or do not 
pay online please fill out the 
attached voucher if you are 
sending a check into them. 





If you are a monthly filer your payments are due by the 15th of the following 
month.  
 
Example: You are reporting for January so the payment  would be due to 
the Department of Revenue by February 15th. 
 
If you are a quarterly filer your payments are due by the 15th of the month 
following the end of the quarter.  
 
Example:  First quarter is January through March so the first quarter report 
would be due to the Department of Revenue by April 15th. 
 
If you are an Annual filer you report and payment will be do to the 
Department of Revenue by February 28th. 
 
You can either fill these reports out by hand or for those of you who that 
have a payroll service with QuickBooks the software will fill out for you.   
 
For those districts that choose to this can also be paid through the Montana 
Department of Revenue Website’s TAP System. Your district must register 
for a username and password for the system and be sure to copy for your 
records and enter into either your ledgers or QuickBooks. 
 



If your district does not use QuickBooks at all you will need to rely 
on the information that you gather off each payroll/paycheck and 
track it either in an excel spreadsheet or a ledger sheet.   
 
You will need to track both monthly or quarterly (based on how your 
district is scheduled) and annual amounts and if you are a monthly or 
quarterly depositor you will need to make those deposits as 
scheduled.  

Monthly deposit coupon 

Quarterly deposit coupon 



Just like before find the QuickBooks icon on your desktop 
and click on it. 



Next select the 
company and click 
on OPEN. 

Enter your 
company 
password and 
click OK, this 
will take you 
to your home 
screen 

Home screen 



Click on the pay liabilities icon on the bottom of the screen. 



First select the liability payment and then view/pay which should 
send you to liability payment screen. 



Be sure that the bank 
account is correct. (red 
circle) 
 
Be sure that the date and 
check number or to print is 
correct. (pink circle) 
 
Be sure that you have the 
reporting number in the 
memo line. (green circle) 
 
Be sure to add your memo (I 
use month and year) and the 
class. (blue circle) 
 
Click on the save and close 
tab. (purple circle) 
 



Be sure to print 
 payment summary  
 payment check 



Now on the Payroll center homepage  
 click on the file forms (red circle) 
 MW-1 Payment coupon  
 click the create form button (blue circle) 



Check to ensure the start date and end date are 
the same as the payroll reporting period (pink 
circles) and the Click Ok button (red circle) 



Check what type of filer 
your district is most are 
either monthly or MW-3 
filers (red arrow) 
 
Ensure the amount 
matches the check, the 
date is correct and that all 
id numbers are correct 
(blue circles) 
 
Click the next button (red 
circle) This should take you 
to the instructions page.  



Be sure to 
send to the 
address 
listed 

Click the print button to 
print (blue circle) 



 Print the 
form and 
instruction 
sheet for 
your records. 
(blue circle) 
 
 
 
Then click 
close window 
( red circle)  

Note: Department of Revenue usually sends you a booklet with 
coupons in it to be submitted with your check. 



Go to https://tap.dor.mt.gov/ 
Enter your user name and password and sign in 

https://tap.dor.mt.gov/


Click on 
withholding 
under the 
accounts 
section  



Click on 
payments 
under the 
accounts 
options 
sections 



Click on 
withholding 
payment 
under 
payment 
types then 
click next. 



Click on the 
dropdown 
arrow and 
select the 
period for 
the 
payment 
being made 
then click 
next. 



Click on Pay 
with a bank 
account 



Fill out the 
information 
on the right 
hand side 
with 
payment 
date, 
amount and 
then 
confirm the 
amount 
then click 
submit. It 
will then 
ask you to 
confirm 
using your 
password. 



Once you have clicked submit it will give you an option to print the 
payment confirmation.   

Do so and put in your records.   



If you do not use QuickBooks at all the Department of Revenue will send this form 
hardcopy to your district. 



Here you will enter monthly 
or quarterly 

You should enter whether 
your district files paper or 
electronic to the state for 
W-2’s & 1099’s and to 
ensure that you have the 
correct number of 
employees and contractor’s 
listed and the wages are 
correct if you need more 
than 1 page be sure to 
mark the bottom of the 
page as needed. 

Completing the form by hand 



Here you will enter monthly 
or annual 

You should enter 
whether your district 
files paper or 
electronic to the 
state for W-2’s & 
1099’s and to ensure 
that you have the 
correct number of 
employees and 
contractor’s listed 
and the wages are 
correct then click 
next. 

Using QuickBooks  



You will need 
to send the 
report and 
copies of all W-
2’s and 1099’s 
to the address 
listed. 
 
 
Then click print  



Click on the tax form and filing instructions, then # of copies 
then the print button.   
 
Remember to have enough copies  to file in district records 
where needed. 



Go to https://tap.dor.mt.gov/ 
Enter your user name and password and sign in 



Click  
File a return 
under I 
Want to  



Click on the 
file return for 
the period 
you are 
reporting for. 



Fill in your 
data in the 
boxes if you 
use the 
website to 
make your 
payments 
then a 
bunch of 
the 
information 
will auto 
populate.   

Be sure to enter whether you will be sending your 
W2’s and 1099’s electronically or by paper. 



Click on 
verify and 
edit 
payments 
and make 
sure that all 
of your 
payments 
are there(it 
will auto 
populate if 
you use it 
for your 
payments) 
if they are 
not there 
then 
manually 
put the 
information 
in 



Fill out the 
information 
on the right 
hand side 
with 
payment 
date, 
amount and 
then 
confirm the 
amount 
then click 
submit. It 
will then 
ask you to 
confirm 
using your 
password. 



Once you have clicked submit it will give you an option to print a 
copy with the confirmation code on it. 

Do so and put in your records.   



Just as a reminder governmental entities need to change 
their rates starting July 1st.   

All districts will report and pay in quarterly. The department of 
Labor & Industry Unemployment Contributions Bureau will send 
you a form or you can get one off their website for those 
district who do not use QuickBooks payroll.   

If you choose to pay through the online service follow the 
next 7 slides that will show you how to register and use the 
site. 



















Unless you download the form from the 
website this area should be filled out 
for you and all you need to do is check 
for accuracy. Just as a reminder that 
governmental entities do not have a 
wage base. 

Unless you have changes to be 
made you should not have to do 
anything with this area. 

Enter your employee’s information 
from your tracking sheet here.  

Here you will calculate the tax 
following the instructions. 

Lastly you will make the 
check and sign and date 
the form to send in. 



If you use QuickBooks Payroll the software will automatically fill in 
the form.  Just remember to write/ print your check and mail it in. 
So in QuickBooks    

You will click on the 
QuickBooks Icon on your 
desktop or taskbar which 
will take you to the 
company screen.  

Enter your password and 
click ok. 

This will take 
you to your 
QuickBooks 
home screen. 

Click on the company you are 
paying from and click open. 



On your home screen click on process payroll forms or click on the 
employees icon on the upper task bar and then click on Payroll Tax 
forms & W-2’s then on process payroll forms. Both will take you to 
the Employees Center. 



On the Employee Center screen you will click on the file forms 
tab then scroll down and click on the UI-5 Employer’s 
Unemployment Insurance Quarterly Report, then create form. 



You will need to enter the reporting period for the report and click ok 

You will ensure that the name, 
address, city, state and zip code 
are correct as well as the quarter 
ending date, due date, UI account 
number, and your FIEN number. 

Ensure your rates are correct and 
note that governmental entities do 
not have a wage base. 

Click next.. 



This is the voucher that needs 
to be sent in with the 
payment. Then click next.. This is the instructions page 

which tells you were you need 
to send the check and report.  
Remember to print a copy for 
your records. 



For those districts that choose to you can use the DOL E pass 
system to do your reporting.  Again you will have to register for a 
username and password for the system. 



Log into the system using the E-pass then your username and 
password. 



Click on your Account Id under my UI Tax Accounts. 



Find correct date for the reporting period that you are 
reporting for now you can either file your report or 
pay the payment at this time.  Let’s start with file a 
report first.  So click on file now.. 



Fill out the information in each section as you would 
on the paper form.  You will need to add a row for 
each employee in the chart. 



Fill out the information in each section as you would 
on the paper form.  You will need to add a row for 
each employee in the chart. 



Annually you will have to fill out a payroll report.  Montana State 
Fund will send the instructions and forms to you or you can 
register on their website and fill out online. 
 
The next few slides will show you the instructions and forms that 
will need to be filled out.  For those of you who use QuickBooks 
if you run a payroll report for the reporting period it will give you 
the information you need. (same report created in slides 30-35) 
 
For those of you who complete your payroll by hand you and use 
your ledger sheet or excel sheet from the reporting period.   
 
Upon Completion and submission of the report the Montana 
State Fund will send you your bill which can be paid in 3 
installments or all at once. 



Page 1 Page 2 



Page 3 Page 4 



Page 5 Page 6 





Go to https://www.montanastatefund.com 

Click on the create an “Online Account” 

https://www.montanastatefund.com/


Go to https://www.montanastatefund.com 

Click on the create an “MSF Online 
Access form” 

https://www.montanastatefund.com/


Fill out both pages and submit to Montana State Fund 



Once you receive your user id and password go back to the 
website and click on the top and enter your user id and 
password. 



Note: This section or parts of it may not apply to your district.  
Districts use a lot of different options when it comes to their 
employee benefits.   



For those districts that use Montana Public Employees 
Montana Retirement System (PERS or MPERA) 

http://mpera.mt.gov/index.shtml 
PERS requires monthly payments within 5 working days of payday.  

Follow their payment methods per their handbook. 
 

Once you have signed up with MPERA and have your Org 
ID go to: https://eric.mt.gov/perisess/wfmlogine.aspx  to 
enter into the ERIC online reporting system.   
 
Online Handbook is located at: 
https://mpera.mt.gov/EMPLOYERS/ERIC-Manual 

https://eric.mt.gov/perisess/wfmlogine.aspx
https://mpera.mt.gov/EMPLOYERS/ERIC-Manual
https://mpera.mt.gov/EMPLOYERS/ERIC-Manual
https://mpera.mt.gov/EMPLOYERS/ERIC-Manual


Click on Login using ePass if you have an account: 

Click on the create an ePass account to create one if you do 
not already have one. 



Enter your user name and password to login to ERIC 



Enter your contact ID number and your Org ID  
number then click select. 



You will need to fill out this form and have it on file with 
MPERA as well. 



Click on the Organization Profile and make sure your information  
is correct the first time you login. 



If you have any new enrollments (you will need to do this the first 
time for all your employees) Click on Enroll new employee and enter 
each employees information. 



Online Handbook is located at: 
https://mpera.mt.gov/EMPLOYERS/ERIC-Manual 

If you go to page 69 Manual Employer Payroll Reporting this 
section will walk you through how to enter your payroll 
information manually (what most district do since they use 
QuickBooks)  

Be sure to use the icons on the top right of your screen to 
navigate the system not the ones on the left hand side as this can 
cause issues.   

https://mpera.mt.gov/EMPLOYERS/ERIC-Manual
https://mpera.mt.gov/EMPLOYERS/ERIC-Manual
https://mpera.mt.gov/EMPLOYERS/ERIC-Manual


Here is a chart to help 
you figure out which 
coverages are to be 
reported on your W-2’s. 
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