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1. From the menu choose 
“Transfer and Pay” and then click 
“Tax Payment.” 

2. Choose the “State or Federal Authority” 
from the drop-down menu. 

3. For Federal Tax payments, choose 
the desired tax form listed on the screen. 

4. Complete all required fields in the form which 
are designated with a red asterisk, and then click 
the “Draft” or “Approve” button, depending 
on your user entitlements. 
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5. For state tax payment choose the desired
tax form listed on the screen.

6. Complete all required fields in the form which
are designated with a red asterisk, and then click
the “Draft” or “Approve” button, depending
on your user entitlement.

A confirmation overlay screen will appear upon 
the successful completion of the tax form. 
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