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1. Introduction

1.1 Welcome

fﬁéﬁmm ENT OF REVENUE

Reemployment Tax Part 4:

How to File the Employer’s
Quarterly Report (RT-6) Online

Script:

Welcome to Reemployment Tax: How to File the Employer’s Quarterly Report (RT-6) Online. In
this tutorial, we will be taking you step-by-step through the process of filing an RT-6 online.



1.2 Navigation

Transcript Transcript Tab

A transcript of the audio is available by
clicking on the Transeript tab in the top-
left corner of your screen.

The following tabs and buttons are available to help you navigate through this
tutorial.

E Menu Tab

This tab displays by default when the tutorial is viewed on a desktop computer. It allows you
to navigate through the tutorial by clicking the topic name on the menu. When viewing this
tutorial on a tablet or smart-phone, the menu does not display by default and must be
accessed using the menu symbol.

Resources  Resources Tab

This tab is found to the right side of the top bar. When clicked, it displays a list of links to
useful forms and documents.

cprev wexty  Previous and Next Buttons

Previous and Next buttons are located at the bottom right corner of your screen.
These buttons allow you to move either back or forward.

Script:

This tutorial will take approximately 15 minutes to complete. A transcript of the audio is
available by clicking on the Transcript tab in the top-left corner of your screen.

The following tabs and buttons are available to help you navigate through this tutorial.



1.3 Topics

"/gnq vl
fDEPARTMENT OF REVENUE

v Logging in to the Report
v" Completing the Online Form
¥ Making Payments

¥ Exploring Other Options

Script:

Topics for this tutorial include:
e Logging in to the Report
e Completing the Online Form
e Making Payments

o Exploring Other Options from the Main Menu that relate to the RT-6



1.4 Review of Part 3

Floride _
DEPARTMENT OF REVENUE

Review of Part 3

Click on each ring to
review the information
presented in Part 3 of this
tutorial series.

Ring 1 (Slide Layer)

Floride _
DEPARTMENT OF REVENUE

Filing and Payment Deadline

1 The Employer’s Quarterly
Report (RT-6) is due no later
than the last day of the
month following the quarter
being reported on.



Ring 2 (Slide Layer)

7

vicla
DEPARTMENT OF REVENUE

Options for Filing

2 There are two options for
filing a Quarterly Report (RT-
6). You can file with a paper-
based Quarterly Report (RT-6)
form or complete your return
online.

Ring 3 (Slide Layer)

Fosiden :
DEPARTMENT OF REVENUE

Filing Online

3 Electronic filers have the
option of remitting the
Quarterly Report (RT-6)
directly through DOR’s
website, importing a text file
or uploading an XML file.



Ring 4 (Slide Layer)

7

vicla
DEPARTMENT OF REVENUE

Logging In

4 To login to file your
Employer’s Quarterly Report
(RT-6), online, you may login
using your DOR issued User
ID and Password or your FEIN
and RT account number.

2. Logging In to the Report

2.1 Hello, Olivia!

lovide
DEPARTMENT OF REVENUE

= e}
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[Olivia]: Hi, everyone. I’'m ready to learn about filing my Quarterly Report (RT-6) online.



I’'m happy to hear that, Olivia. If you want, | can walk you step-by-step through the process. |
promise it’s quite easy.

[Olivia]: That sounds great!
Do you have any questions before we get started?
[Olivia]: No, | don’t think so.

Aliright! Let’s begin.

2.2 Logging In

é o
f/ :

Flovid
D

Pay a Bill or Make » Payment
LR and Liodt Lad

Payments to Other State Agencies
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You will start off by going to the Department’s webpage.

[Olivia]: Can you tell me that address again?

Sure, you go to floridarevenue.com



[Olivia]: Thanks.
No problem. Once you are there you will click on the blue button labeled File and Pay.

This will take you to the File and Pay Taxes, Fees, and Remittances webpage. Under the subtitle
of File and Pay Taxes and Fees, go down to the appropriate reemployment tax link and select it.
For example, if you are not an agent for an employer and are not a representative of an
employee leasing company, you would select Reemployment Tax - Employers.

[Olivia]: So, | would select the one just for employers, then.

That’s right, Olivia.

Online portal or RTS-3 (Slide Layer)

Changes through Online Portal or RTS-3

e ¥ Mailing address

floridarevenue.com/ ¥ Business location {within same
taxes/ county)
updateaccount ¥ Account status (inactivate or close
your business)

¥ Begin an employee leasing
relationship

Download the
Employer Account

Change Form (RTS-3)




DR-1 (Slide Layer)

Complete and Submit a new Florida Business Tax m
Application [DR-1})

The Florida Business Tax Purchase or sell all or part of a
Application (DR-1) can be business

found on the Forms and :
Incorporate a business

Publications page at
floridarevenue.com/Pages/ Change a partner or partnership
forms_index.aspx

Change business location to a
different county

2.3 Logging In Continued

e

% D(Se%‘aao;ti?lrgant of Revenue

DOR Home e-Service Home  PrintPage Contacts Logout
Reemployment Tax - Click for Help. RT-6 Instructions
BULLETIN BCARD
What's New?
Revised 2021 Tax Rates Now Available

Recent legisiafion changed Florda's reemployment tax rate computation for 2021 For more information about the law change
chek hare. To view your revised 2021 tax rate, chick Next beiow, then scroll down to view the *Other Options” list and select the
View Tax Rates” button.

Dug Date of 15t Quaner Payment Extended To May 31,2021

Pursuant to Executive Order #2180, COVID-19 ayment of Employer C the due date for
paymant of reempicyment tax for the quaner endad March 31, 2021, nas been axianded to May 31, 2021. This extension appies
onty fo the payment. to be considered Bmely, employers must compiete and file the Employer's Quarterly Report (Form RT-6) no
later than April 30, 2021

To ba conzidered timely, elactronic payments must be intiated and a confirmation numder receivad no later than 5:00 p.m. ET, on
May 28 2021 and indicale a debil date of Juna 1 (May 31 s a holiday). Paymenis may be scheduled up lo 30 days in e fulure,
You may need to return later to submit your payment,

How &re We Doing?
Plaase give US yOUr laedback on TIiNg of Paying your laxes by taking our survay aNer you FeCeNe your Conirmation Intormation

T
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Once you have selected the appropriate link, you will be taken to a login screen for the

Reemployment Tax website.

The first option is to log in with the User ID and password you chose when you created your



account for the Florida Business Tax Application (Form DR-1).

The second option is to log in with your FEIN and RT Account Number. Please note that if you
choose to log in with your FEIN and RT Account Number, you will not be able to use your
existing banking and contact information when making a payment. Regardless of the option you
choose, you will need to fill out the information before you can log in. Once you have done so,
click the login button under the option you chose.

Once you log in, you will be taken to the bulletin board which features current topics and
relevant information about reemployment tax. Read through this information and then select
Next to move on.

Online portal or RTS-3 (Slide Layer)

Changes through Online Portal or RTS-3 m

e ¥ Mailing address

floridarevenue.com/ ¥ Business location {within same
taxes/ county)
updateaccount ¥ Account status {inactivate or close
your business)

¥ Begin an employee leasing
relationship

Download the
Employer Account

Change Form (RTS-3)
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DR-1 (Slide Layer)

Complete and Submit a new Florida Business Tax
Application [DR-1})

The Florida Business Tax Purchase or sell all or part of a
Application (DR-1) can be business

found on the Forms and :
Incorporate a business

Publications page at

floridarevenue.com/Pages/ Change a partner or partnership
s e e L Change business location to a

different county

3. Completing the Online Form

3.1 Filling Out the Form

e

B o
Lz MUEIN  Stan of Flonda

(Quarters available for selection will display in Black Submitied quarlers display in Gray )
If quarter is nol available, select Back to Menu and select a RT-8A / Comrected return option.

2018 2019 2020 021 2022 2023
1st Qtr
2nd Qtr
3rd Qi
4th Gir
Are you reporting Out of State wages? ® Required
Jves ONo
Ri ing for Ei Ci to i ituti ‘wages? o Required
D es O No
If this is your final return, you must report your change in status to the Click Click Here to and
submit the "Request a Change of Business Name, Address, and/or Account Status” form online.

o
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After leaving the Bulletin Board, you will be taken to the main menu form where you will choose

an activity.
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Notice that you are given a schedule of Return-With-Payment submission deadlines. Please note
that all transactions must be submitted and confirmed prior to 5 p.m. ET on the indicated date
for that reporting period.

To file an Employer’s Quarterly Report (RT-6) click on the Quarterly RT-6 link.

Choose the quarter you are filing for from the table. You may only select from those displayed in
black.

You will notice that the form asks you two questions. The first pertains to whether you are
reporting Out of State wages. More than likely, the answer is no. A situation where you would
say yes would be where an employee of yours transferred from a different state where you do
business and reemployment taxes had already been paid in that state. Select your answer to the
first question, and go on to the second one.

Next, you are asked if you’re reporting wages for Employees contracted to educational
institutions. Unless you are reporting these wages, click No.

After you have completed this form, click on the Next button at the bottom of the page.

3.2 Entering Employee Information

Ry e— -

[ Sort by Last Name, First, M. |

Employee Social Data Employee Wage Data

1500000

12000.00 |

L iC 500,00

I o | [ 10000.00
N T 10000 00 |

200000
R [ 6000.00

\

|

|

\

| .
[ I [ ‘ 8000.00
[

|

\

[

[

N \ ( 500000

NOTE
Click "Back to Menn™
Click "Add Emplove
Click "Remove
Click "Next™ bur

delete column.

Back to Menu| | Back | | Add Employees Delete Employees ‘ ﬁexl 1
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On this page, you will enter information about anyone you employed during the reported
quarter.

Enter the number of employees you had for each month of the quarter.

Next, enter all employees’ gross wages under the Florida Gross Wages column. Gross wages are
defined as all remuneration for employment including commissions, bonuses, back pay awards,
and the cash value of all payments in any medium except for certain fringe benefits including life
insurance, accident and health benefits and cafeteria plan benefits. Gross wages do not include
discounts, financial planning, or nonqualified stock bonus incentive plan contributions.
Remember that gross wages equals taxable wages plus excess wages.

Go to the bottom of the page. If you have additional employees to add, click on Add Employees.
If you wish to delete employees, click on Delete Employees. For now, let’s add an employee.

Enter the information for all the employees you want to add. In addition, you can select Save
and Add More Employees. Once you have your final entries completed, click Next to return to
the page with your employees’ information.

After entering all your information including any new employees, click on the Next button at the
bottom of the page. Doing so will take you to the Summary Page.

13



3.3 Entering Employee Information

”’;)_\S Department of Revenue

DORMHome efendcebiemc  PrntPage  Contacts  Leoout
Employee Social Data RAMDIVMONt 10K - LK T0r 180 K6 MGTUGHONS  AMIAAT N4MNCHING
e Employees
PR ate Contracted fo
SSN First Nams [ Educational
Summary Page Institutions.
(Paid this QTR}
$0.00 $0.00
$0.00 §0.00
$0.00 $0.00
$0.00 §0.00
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 §0.00

b|m‘w|ﬁ‘u|m|ﬂ]6|5|4|_‘
nololelr@iziolmlelzlc

NOT
Seluct "Back™ bu
Select “File Only
Select "File and

Warning! Submi _
Back B

m

e
HEREE e

File and Pay I

[— |

Back File Only File and Py
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The Summary Page provides an overview of what you have paid in employee wages broken
down by employee. This page also breaks down both the gross wages and taxable wages for
each employee. In addition, it provides other pertinent information such as penalty and interest
due, out of state taxable wages, and installment amount due.

Once you have reviewed the Summary Page, scroll to the bottom if needed, and click File and
Pay.

[Olivia]: What if | don’t want to make a payment right now? What if | just want to file my return?

In that case, you click on the File Only button.

[Olivia]: Thanks, | can see the button now.

No problem. You have both options. For now, we are focusing on filing and paying during the
same session. Click File and Pay to go the payments page.
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4. Making a Payment

4.1 Entering Payment Information

¥ .F/./l \ State of Florda
Department of Revenue
e DORHome  _ gServicelome  PriniPage  Confacis Logout |-
nanmy Reemployment Tax . Click for Help RL& Instructions Amended Instructions
Unde nd lo|
the b on
alt ini
| heny SHCHET 0 e we. |
ﬁ [ Graarter Ending. I Due Date I Peratty After Date | T | —
Dus | I e 38 20 | Suby 01, 220 | Juiy 1,20 I 1 n
the p
purp: — 3
maks 4 ¥ fion
If you ot
s b
Pansity Dus: (1]
— lwerest § =
[Amount for Check: s T565)
Check here 10 use Bank info on file with DOR. I odets Banidng informetion |
ok s e | Update Banking Information |
Sign Bank Routing Number: @
Phot Bank Accoumt umber:
Ema Retype Bank Account Numbar:
— Bank Account Type: Sear v ——
Bi ComporatePersonal: Select
Name on Bank Account

Script:

Here is an image of what the payments page looks like. As you can see, you are provided with
some information about due dates along with your tax rate.

Next, you'll see a gray box where you will enter your information. Before you enter any
information, you will want to decide if you want the system to use your filing information
and/or banking information you have on file with the Department. Remember, if you logged in
using your FEIN number and RT account number, you will not have the option to use your
banking and contact information on file.

Scroll down to enter contact information. If enrolled, you have the option to use the Filing and
Payment contact information on file with the Department. If you do not click the option for
using the Filing and Payment Contact information on file, you will have to enter your
information manually.
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4.2 Entering Payment Information Continued

my \ State of Florda
Department of Revenue
DOR Home e-Service lome  Print Page Contacts Logout
Reemployment Tax - Click for Help RTS Insiuciions Amended Insnuctions .
Check here to use Payment contact info on file with DOR Update Contact information
Check here to use Filing contact info on file with DOR Update Contact information
Signature: | |
Phone Number: /-3
Email Address: [
[ I |
Script:

To enter the date when the payment will be processed, click on the calendar icon in the row
labeled debit date.

Some fields are autocompleted for you based on the information from your return.

If you elected not to use the banking information on file with the Department, you will need to
enter the routing number and account number of where the funds are coming from.

You will also need to indicate whether the bank account is a checking or savings account and if it
is a personal or corporate account.

Also, make sure you type in the name on the bank account.

[Olivia]: I just noticed that button labeled Update Banking Information. What happens if | click
that? Does it go to another site?

That link is for you to use if you want to update your banking information for payment. It will
open the eServices Enrollment Page in another window. This is the same site you used to sign up

for eServices.
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[Olivia]: And then | would just click Update e-Enrollment under the Taxpayer heading.

That’s correct.

Here, you’ll notice you can update contact information here by clicking on the Update Contact
Information buttons. The first one is for banking contact information. The second is for filing
contact information. Clicking it opens a window to that same eServices page that we visited
previously. You are not required to update your contact or payment information to make a
payment.

You will also need to enter an electronic signature at the bottom of the page if you did not elect
to use the contact information on file with the Department.

When you have finished filling out your information, click Next. If there are any problems with
your submission, a blue error notice will appear along with an explanation of what needs to be
corrected.

Make any necessary corrections, and then click Next again.

4.3 Submitting Payment

The Arcas listed below have been calculated for you.

Penaty Dus 1]

nterest Dus )
[Total Amount Due ¥ 1553 than S100 1o paymert recessar
nstalment Fee smount dus (sanual)

15t Quartes instalment amount due
2nd Quarter nstaliment amount due
rd Quarter instaiment amount due

[Fayment you have authorized

Employee Sccial Data Employee Woge Data
Employees.
SSN FirstName | M| LastMame Flonda Gross | Taxable Wages | Sy5{3ae wmh
Wages  |(System Calculated)) wages Paid YTD) | institutions
(Paid this
$0.00 $0.00 $0.00 $0.00
] in “s0.00 $0.00 — 80.00] ~ 50.00]
TN $0.00 $0.00 $0.00 $0.00
1] jom $0.00 $0.00 $0.00 $0.00
1 o] $0.00 $0.00 $0.00 $0.00
] EER $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 $0.00) $0.00
$0.00 $0.00] $0.00 $0.00
] " $0.00 $0.00] $0.00 $0.00
| I
| Back to Menu Print Confirmation Save as PDF I |
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Script:
Once you have reviewed your information and checked it for accuracy, click Submit to submit
your return and payment.

After you successfully submit your return and payment, you will receive a confirmation message
like the one on your screen.

Scroll down to the bottom of the page to go back to the menu, print your confirmation page or
save the document as a PDF.

5. Exploring Other Options

5.1 Exploring Other Options

fé;m iolen e\ Department of Revenue

ROGMpHGYINT TaK - CBCK fof HIlD TS Inswructions Ameng:0 Instrucnons

AssascI:
R Rocaunt J
FEMSEN

HII Fapioent o Rt Py e on deadings.
wepomngrona | ey i Rozartngrenca | e
DECHn | mwmoan | mwmoam | seTmm | ocmoam |
R 2622 PR 33 2082 DECH3I | JAMIL I3 | JAN.3m3

S| A e |
Mot Al B aachcom st strrtrd AN confrrd v b § P EST oo e ety inchcsbed sioen

Script:

Do you think you’re getting the hang of it, Olivia?

[Olivia]: I think so. I’'m glad | got to go through this with you step-by-step.

Me too. Before we end this tutorial, | want to take you through a few other options on the menu
that might be helpful to you.
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[Olivia]: OK.

5.2 Filing a Correction Return

MmN
e m&ﬁn&mgh of Revenue

DOR Home e-Service Home  Print Page CONtacts Logout
Reemployment Tax - Click for Helo RT-6 Inatructiona Amanded Inatructions

2022 Paymant ar Ratur with Fagment submiscien deadines

Sapartng Penad o frn || roporteg pancs b A
DEC 2031 JaN8 072 | sansemm || SEPT 1837 OCT 38 3637
MAR 2022 APk 207 oEC 2022 AN 0,322 | AN 30, 2013
TN SoL7 20
Wote. Al Transachons must be SubmiNed AND conlimed prior 103 M EST 0n The date ndicated soove.

RT-8A | Corrected Retum

Select the reasan for cormesting your return. [<Chacse reazon>  |Raquired
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If you find you need to file a corrected return, known as the Correction to Employer’s Quarterly

or Annual Domestic Report, select Quarterly RT-8A and then complete the steps on the form.

In the next tutorial, we will go through the process of completing an RT-8A online.
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5.3 Make a Payment Only

)H_.yw-". g State of Florda
Department of Revenue

[HOR Hioma a-Sarvics lloms  Print Pags Lontacts. Lopout

freempioyment Tax - Click for Help LG Isustiens Amended Instructions
[ I oy ! s e | eemgsmerces | aneaw | ]
[ ‘ :

Reportieg Ponvet | Selovl aGuitar v | Fayment Type:

et Dot Foie ados 1= s-Eayment Calemdar

Lemew Amazunt ror Check: T

Conpiie e e s, | UPOA%E Banng Informatian

Banik Routing Kumer: o
R Arsetuant Mumbier: a

etyp Uank Account Numer: ]

B aseoam TRt ET -
e — Era|
s B Aot —

[ ey —

on i with DOR Update Contact Information

T Gl nore ta w2z Fillng santaes o on M s DR Updats Contact infonmation

Eo—
P Nt
Ervail A [
Fiack fa Manu Next
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If you would like to make a payment without filing a return, select Make a Payment Only.

[Olivia]: Can you give me an example of when | would do that?

Sure. You can file a return and then pay at a separate time. Another example would be if you
had an outstanding bill from the Department that you needed to pay.

[Olivia]: OK, thanks.

Once you click on Make a Payment Only, you will see a screen that looks similar to the
payments page for filing an RT-6 online.
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5.4 Reprint Confirmation Pages

State of Florda

”@—5 Department of Revenue

DOR Heme: w-Service Home  Prind Pape Conlects Lot
Recmployment Tax - Click lar Help RLGIstuctians  Amsinlsd i

g P12 CAnCHTIEDONS KT 18 £ EACUISS el 00 [ 51 11 148 G Gf BUEISaIa. I 1 AUDTVRASCIS 1. Com piesect
SIS 5,90 B £ 51, O 8 whewn. CF NCiIEaY the CANCHLISRHN MRt De EXECAtaC GIOr I 00 M. 3T e Mext EULESLE

Sy By CarCEng & Sebmisskon yoss I pEEANEedy StIEtg Ihe SUBE3HEN Trom v datIbEse

Confitmation Number DATETIME! Novemer O7, 2017 198 PM EST | Click Heve for !uq
Visrng! Emper ALY DISPLAYED o o e —
DOR Home mecoy cograineram @ mrs
=) 1
ploy . - - ctions
Filing Year Fi ‘eturn Type
2017 1 riginal
2017 2 riginal
2021 4 yment
2021 2 yment
aF feamotert o wicn e esares hos ary s
Back to Me o, . coniat ks on e e 508
e it v
[CEeckromena Frint Conflmation [(swsasror |
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If you need to reprint a confirmation page from a previous submission, click on Reprint
Confirmation Page(s).

A list of all of the transactions you have completed will be displayed on the screen. Click on the
confirmation number of the one you would like to print out.



5.5 Cancel Submissions

Annnea et
e

# \ rida
’% D\gﬁlmént of Revenue

DOR Home e-Service Home  Print Page Contacts Logout

Reemployment Tax - Click for Help RT-6 Instructions Amended Instructions
Access ID:
RT Account -
FEIN/SSN:

Finalize Cancellation of Pending Submission

[Mote: A1 canceliations to ponding fiings must be dong prior to 5:00 p.m. EST By selecting this option to cancel a pending fiing
you're delefing this record and payment associaled wilh this filing from our database permanently. Your confiration will no lenger
b valid

Please select Yes to FINALIZE the cancellation of confirmation number

Piassa nas: It 231 1340 up 15 BWG MINUIES %or S3NCERBLEN FEqUESES 5 ba com piatad Alow fwb MINUIES BEONS
BaANIAD B ABW TSI £F BNAMELAG B VIBW thE SIASHES BUSTREER 113 T8 View CIREEIEd SUBMISEENE) Bpten

Yes |

[er] Privacy] i [Heky with flies]
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Sometimes you may need to cancel a pending submission. To do so, select Cancel Submission
from the menu.

Select the confirmation number to cancel.

To confirm cancellation, select Yes. If you would not like to cancel, select No.
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5.6 View Cancelled Submissions

Enoows Aotivity
File and Pay
RT5 Original Return AT-BA Corrected Return
Quarterly RT-5 Guarterly RT-8A
Import Quarterly RT-5 Import Quarterly RT-84

/ > :
4 Dg;ﬂam"éant of Revenue

Print Page Contacts Logout
RIL6

DOR Home e-Service Home
Reemployment Tax - Click for Help

View Cancelled Submission(s)

Filing Year  Filing Quarter  Confrmation Number  Amount Filing Type Return Type
2021 2 ———— 513570 File Only(RT-6) RT-5 Qriginal
2021 2 516247  File and Pay(RT-6) Tax Payment
2021 2z 523950  File and Pay(RT-6) Tax Payment
2021 2 518752 _File and Pay(RT-6) Tax Payment

| wrew 1as naves |

Script:

To view a list of all your canceled submissions, click on View Cancelled Submissions.



6. Conclusion

6.1 Summary

Flovicda _ 1
DEPARTMENT OF REVENUE

Script:

[Olivia]: Thanks for all your help today.

My pleasure. Do you think you can submit your Employer’s Quarterly Report on your own?

[Olivia]: I think | can. If | follow the prompts on the screen, it shouldn’t be too difficult.

Do you want to walk us through it to make sure you’ve got it?

[Olivia]: Great idea!

First, you navigate to the Reemployment Tax Website and log in.

You are then taken to the menu. To file your quarterly report, click on Quarterly Report RT-6
from the options. Select an available quarter from the table.
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From there, you enter information about your employees and their wages. You may also add and
delete employees if needed.

Enter your payment information into the form. Review it carefully, and then click Submit.
You will receive a confirmation that your return and payment have been received.
How was that?

Great. | think you’ll do fine.

6.2 Survey

féﬁzi(&’m
DEPARTMENT OF REVENUE

Survey

Please take the time to fill out a brief survey pertaining to the
tutorial. Your feedback is very important to us!

| Select Exit to exit the completed tutorial.
«» |
Select Print PDF to print a copy of this tutorial.

Script:

This concludes Reemployment Tax: How to File the Employer’s Quarterly Report (RT-6) online.
For additional resources, use the Resources link in the upper-right corner for more information.

Please take the time to fill out a short survey pertaining to this tutorial. Your feedback is very
important to us!
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To exit this tutorial click on the Exit button.

To print a copy of this tutorial, select the Print PDF button.

Thank you.
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