
State Unemployment Rate Changes 
 

To change the State Unemployment Tax Rate choose the following options: 
 
If you have more than one store location, make certain you are in the correct store that needs Tax 
Rate Changes. 
 
From the Main Menu: 
#7 Files 
#17 Location Master 
Place an “X” beside “Information Pertaining to Human Resources”, enter 
Following screen appears: 

 
 

Place an “X” beside “Work with Individual State Information” 
Following Screen appears: 

 
 



 
 
 
Look at the following screen to become familiar with it: 

 
 
This screen above has a tax rate of  .019500 currently.  In order to update our records with a new 
tax rate of .017500 we need to enter the new information in the lower portion of this screen. 
 
Place the state abbreviation code and then tabbing over to the Employer Unemp. Tax Rate and 
enter the new tax rate.  If the new tax rate is .02 percent you would enter it as .020000 then field 
exit to clear the remaining spaces in the field.  To update your entries press Enter.  Updated 
entries will appear in the upper portion of the screen. 
 
When all necessary changes have been made, choose F7 to Return to previous menu.  Then 
choose F7 to Exit to Menu. 
 
If you need additional assistance, please do not hesitate to call. 


