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Home Page 

Logging in to use the PALite - Employer Online Filing System 

Select the proper Collector 
and enter your federal EIN.  

The menu 
at left lists 
all options. 

Click I Agree to continue. 

On first login, you will be asked to 
provide an email address. While 
entry is optional, your email address 
will allow you to reset your own 
forgotten password. Click Update 
Email to move to Home page. 

Click “File a Tax Return” or the 
big green button to proceed 
with a tax filing. 

Continue by entering the 
User Name and Password 
provided by your collector. 

Preferred 
Option 
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File the EIT or LST Employee Withholding Details 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Method 2: Manually Enter Employee Details 

Preferred Option: File Both Employee Details AND Required Payment 

Click here and the wizard walks you 
through the steps. A check mark 
appears in the image at the top of page 
when a step is completed. 

Specify the type of return you are filing. 
 W2's may be filed as an EIT “Annual” employee detail return. 

 In TY 2011, employers are encouraged to file employee detail along with each periodic payment. 

 

Locate the file you've prepared for 
upload, then click "Upload File." 

Type data for up to 5 employees at a time. Review for accuracy, 
and then click "Save Entered Data." 

Each time you Save Entered Data, names are added to the scroll 
list below, and the Employee Count and Totals are updated. 
Continue to add more employee rows as needed, and save each 
time you fill the screen. 

When you have saved all employee data and agree with the Employee 
Count and Total Tax Withheld, click “Submit this return to the collector”. 

If file uploaded without error, and summary of records 
appears as expected, click “Submit” to alert collector 
that your details are available to process. 

Method 1: Upload an Excel or EFW2 file 
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Create a Copy of Employee Details, if you wish 

 
File EIT or LST Payment 
 
 

OR 
 
 
 
 

 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If you intend to file online 
in the future, you can 
indicate that paper forms 
are no longer needed. 

You have the option to save 
a copy of your filing to an 
Excel file before continuing 
to File Payment. 

When filing details and payment together, the 
system calculates the Number of Employees 
and Tax Withheld from the details. Penalty and 
Interest are calculated if the payment is late. 
 

You may have chosen to File EIT or LST Payment ONLY (for 
example, if making the required filing when no tax was 
withheld). Read the overview, then make selections and enter 
info as the wizard walks you through 4 steps of the Payment. 
 

Enter requested 
information and click 
“Submit Payment” on 
the last payment step. 
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View Filing History 

View Return Status 

Login anytime 
and check this 
page for status 
info. Your return 
will be listed in 
one of four 
categories. 

Be sure to Submit uploaded files 
or manually entered returns to 
complete your filing. Or, delete 
inaccurate returns that you don't 
want to submit to the collector. 

The collector is notified that your 
return is available online. 

The collector has downloaded your 
return from the secure server and 
will load it into their in-house system. 

The collector has finished processing your 
return and indicates whether it was 
accepted or rejected. Rejected returns 
must be redone and submitted again. 

This screen will show a history of all activity conducted in the online filing system, including:  
 submitted returns that completed the full cycle of processing by the collector 
 returns that you uploaded or started to type, but then deleted without submitting 
 inactive returns not submitted within 48 hours of their creation 
 failed upload attempts 
Click any black arrowhead to expand the contents of that category. 


