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Employer E-File 
Data Entry 

EIT Only, LST Only or EIT & LST Combined 
 

 EIT Data Entry 
 LST Data Entry  
 Combined EIT/LST Data Entry 
 Employers can now print out a copy of previously filed data entry returns 
 New HABID Lookup Form – this allows employers to find their HAB ID if they provide 

their Fed ID, PSD code, and zip code 
 
1. hab-inc.com  
2. Quick Links (left margin) 
3. Business e-file 
4. Employer Quarterly Return 
5. Employer Login – email & password 
6. Login 
7. Data Entry Tax Services 
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8. File a quarterly EIT and/or LST Return 

 
9. Complete the required fields: HAB ID, Federal ID, PSD Code, Tax Year, Quarter 
10. Validate 
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11. Filing Options: Choose the tax or taxes you are filing 

a. If we collect both EIT & LST for the PSD, 3 options are listed: EIT Only, LST Only 
or Combined EIT and LST 

b. If we collect only EIT or only LST for the PSD, only that option will be listed. 
12. Continue 

 
13. Review Physical Address (the address where the employees work), the Earned Income Tax 

Mailing Address (the address you would like EIT related correspondence mailed to) and or 
the Local Services Tax Mailing Address (the address you would like LST related 
correspondence be mailed to).  If there are corrections, updates or the information is missing, 
Update. 

14. Save & Continue 
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15. Complete the Earned Income Tax fields, if shown. 
16. Complete the Local Services Tax field, if shown. 

 
17. Update the employees SS# and / or the Name/Address, if necessary 
18. Add a New Employee, is necessary 
19. Delete an employee, if they had no wages for the period.   
20. Complete the require fields for EIT and / or LST 
21. Check the LST Exemption boxes, if necessary 
22. Click Save & Continue 
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23. Review the details of the report 
24. Continue with your Return  

 
25. Review the summary 
26. I Accept & Agree 
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27. Submit 

 
28. Choose to use saved bank account information or to enter bank account information 
29. Complete the necessary fields 
30. Process Payment 
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31. If payment due,  

a. When the payment is processed, a confirmation number will be displayed and also 
sent via email.  The return information will be found on the Previously Filed Returns 
and Payments page 

b. If payment is not made, the return will remain in the Pending / Incomplete Returns 
page until payment is processed.   

 
  


