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Instructions for Program to Create a CSV file to upload a Quarterly Report 
Unemployment Compensation Management System 
Office of Unemployment Compensation Tax Services 
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NOTE: Employers should use this program if they want to create a CSV file to upload a quarterly report 
into UCMS. Employers with less than 100 employees can key their quarterly report data directly into 
UCMS. (See the PDF tutorial on How to File a Quarterly Report Online.)  

Upon opening the program choose run.  

 

 

 

 

 

  

 

 



Office Of Unemployment Compensation Tax Services 

Page 3 

 

 

Select Original if you have not filed a Pennsylvania Unemployment Tax report for particular calendar 
quarter you are working on.  

Select Amended if you need to correct a previously filed Pennsylvania Unemployment Tax UC-2 report.  
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In this example Original is selected.  

Select Continue. 
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Enter the required information in each field. 

Select Continue. 
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Select Yes to add employee data to your file. 

Select No if you are filing a Pennsylvania Unemployment Compensation Tax report with no payroll.  
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Enter the first employee’s nine digit social security number, without the dashes.    

Enter the remaining employee demographic and wage data. 

Select Add Employee.  
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You will receive a question about adding an additional employee.   

Select Yes if you wish to add an additional employee. 

Select No if you are finished adding employees.  

 

 

After you’ve added your last employee and selected No as on the prior screen, you will be asked if you 
want to add an additional PAUC tax account. 

Select Yes if you are creating a CSV file for multiple employer account numbers. 

Select No if you are finished adding PA UC tax accounts. 
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In this example, No was selected.  

 

 

 

Select who is filing the report, method of upload,  employer account number, and sequence number (if 
desired).  Select Continue. 

 

 

You will receive the above confirmation message.  
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Your CSV file will will be created and placed in the same location of your CreateCSVfile.exe. 
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Go to www.paucemployers.state.pa.us to log into UCMS. 

 

 

 

 

 

 

 

 

 

 

 

http://www.paucemployers.state.pa.us/
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After logging into UCMS, from the main menu, select Quarterly Reporting. 
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You will be taken to Filing History, where you can see which quarterly reports have been filed, the report 
Type, Filing Method, Receipt Date, Filer Name and Confirmation Number. If an amended report is filed, 
the quarter will be listed more than once, one for the original report and one for each amendment. The 
user can select a particular quarter to view the employee wage detail, tax summary or payment history. 

To file a report, click on File Quarterly Report. 
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Please note that the Department offers a File Checker program that will check your upload file for 
errors.  The program can be downloaded at 

ftp://copaftp.state.pa.us/pub/LI/media/UCMS_FileChecker_V25.exe   

To use the UCMS File Checker program: 

Copy UCMS_FileChecker.exe anywhere you would like.  It does not have to be in the same location as 
the files. 
 
- Click on the CMS_FileChecker.exe.  This will start the program. 
  
- Click the BROWSE button.  This will open a window that will let you select your file. 
 
- After selecting the file to be checked, the CHECK FILE button will be visible. 
   
- Click the CHECK FILE button if you want to validate the file. 
 
- If you selected the wrong file, you may click on the BROWSE button and select another file. 
 
- Once you have the right file to check, click on CHECK FILE button. A log file will be created with the 
same name as the original with a _log.txt file name. 
 For example: FTP_UC2A_7665010424.ICS will produce this log file  
FTP_UC2A_7665010424.ICS_log.txt 
 
- The log file will be put in the same location as the file that was checked and will over write any 
previous log files of the same name.  
 
- The log file can be viewed in Notepad or Wordpad. 
 
- At the end of the file check, you will be given a chance to print the file.  You do not have to print it. You 
may say no to printing it and just view it electronically.  Or, you may print it later. 
 
- When an error is found, the log file will identify the line number and field that is in error and try to give 
a description of the error. 
 
- Fix any errors and recheck the file. 
   
- When the file is completely correct, you will receive only one message in the logfile and that will say 
the file is GOOD. 

ftp://copaftp.state.pa.us/pub/LI/media/UCMS_FileChecker_V25.exe
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Click on the radio button in front of Upload Wage Report File.  Select Continue.     
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Click on the radio button in front of the format being used.    In this example, Comma Delimited File (UC-
2-UC-2A) is chosen.  Select Continue.  
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Select Browse. 
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Locate the file you created.    

Highlight your file and select Open. 
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The name of the file you selected will be displayed.  Select Submit.   
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You will receive a message saying you have successfully filed the tax return.   

File processing will not be immediate.  To monitor the status of the file, go to Manage Uploaded Files.   It 
can take a few days for the report to post to your account.  If you want to make a payment for the just 
filed report, you need to click on UCMS Home, and then Make a Payment.  As the money due for the 
report will not be shown there, you will need to make a Pre-payment of contributions, interest and/or 
penalty, which will pay the report when it posts to the account. 

 

 


