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5

Open File - Security Warning

The publisher could not be verified. Are you sure you want to
run this software?

Mame: ..rsh ‘“Desktop\CreateC5VFileForldCMS. exe
Publisher: Unknown Publisher

Type: Application
From: Ch\Usersy, DesktophCreateCSVHileForUcC...

‘[ Run | | Cancel

Always ask before opening this file

publisher. You should onby run software from publishers you trust.

|®| This file does not have a valid digital signature that verifies its
i
= How can | decide what software to un?

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.
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B9 Create CSV file

=

Filing a Pennsylyania Unemployment Compensation Tax Report using a C5V file.

Choose the type of report you wish to file

Select Original if you have not filed an Unemployment
Compensation tax report for that calendar quarter

Select Amended if you need to correct a previously filed report

MOTE: All accounts must be of the same type. Original or
Amended filing.

!

Orniginal
Amended

=l || &2

Cloge Pragam

Select Original if you have not filed a Pennsylvania Unemployment Tax report for particular calendar

qguarter you are working on.

Select Amended if you need to correct a previously filed Pennsylvania Unemployment Tax UC-2 report.
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B9 Create CSV file == ==

Filing a Pennsylvania Unemployment Compensation Tax Report using a CSY file.

Choose the type of report you wish to file

Select Original if you have not filed an Unemployment
Compensation tax report for that calendar quarter
Amended
Select Amended if you need to correct a previously filed report Enee
MOTE: All accounts must be of the same type, Original or ‘

Amended filing. ‘ Cantinue

Cloge Progam ‘

In this example Original is selected.

Select Continue.
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B3 Create CSV file

Filing a Pennsylyania Unemployment Compensation Tax Report using a C5V file.

The filing type is ORIGINAL.

Cluarter Year

2 =ppril to June
3 =July to September
4 = October to December

215

23
2mnz

Enter your 7 digit Pennsyivania Unemplapment 7300000

Compenzation Tax account number, without the dazh,

Enter number of covered employees wha warked ar received pay far
the pay peniod including the 12tk dap of the Tzt month of the reporting
penod,

Enter number of covered employees wha warked ar received pay far
the pay perniod including the 12th dap of the 2nd month of the reporting
penod,

Enter number of covered employees wha warked ar received pay far
the pay perniod including the 12tk dag of the 3rd month of the reporting
penod,

Enter the tokal quarterly gross wages subject to state T taw, Enter
wages, excluding the decimal point, ie $1234.56 wages should be
entered az 123456,

Enter employes withholding due [grozs wages multiplied by the
employee withholding rate]. Enter amount due, excluding the decimal
paint, ie $1234 56 amount due should be entered as 123456

Enter the emplovess quartery takable wages subject ta unenployrment
tawez, Reimburzable financial method emplopers should enter zeroz.
Enter wages, excluding the decimal point, 12 $1234.56 wages should
be entered as 123456,

Enter employer contributions due [tasable wages multiplied by emploger
P&, contribution rate). Enter amount due, excluding the decimal paint, ie
$1234.56 amount due should be entered az 123456,

1535035

1075

1535035

SER42

Continue

Enter the required information in each field.

Select Continue.
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Do you have any employees to report?

Yes | Mo

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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-

5 Create CSV file

Account Number: 7300000
Quarterfear: 12014
File Type: ORIGINAL

Social Security number

Employes Last Mame

Employee First Mame

Employes Middle Mame

Employee Gross ‘Wages - Enter wages,
excluding the decimal paint, ie $1 234 =15
wages should be entered as 123456,

excluding the decimal paoint, ie $1234.56
wages should be entered as 123456

Employee Credit \Weeks

Employee T axable ‘wages - Enter wages,

Filing a Pennsylvania Unemployment Compensation Tax Report using a CSV file.

|1 23456789

|DDE

|JAN

|su5ANNE

|1snunu

150000

;

Add Employes

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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B3 Create CSV file

R

= =

Account Number: 7300000
Quarterfvear: 1/2014
File Type: ORIGINAL

Social Security number

Employee Last Mame

Ermployee First Mame

Employee Middle Mame

Employes Gross Wages - Enter wages,
excluding the decimal point, ie $1234.56
wages should be entered as 123456

Employes Taxable ‘Wages - Enter wages,
excluding the decimal paint, ie $1234.56
wages should be entered as 123456,

Employes Credit Weeks

Filing a Pennsylyania Unemployment Compensation Tax Report using a CSV file.

|1 23456789

|DDE

|JAN

|su5ANNE

|15nunu

150000

|13

Add Employes

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.

Add an additional PA Unemployment Compensation tax account to this file?

Yes | Mo |

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.

-

[, Create CSV file S

Filing a Pennsylvania Unemployment Compensation Tax Report using a CSV file.

MOTE: the C3Y file created will be in the same location where this prograrm is located

Are you an employer or Third Party Administrator?

TPA
Are you uploading this file to the Unemplogment
Compenzation Management System [File Upload] arto [FTP
the FTP webszite?
Enter your 7 digit Pennsylvania Unemployment 7300000

Compenzation T ax account number, withaut the dash.

Sequence Murmber for this File

Sequence number may be blank. [F uzed, it must be
alpharurmenic. Use zequence number to give unique
names ko multiple files for the same EAN ar TRAID, ie:
FILEUPLOAD _LICZ4-2854 01 234567 _102014.C5%
where 102014 iz the sequence number.

Continue

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

g

File named FILEUPLOAD_LUC2-24_7300000,C5Y has been created. This C5V file will
be stored in the same location where this program is located. The program is
now clasing..

oK

You will receive the above confirmation message.
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[

CreateC5Vfi...
d,

FILEUPLOA...

Your CSV file will will be created and placed in the same location of your CreateCSVfile.exe.
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Login
Log in to your account.

Welcome to Pennsylvania’'s Unemployment Compensation Self-Service Portal. If you do not have a Keystone ID and
password, select the "Register" button to secure a Keystone ID and password. If you are a registered user, enter your
Keystone ID and password in the fields below, and then select the "Login" button. If you forgot your password, select the
"Forgot password?” button. If you forgot your Keystone ID, select the "Forgot Keystone ID?” button.

Required Fields are Indicated by *

Forgot Password?

Forgot Keystone ID?

»

Register
Login

Clear

Go to www.paucemployers.state.pa.us to log into UCMS.
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http://www.paucemployers.state.pa.us/

After logging into UCMS, from the main menu, select Quarterly Reporting.

PA STATE AGENCIES --Search PA--

= Employer Profile

- 1] S R2 WELC E_Portlet
? Quarterly Reporting - Welcome to the UCMS application.

= Make a Payment

» Amounts Due Delinquendies Please use the navigation links on the left to open specific functions in the application.

= Financial Activities

= Contribution Rates

= Reimbursable Financing Method

= Inquiries

= Certifications

ALERT: As part of the Act 60 amendments to the Pennsylvania UC Law, the taxable wage base for 2013 is

= User Administration $8,500 and 2014 is $8,750.
= Correspondence

Notice
Log Off

ALERT:

Upload and FTP filers only:

If you are reporting by file upload or FTP, please make sure the file(s) you are uploading meets the filing
specifications using our File Checker and File Checker Instructions.

Once you have confirmation that your file is correct and has been uploaded, please check UCMS
periodically to make sure it has processed and is available for payment.

Upload filers only:

If you are submitting a Wage Report (UC-2A) only via ICESA format, your filing is not complete until you
also submit a .TAB file. The .TAB file is the UC-2 Tax data information only. Click for UC-2 file
specifications.

FTP filers only:

If you are submitting a Wage Report (UC-2A) only via ICESA or SSA format, your filing is not complete
until you also submit a .TAB file. The .TAB file is the UC-2 Tax data information only. Click for UC-2 file
specifications.
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® Quarterly Reparting

= Filing History FILING HISTORY
® File Quartary Report _—

= Amend Quarterly Report

Employer Name :  ANTHONY FEIN : 25- Status : Active
Employer Account : 22- Financing Method : Contributory

= Mid-Quarter Split

® Manage Uploaded Files

Report Filing History

UCMS Home
Log OFf Select a Quarter/Year.
Quarter/Year u Effective Periodsa Type a MFé:II:gd Receipt Date Filer Name Confirmation # 2
74/ 2010 10/01/2010 to 12/31/2010  Original Paper (DLI). 02/28/2011 ACTUPD CONV 7603630
D3/ 2010 07/01/2010 to 05/30/2010  Original Paper (DLI). 02/28/2011 ACTUPD CONV 7605139
72/ 2010 04/01/2010 to 06/30/2010  Original Paper (DLI). 02/28/2011 ACTUPD CONV 7605448
71/ 2010 01/01/2010 to 03/31/2010 Amended  Paper (DOR) 04/30/2010  UC2 CONVERSION 7273414
21/ 2010 01/01/2010 to 03/31/2010 Amended  Paper (DOR) 04/30/2010  UC2 CONVERSION 7232304
D1/ 2010 01/01/2010 to 03/31/2010  Original Paper (DLI). 04/30/2010  UCZ CONVERSION 4885340
71/ 2010 01/01/2010 to 03/31/2010  Original Paper (DLI). 04/30/2010  UC2 CONVERSION 4499375

View Wage Detail View Tax Summary View Payment History

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_7665010424.1CS 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.

Office Of Unemployment Compensation Tax Services

Page 14


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

® Quarterly Reporting

Filing History

File Quartarly Report

Amend Quarterly Report

Mid-Quarter Split

Manage Uploaded Files

UCMS Home

Log OFf

FILE QUARTERLY REPORT

Employer Name :  ANTHONY FEIN : 25- Status : Active
Employer Account : 82- Financing Metheod : Contributory

Filing Method

ALERT:
Az part of the Act 60 amendments to the Pennsylvania UC Law, the taxable wage base for 2013 is $8,500 and 2014 is $8,750.

The Online real time filing option is limited to 100 employees. If you have more than 100 employees to submit, please use the Upload or FTP
filing options.

Upload filers only: If you are submitting a Wage Report (UC-2A) only via ICESA format your filing is not complete until you also submit a .TAB
file. The .TAB file is the UC-2 Tax data information only. See http://vaww.portal.state.pa.us/portal/server.pt?open=188obilD=£951 29Rkmode=2 for
UC-2 file specifications.

FTP filers only: If you are submitting a Wage Report (UC-24) only via ICESA or S5A format, your filing is not complete until you also submit
a .TAB file. The .TAE file is the UC-2 Tax data information only. See http://www.portal.stste.pa.us/portal/server.pt?
open=186objlD=895129&meade=2 for UC-Z file specifications.

Select a method to file quarterly report
_' Online
(Drop Down Values : Pre-Populate, Non-Populated)
@ upload Wage Report File

*) File Transfer Protocol(FTP)

[ Cncel

Click on the radio button in front of Upload Wage Report File. Select Continue.
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® Quarterly Reparting
® Fiing History FILE QUARTERLY REPORT

® Filz Quarterly Report

= amend Quarterly Report

= Mid-Quarter Split Employer Name :  ANTHONY FEIN : 25- Status : Active

® Manzge Uploaded Files Employer Account : 82— Financing Method : Contributary

UCMS Home

Upload Quarterly Report

Log OFf

ALERT: Please go to http://www.portal.state.pa.us/portal/server.pt/community/uc manzgement system/18222 to review the file naming conwvention
and formats for UCMS before uploading any file. If you fail to follow these specs, your file will not process.

Select the format

® Comma Delimited File (UC2-Ucza) ~<fjmmm

! Interstate Conference of Employment Security Agencies (ICESA) File (UCZA)
_) Tab Delimited File (UC2)

7\ SSA File (UC2A)

Note: It will take a minimum of two business days for an uploaded file to process.
Please ensure you allow sufficient time for timely payment of contributions due.

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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® Quarterly Reporting

Filing Histary

File Quartarly Report

Amend Quarterly Report

= Mid-Quarter Split

Manage Uploaded Files

UCMS Home

Log Off

Select Browse.

FILE QUARTERLY REPORT

Employer Name :  ANTHONY FEIN : 25- Status : Active
Employer Account : 83- Financing Method : Contributory

Upload Quarterly Report

ALERT: Please go to http://wew.portal.state.ps.us/portsl/server. pt/community/uc_msnagement system/18222 to review the file naming convention
and formats for UCMS before uploading any file. If vou fail to follow these specs, your file will not process.

Upload (Step 1 of 3)
Click the browse button to select the file to upload.

[Biowe.. | <

“our file will not be successfully uploaded until all 3 steps have been completed

Cancel

Office Of Unemployment Compensation Tax Services

Page 17



& Choose File to Upload

[

S~
(L)) M Deskaop »
Organize « MNew folder

Name
[EL] FILEUPLOAD_UC2-2A &

[ Favorites
Bl Desktop
& Downloads

= Recent Places
. Libraries
.- Computer

& 05 ()
s DATA (D)

File name: FILEUPLOAD_UC2-2A ¢

Locate the file you created.

s3]

h N

csv

Highlight your file and select Open.

Size

Search Deskiop L |

= 0 @

-

.|&,\

Item type Date mocﬁfietl
1KB Microsoft Excel C...  3/17/2014 11:42 AM

m

~ | AllFiles () -

- o & [ o
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pennsylvania

DEPARTMENT OF LABOR & INDUSTRY

—
-

pennsylvaﬂlaw PA STATE AGENCIES v ONLINE SERVIC

® Quarterly Reporting

= Filing History FILE QUARTERLY REPORT

® File Quarterly Report

= A d rterly R rt
mend Quarterly Repa 6 Your file has been successfully uploaded.

= Mid-Quarter Split

® Manage Uploaded Files .
Employer Name :  ANTHONY FEIN : 25- Status : Active

Employer Account : 82- Financing Method : Contributary

UCMS Home

Log Off

Upload Quarterly Report

Review/Confirm (Step 2 of 3)
The file you hawve selected will be confirmed for upload. Click "Submit" to confirm the upload.

- File Name : FILEUPLOAD_UC2-24_ b-jswanson-20140317123744.C5V

Re-Upload File

(1f vou uploaded the wrong file please click "Re-
Upload File" button)
Your file will not be successfully uploaded until all 3 steps have been completed

m E:ancel

The name of the file you selected will be displayed. Select Submit.
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pennsylvania gy

® Quarterly Reparting

» Filing History FILE QUARTERLY REPORT

= File Quarterly Report

= Amend Quarterly Report

" Mid-Quarter Split Employer Name :  ANTHONY FEIN : 25- Status : Active
® Manzage Uploaded Files Employer Account : 52- Financing Method : Contributory

UCMS Home

Employer Report for Unemployment Compensation
Log OFf

You have successfully filed a Quarterly Report. Please allow a minimum of two days for your file to be processed. Please go to
Manage Uploaded Files to see the Status of your file.

ALERT:

Upload filers only If vou are submitting a Wage Report (UC-2A) only via [CESA format, vour filing is not complete until you also submit a .TAB
file. The .TAB file is the UC-2 Tax data information only. See http://wwe.portal.state.p=.us/portal/server.pt?open=18&objlD=89512098made=2 for
UC-2 file specifications.

FTP filers only: If vou are submitting a Wage Report (UC-2A) only via ICESA or S5A format, vour filing is not complete until you also submit
a .TAB file. The .TAE file is the UC-2 Tax data information only. See http//www.portal.state.pa.us/portal/server.pt?
open=18&obiID=855123&mode=2 for UC-Z file specifications.

Your Confirmation Number: 195658980 Transaction Date : 03/17/2014

Upload Another Report (s)

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.
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