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The purpose of this tutorial is to give instructions on:

e Uploading a data file using the Unemployment Compensation Management
System (UCMS) to file a Pennsylvania Unemployment Compensation
(PAUC) tax return.

e IMPORTANT: It may take up to 48 hours to process your file submitted by
either upload or FTP. For this reason, you must file at least 2 business
days prior to the due date, then log back into the system to make the
payment on time.

For complete filing specifications go to:

http://www.uc.pa.gov/employers-uc-services-uc-tax/ucms/Pages/default.aspx

Please refer all questions to the Employer Contact Center at 866-403-6163.
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http://www.uc.pa.gov/employers-uc-services-uc-tax/ucms/Pages/default.aspx

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

Employer Profile

Quarterly Reporti
FArETV EeRerng HNelcome to the UCMS application.

Make a Payment

Amounts Due
Delinquencies

Financial Activities
Contribution Rates

Reimbursable Financing
Method

Inquiries
Certifications
User Administration

Correspondence

Log Off

Please use the navigation links on the left to open specific functions in the application.

ALERT: As part of the Act 60 amendments to the Pennsylvania UC Law, the taxable wage base for 2014 is $8,750, the taxable
wage base for 2015 is $9,000 and the taxable wage base for 2016 is $9,500.

For more information on the UCMS system including FAQs, Tutorials, Instructional Videos, File Checker, etc., please click here.

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 by usin
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.

» If you are submitting a Wage Report (UC-2A) only via ICESA or S5A 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 Reporting
FILING HISTORY

Filing History

File Quarterly Report anloyer Name : Status : Active
Amend Quarterly Employer Account : FEIN Financing Method : Contributory
Report

Mid-Quarter Split

Manage Uploaded Files Report Filing History

Select a Quarter/Year.

UCMS Home uQuarter/Year Effective Periods = Type =z I\"ll:tla::llr\lc?d Re;::l:t Filer Name Conf:;m:atmn
4 /2013 10/01/2013 to 12/31/2013 Original File Upload 01/08/2014 b-jones 18953148
Log Off 3/ 2013 07/01/2013 to 09/30/2013 Original FTP 10/10/2013 b-jones 18113512
2 /2013 04/01/2013 to 06/30/2013 Original FTP 07/12/2013 b-jones 16990922
1/ 2013 01/01/2013 to 03/31/2013 Original Online  11/16/2013 b-jones 16587309
4/ 2012 10/01/2012 to 12/31/2012 Amended ~ Online  04/19/2013  b-jones 16094956
4/ 2012 10/01/2012 to 12/31/2012 Original ~ Online  04/11/2013  b-jones 15980241

View Wage Detail View Tax Summary View Payment History

You will be taken to Filing History, where you can see
e Which quarterly reports have been filed

e Type of report= original, assessed, or amended
e Filing Method

e Receipt Date

e Filer Name

e Confirmation Number

When an amended report is filed, the amended quarter will have multiple postings,
once for the original and once for each amendment.

The user can select a particular quarter to view the 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
http://www.uc.pa.gov/employers-uc-services-uc-tax/ucms/Pages/default.aspx

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 log
file and that will say the file is GOOD.
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http://www.uc.pa.gov/employers-uc-services-uc-tax/ucms/Pages/default.aspx

Quarterly Reporting
Filing History
File Quarterly Report

Amend Quarterly
Report

Mid-Quarter Split

Manage Uploaded Files

( UCMS Home

Log Off

- i

FILE QUARTERLY REPORT
Employer Name : Status : Inactive
Employer Account FEIN: Financing Method : Contributory

Filing Method

ALERT:

As part of the Act 60 amendments to the Pennsylvania UC Law, the taxable wage base for 2014 is $8,750, the taxable wage base for 2015 is $9,000 and the taxable wage base for 2016 is 39,500,
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 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 by 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.

& If you are submitting a Wage Report (UC-2A) only via ICESA or $5A format, your filing is not complete until you also submit a .TAB file. The .TAB file is the UC-2 Tax data il fon only. Click for UC-2 file

Select a method to file quarterly report
O online
' (Drop Down Values : Pre-Populate, Non-Populated)
.\/‘UD|OﬂIi Wage Report File
(File Transfer Protocol(FTP)

i ]
i

Click on the radio button in front of Upload Wage Report File. Select Continue.
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s ﬂ PA STATE AGENCIES (ONLINE SERVICES
pennsylvania g
Quarterly Reporting
FILE QUARTERLY REPORT
Filing History
File Quarterly Report
Employer Name : Status: Inactive
:‘T'e”rg Quarterly Employer Acoount : FEIN: inancing Method : Cortributory
0ol
Mid-Quarter Split
Manzge Uploaded Files
Upload Quarterly Report
UCMS Home ALERT: Please go to http://wwiv.uc.pa.oov/em es/default.aspx to review the file naming convention and formats for UCMS before uploading any file. If you fail to follow these specs, your file will nat process.

Log Off Select the format
) CSV - Comma Delimited File (UC2-UC24) -

) Interstate Conference of Employment Security Agendies (ICESA) File (UC24)
) Tab Delimited File (UC2)

() 554 File {UC28) ‘
3

Note: It will take a minimum of two business days for an uploaded file to process.
Please ensure you allow suffident 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 (UC2-UC2A) is chosen. Select Continue.
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Quarterly Reporting
FILE QUARTERLY REPORT
Filing History
File Quarterly Report
Employer Name : L& Test Employer Account
Amend Quarterly Employer Account : 74-14554 0 FEIN : 010000002
Report

Mid-Quarter Split

Manage Uploaded Files
Upload Quarterly Report

follow these specs, your file will not process.

Log Off
Upload (Step 1 of 3)

Click the browse button to select the file to upload.

Browse... -

(o ]

Privacy Policy | Disclaimer A4

<

Select Browse.

UCMS Home ALERT: Please go to http://www.uc.pa.qov/employers-uc-services-uc-tax/ucms/Pages/default. asj

Help for this Page

Status : Inactive
Financing Method : Contributory

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

X to review the file naming convention and formats for UCMS before uploading any file. If you fail to

Cancel

>
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7 (2 Choose File to Upload
; |, = TestFiles » Test Files eb Slice Gallery ¥
Organize ~ New folder - 0 ‘e
= F
E & vi Name Date modified Type PA STATE AGENCIES 'ONLINE SERVICES
& Con M‘:E-EA 1234567.CSV 1/13/2015 11:15AM  Microsoft Excel Co By for the roe
| & 0t
» DA
w05 Inactive
< DV  Contributory
¥ UA=
< UC
& UC
Fsa
~ G " + [N naming convention and formats for UCHS before uploading any file. I you fail to follow these specs, your file will not process.
il -
\ File name: FILEUPLOAD U™ ™* =™>*777 = v |All Files (%) b

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

licy | Disclaimer

Copyright © Commonweaith of Pennsylvania

Locate the file you created.

Highlight your file and select Open.

Office Of Unemployment Compensation Tax Services

Page |9



PA STATE AGENCIES

Help for this Page

Quarterly Reporting
Filing History
File Quarterly Report 6 Your file has been selected for upload.
Amend Quarterly
Report Employer Name : Status : Inactive
Employer Account ! FEIN: Financing Method : Contributory
Mid-Quarter Split
Manage Uploaded Files
Upload Quarterly Report
UCMS Home
Review/Confirm (Step 2 of 3)
Log Off The file you have selected will be confirmed for upload. Click "Submit” to confirm the upload.

File Name : FILEUPLOAD_UC2-2A_1234567-b-pdempsey-20160304114523.C5V -

Re-Upload File ‘

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

o ]

The name of the file you selected will be displayed. Select Submit.
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FILE QUARTERLY REPORT
Filing History
File Quarterly Report

Employer Name : L&l Test Employer Account status : Inactive
Amend Quarterly Er 145540 Financing Method : Contributory

Report
Mid-Quarter Split

Manage Uploaded Files .
Employer Report for Unemployment Compensation

UCMS H # 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.
lome

ALERT:
Log Off
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 by 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.

o 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.

Your Confirmation Number: 25701704 Transaction Date : 03/04/2016

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.

— e e )

.
Quarterly Reporting Hrici U

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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