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The purpose of this tutorial is to give instructions on: 

• Uploading a data file using the Unemployment Compensation Management 

System (UCMS) to file a Pennsylvania Unemployment Compensation 

(PAUC) tax return. 

• 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. 

 

 
 

 
  

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

 Type of report= original, assessed, or amended 

 Filing Method  

 Receipt Date  

 Filer Name  

 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.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 log  

file and that will say the file is GOOD. 

 
 

 
  

http://www.uc.pa.gov/employers-uc-services-uc-tax/ucms/Pages/default.aspx
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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 (UC2-UC2A) 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.  


