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SUI FILE CREATION IN QUICKBOOKS ENHANCED PAYROLL SOFTWARE 

PENNSYLVANIA,  

EMPLOYER QUARTERLY TAX AND WAGE REPORT 

 

 

 

 

 
 



  2 

IMPORTANT:   
THE PROCEDURE LISTED BELOW IS ONLY AVAILABLE THROUGH QUICKBOOKS ENHANCED PAYROLL SOFTWARE. 

WORKFLOW  
From the main menu select Employees > Payroll Tax Forms & W-2s > Create State SUI E-file. Excel will 
open; be sure Macro is enabled. 

 
NOTE:  The New release! message will appear the first time the user opens the file. 
 

 
 
Select Pennsylvania, click Continue. 

 

 
 
Click Continue.   
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Verify or select the applicable Filing Year and Filing Quarter. 
 
Click Get QuickBooks Data. 
 

 
 
 
 
 
 
 
 
 
 
Excel report opens.   
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Note: In Step 1, we included an Alert to the customer so they would be informed that QuickBooks 
doesn’t track Credit Weeks which are required by Pennsylvania.  So, if a user compares the Credit Weeks 
value estimated in the upload creation file, it may or may not match the value in the Form UC-2A in 
QuickBooks. 
 
Click OK. 
 

 
 
Example of Excel Report that is generated 
 

 
 
Click the Add-Ins tab on the ribbon. 

 

 
 

In the QuickBooks Payroll State SUI E-file, click the drop-down arrow.  
 

 
 
Select Start Interview. 
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The State Interview screen appears.  
 
Click Next. 
 

 
 
The file being saved is a .CSV file per the agency requirements.  Also, the file name must be in a specific 
format per the agency requirements. 
 

Original wage/tax report: FILEUPLOAD_UC2-2A_EAN.CSV 
Example:  FILEUPLOAD_UC2-2A_1234567.CSV 
 

On this screen we inform the customer that Pennsylvania requires them to use the file name we 
created, and that they should not change the file name. 
 
Click Next. 
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Since the file name is very specific, we also provide error messages for that… 
 

• State ID is blank 
 

 
 

• State ID is the wrong length 
 

 
 
The only additional piece of information we need to collect for the agency upload file is the state ID 
number, so this screen is included in the interview.   
 
Click Next. 
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Since the state ID number must be 7 digits without any hyphens, letters, or spaces in the upload file for 
example, if the user has the PA state SUI ID number in QuickBooks as ’12-34567 M’, the code strips out 
the unwanted characters and populates the field in the Interview as ‘1234567’. 
 

• State ID is blank 
 

 
 

• State ID is the wrong length 
 

 
 

 
 
 
 
The interview is completed.   
     
Click Create State file. 
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The state file is created.  
 
Click OK. 

 

 
 

Click Yes to save the workbook. 
 

 
 
The Excel report is displayed.  The workflow in QuickBooks is completed. 
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AGENCY FILE CHECKER PROGRAM 
Files having improper format or other technical problems will be rejected, so PA UCMS is instructing 
businesses that report by file upload to make sure their file meets the filing specifications.  Employers 
should use the UCMS File Checker program before uploading a CSV file.   
 
File Checker instructions and the program are provided on the UCMS site - 
http://www.portal.state.pa.us/portal/server.pt/community/uc_management_system/18222  

 

AGENCY WEBSITE FOR UPLOADING FILES 

http://www.portal.state.pa.us/portal/server.pt/community/uc_management_system/18222
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Pennsylvania UCMS (Unemployment Compensation Management System) site -  
http://www.portal.state.pa.us/portal/server.pt/community/uc_management_system/18222 

 
Business user login - www.paucemployers.state.pa.us  

o If the user already has a User ID and password, they just enter that in the Keystone block 
o If the user has not registered yet, they just need to click the Register button and enter the data needed on 

the screens. 
 

 
 
 

There is a power point presentation on the DLI (Department of Labor and Industries) website that helps employers 
with navigation for the UCMS - 
http://www.portal.state.pa.us/portal/server.pt?open=514&objID=750546&mode=2  
 

 

FILE PROCESSING CONFIRMATION 
In order for a business to verify that their upload file has been processed, they will need to login at 
www.paucemployers.state.pa.us two business days after submission of the file to verify that the tax 
data submitted is processed and posted to their UC account. 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.   If the 
data is not posted, You will need to contact the Office of Unemployment Tax Services (UCTS) e-
Government Unit at 1-866-403-6163, option 1, or in the Harrisburg area at 717-787-7679 option 1. 
 
  

http://www.portal.state.pa.us/portal/server.pt/community/uc_management_system/18222
http://www.paucemployers.state.pa.us/
http://www.portal.state.pa.us/portal/server.pt?open=514&objID=750546&mode=2
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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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. 
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