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Creating a Comma Separated Pre-File for PA
Unemployment Tax Upload

Please Note: The Pre-File should be completed prior to the
month of the filing period, to ensure sufficient time to correct
any reporting issues.

Third-Party Administrators (TPAs) who choose to file quarterly reports for their
clients by submitting files to the department via File Upload or File Transfer
Protocol (FTP) must ensure that accurate data is transmitted. The pre-file process is
used by the department to provide accurate information for the clients of a TPA, to
facilitate increased accuracy for filing and payment of quarterly UC reports.

Up to three times each quarter, a TPA may submit a pre-file to the department that
contains information about the clients whose wage and tax data will be reported on
a quarterly data file that is submitted via FTP. Upon receipt of a pre-file, the
department’s records will be searched to validate the client information.
Information such as valid account numbers, legal business names, Federal Employer
Identification numbers (FEIN), and contribution rates will be provided to the TPA via
a pre-file match file. The information in the pre-file match file must be reviewed by
the TPA for differences from what was provided to the department, so corrections
can be made in either the Unemployment Compensation Management System
(UCMS) or in the TPA’s records. This validated data should be used when preparing
the quarterly wage and tax report files.
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It is recommended that you use a spreadsheet program such as Microsoft Excel and
save the results in a comma separated (.CSV) format.

Start with a new spreadsheet.
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Drag mouse to here
Left Click on the The?l release. '
“A” Column and hold.

You will need to format columns A thru M as text.
e Place your mouse pointer over the "A" Column header.
e Click on it and drag the mouse to the right until columns A through M are
highlighted.
e Release your mouse button.
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Click on the Format menu at the top and select “"Format Cells”.
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You will see the dialog box below. Select "Text" from the list of formats, and then select

"OKII.
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You may now begin entering your clients’ information into the spreadsheet. Please do
not use punctuation (e.g. hyphens, commas or periods) in the spreadsheet.

Column A PA Unemployment Compensation Tax 7 digit account number followed by 3
spaces. Leading zeros must be included (e.g. 0100000 )

Column B Employer legal name

Column C Employer street address 1

Column D Employer street address 2

Column E Employer city

Column F Employer state, standard two-character format

Column G Employer zip code plus 4. (e.g. 123451234) If the +4 is not known, enter 4
spaces in its place.

Column H Employer FEIN

Column I Employer 10 digit telephone number (e.g. 8145551212)

Column J Contact name (Individual from TPA responsible for the Pre-File)

Column K Employer account status. Enter “active”. 10 spaces are required, do enter 4
spaces after the word active.

Column L Calendar quarter

Column M Year

IMPORTANT: ONLY LIST CLIENT INFORMATION ON THE PRE-FILE THAT CURRENTLY HAS

PAYROLL.
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Details of the file specifications as follows:

Pre-File Record Layout

Column Label Description Data type Max Require
Data d
Length (Y/N)
A Employer Client’s 7 digit PAUC account Numeric 10 Y
Account number, without hyphen, left-
Number justified, and followed by 3
spaces (e.g.
0100001spacespacespace).
Leading zeroes must be
included.
If the account number is not
known, enter “Applied for.”
The department will assign an
account
number and return it in the
pre-file
match file.
B Employer Client’s legal Alphanumeric 300 Y
Legal Name business name.
Acceptable punctuation
is&-+"'1/.
C Employer Client’s business Alphanumeric 35 Y
Street street address, without
Address 1 punctuation.
D Employer Line 2 of the client’s Alphanumeric 35 N
Street business street address, if
Address 2 applicable, without
punctuation.
E Employer City of the Alphanumeric 20 Y
City client’s business, without
punctuation.
F Employer Standard two-character Alpha 2 Y
State postal abbreviation of the

client’s address.
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Pre-File Record Layout con‘t

Column Label Description Data type Max Required
Data (Y/N)
Length
G Employer ZIP Code+4 of the Alphanumeric 9 Y
ZIP Code | client’s business (e.g. 123451234). If
the +4 is not known, enter spaces in
its place.
H Employer Client’s FEIN, without Numeric 9 Y
FEIN hyphen
(e.g. 121234567).
I Employer Client’s telephone Alphanumeric 10 N
Telephone number including the area code,
Number without hyphens.
] Contact Name of the individual from the TPA’s | Alphanumeric 30 N
Name organization that
is responsible for the accuracy and
completeness of the file, without
punctuation.
K Employer “Active” if the client is Alphanumeric 10 N
Account currently paying wages subject to
Status Unemployment Compensation
reporting. 10 places are required, so
enter
spaces after either word to total 10.
L Quarter “1"” for first quarter (Jan. - Numeric 1 Y
March), “2"” for the second quarter
(April = June), “3” for the third
quarter (July - Sept.), or “4” for the
fourth quarter (Oct. - Dec.).
M Year 4-digit year Numeric 4 Y
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Saving a Comma Separated File for Pre-File Upload
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When all of the required Pre-File data has been entered, you must save the spreadsheet in a

comma separated (.CSV) format.

Highlight columns A through M and all rows with data entered. Only cells that are
highlighted will be saved. DO NOT highlight any blank rows below the last row of data.

Office Of Unemployment Compensation Tax Services

Page

| 10



|1_—f| Save As

@v-v| ) ¢ Desktop » PRE-FILE » PA Unemployment Tax UPLOADS - |¢¢ || Search PA Unemployment Tax... 2

Organize = Mew folder
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File name: FTP_PREFILE_1234567890.CSV

- 4 T

Save as type: | CSV (Comma delimited) (*.csv)

Authors: Jacobs, Robert (L&I/UC... Tags: Add atag

= Hide Folders Tools - Save

Cancel ]

From the File menu at the top of the screen, select "Save As...". The Save As dialog box will
appear. Click the drop down arrow in the box at the top of the screen to select the area
where you want to save the file. In the “File name” field, type the name of the file as

follows:

FTP_PREFILE_TPAID.CSV where the TPAID portion is the 10 digit TPA identification number.

(e.g. FTP_PREFILE_1234567890.CSV)

Please note that all letters, including the file extension, must be upper case.

Click on the drop down arrow in the "Save as type" box, and select CSV (comma delimited).

Select Save.

Office Of Unemployment Compensation Tax Services

Page | 11



Folder Options @

|Genem| | View |Search|

Folder views
You can apply the view (such as Details or lcons) that
you are using for this folder to all folders of this type.

Apply to Folders Reset Folders

Advanced settings:

Files and Folders

[] Atways show icons, never thumbnails

Always show menus

Display file icon on thumbnails

Display file size information in folder tips

Display the full path in the title bar (Classic theme only)
Hidden files and folders
(7) Dont show hidden files, folders, or drives
@ Show hidden files, folders, and drives

Hide empty drives in the Computer folder

[ Hide extensions for known file t:.’peF
Hide protected operating system files (Recommended) —
Restore Defaults

OK || Cancel || aoply

| »

m

If you cannot see the file extension in the File name, you will need to change your folder
options. On a Windows computer, go to Start, Control Panel, Folder Options. Select the View
tab. Make sure that “Hide extensions for known file types” is not checked.
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Microsoft Excel

=

The selected file type does not support workbooks that contain multiple sheets.

I . «Tosave only the active sheet, dick OK.
+ To save &l sheets, save them individually using a different file name for each, or choose a file type that supparts multiple sheets.

o) [oma ]

The message above will be displayed. Since you’ve already selected the cells that you would
like to save to the file, select OK.

Microsoft Excel [ == |

FILEUFLOAD_IJC2-2A_1234567890.C5V may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the workbook in this format?

» To keep this format, which leaves out any incompatible features, didk Yes.
« To preserve the features, dick Mo, Then save a copy in the latest Excel format.
» To see what might be lost, dick Help.

’Yes][No][Help]

A second message will be displayed. Select Yes to keep the format that you've defined in
your spreadsheet.

To check the accuracy of the pre-file, it is recommended that you run the file you created
thru the Department’s File Checker Application at:

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

File checker instructions can also be found at:
http://www.uc.pa.gov/employers-uc-services-uc-tax/ucms/Pages/default.aspx
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http://www.uc.pa.gov/employers-uc-services-uc-tax/ucms/Pages/default.aspx
http://www.uc.pa.gov/employers-uc-services-uc-tax/ucms/Pages/default.aspx

-
=== pennsylvania
DEPARTMENT OF LABOR & INDUSTRY
LET-ONLINE NETWORK

English - Francais - Deutsch - Espafiol

Security Notice
NOTE:
This is an actively monitored computer system
||:] for authorized use only. Unauthorized access is
prohibited. By using any Commonwealth IT
Resources, including this system, the user
acknowledges and agrees to comply with
Management Directive 205.34 -
Commonwealth of Pennsylvania Information
Technology Acceptable Use Policy.
Unauthorized or improper use of this system
may result in administrative disciplinary action,
and/or civil charges or criminal penalties.

Username: |

Password: =

All activity may be monitored. Authorized users
should have no expectation of privacy in any
files, data, or records stored on or accessed
through IT Resources, nor should they have
any expectation of privacy in any electronic

- communication sent or received via, or stored
within, IT Resources. By using IT Resources,
the user authorizes access to or auditing
and/or monitoring of IT Resources by the
Commonwealth.

Need Help? Tech Support - Management Directive 205.34

After you have used the Department’s File Checker program, go to https://dliftp.state.pa.us
to log into the FTP Server.

Enter your UCMS Keystone/User ID and Password to log into the FTP server.
Select Sign On.

Please note: If you have difficulty signing on or receive an error message, click on the Tech
Support link for additional instructions and contact information.
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https://dliftp.state.pa.us/

- . i
=2 pennsylvania
DEPARTMENT OF LABOR & INDUSTRY
L& ONLINE NETWORK
Signed onto LIFTP as scolestock. My Account | Sign Out
® Home
< Folders 0 Welcome to LIFTP! This resource is for use by Authorized Users only. Please watch this area for important messages.
< Logs
Need Help?
@ Home
© Tech Support
© Management Announcements
Directive 205.34 This resource is for use by Authorized Users only.
Authorized Users are to be aware of and abide by "Management Directive 205.34"
Al time and date stamps "Commonwealth of Pennsylvania Information Technology Acceptable Use Policy"
displayed on this site
are GMT -5, except "All Authorized Users that have access to IT Resources are required to be aware of and comply with the standards set forth in this directive and in the
time and date stamps Commonwezlth Acceptable Use Standards for Information Technology (IT) Resources."
recorded during daylight
savings time (GMT -4).

Please note that the UC-2010 File Layouts and Formats for UCMS has been updated with a revision date of 02-16 and the File Checker Program is now Version
2.

Posted by cratiiff at 3/7/2016 11:29:35 AM

You are now logged into your Pennsylvania Unemployment FTP Tax account.
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=== pennsylvania
DEPARTMENT OF LABOR & INDUSTRY
L& ONLINE NETWORK

® Home
£ Folders
< logs
Need Help?

@ Tech Support

@ Management
Directive 205.34

All time and date stamps
displayed on this site

are GMT -4, except

time and date stamps
recorded during standard
time (GMT -5).

Signed onto LIFTP as b-robjaco.

My Account | Sign Out

Install the Upload/Download Wizard

It is recommended that you install the Upload/Download Wizard, a browser add-on that allows you to:

» Transfer files faster

» Transfer files greater than 2GB

» Transfer multiple files at once

* Perform automatic integrity checking to ensure file non-repudiation
» Compress/Uncompress data on the fly

» Add files via drag-and-drop

The Java version of the Upload/Download Wizard requires Java 7 or later.

 Install and Enable the Upload/Download Wizard (Java)

~ DR ~

~ Disable the Wizard
~ Disable the Wizard (for this session only)

L] 1 you disable the Upload/Download Wizard or are unable to install it, you can re-enable or try re-installing through
your My Account page.

It is important that your email address is in your UCMS user account. To verify it is there or
to add the email address, select My Account.
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# Home

£3 Folders
< Logs
Need Help?

@ Tech Support

@ Management
Directive 205.34

All time and date stamps
displayed on this site

are GMT -4, except

time and date stamps
recorded during standard
time (GMT -5}

8 My Account (b-robjaco)

Edit Your Notification Settings...

Email Address(es): joetax@yahoo.coml
You may spedify multioh
Preferred Email Format: @ HTML O Text

Mow press the "Change Motification” button: | Change Motification -
Edit Your Language...

Language: English ~

Mow press the "Change Language" button:
Edit Your Display Settings...

File/ Folder Entries Per Page: 100

Now press the "Change Display" button:
Edit Your Upload/Download Wizard Settings...

Upload/Download Wizard Status:
The ActiveX Upload/Download Wizard is not available: it requires IE

The Java Upload/Download Wizard is Disabled (not pet configured)
~» Change Upload/Download Wizard Status (Java Version)

e5 - separate each address with a comma ().

Return to Home Page

Add or modify your email address in the required field.

Select Change Notification.
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=E%- pennsylvania
DEPARTMENT OF LABOR & INDUSTRY
LB OMLINE NETWORK

Signed onto LIFTP as b-robjaco.

@ Changed user email address OI(._

3 My Account (b-robjaco)

@ Home

£ Folders
< Logs
Need Help?

@ Tech Support

@ Management
Directive 205.34

All time and date stamps
displayed on this site

are GMT -4, except

time and date stamps
recorded during standard
time (GMT -5).

My Account | Sign Out

Edit Your Notification Settings...

Email Address(es): joetax@yahoo.com
You may spedfy multile email addr - 58D each address with 2 comma ().
Preferred Email Format: @ HTML O Text

Now press the "Change Notification" button: | Change Nofification
Edit Your Language...

Language: English ~

Now press the "Change Language" button:
Edit Your Display Settings...

File/Folder Entries Per Page: 100

Now press the "Change Display" button:
Edit Your Upload/Download Wizard Settings...

Upload/Download Wizard Status:

You will receive a message that your email address has been updated.

Select Home

Office Of Unemployment Compensation Tax Services

Page | 18



=B pennsylvania

DEPARTMENT OF LABOR & INDUSTRY
L& ONLINE NETWORK

Signed onto LIFTP as b-robjaco. My Account | Sign Out
® Home

£ Folders

< Logs @ Welcome to LIFTP! This resource is for use by Authorized Users only. Please watch this area for important messages.

Need Help?

& Tech Support
© Management
Directive 205.34 Install the Upload/Download Wizard

It is recommended that you install the Uplead/Download Wizard, a browser add-on that allows you to:

All time and date ctamps « Transfer files faster

displayed on this site + Transfer files greater than 2GB

are GMT -4, except « Transfer multiple files at once

time and date stamps » Perform automatic integrity checking to ensure file non-repudiation
recorded during standerd + Compress/Uncompress data on the fly

time (GMT -5). + Add files via drag-and-drop

The Java version of the Upload/Download Wizard requires Java 7 or later.

,~ Install and Enable the Upload/Download Wizard (Java

~0OR~

_» Disable the Wizard
_» Disable the Wizard (for this session only)

=h you disable the Upload/Download Wizard or are unable to install it, you can re-enable or try re-installing through your My Account page.

To upload your pre-file, scroll down to the bottom of the screen.

If you have a JAVA enabled internet browser such as Firefox, Chrome or Safari, select
Install and Enable the Upload/Download Wizard (JAVA). Go to page 23 for upload
instructions.

If you are using Internet Explorer or if you are not running JAVA, select Disable the Wizard.

The following pages give instructions on uploading the file when your internet browser is not
using JAVA.

Office Of Unemployment Compensation Tax Services
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Browse Files and Folders...

To search for a particular file, enter the file name or file ID in the Find File box on the left side of the page and press the "Find

File" button.

] Go To Your Default Folder - () Browse Other Folders

Upload a File Now...

User Quota Info: 0 KB of 500 MB used. (0%)

Select a folder: [ Distribution / LiRepository / UatStor / UCMS ( FTP / TPA [ TFPInProcess -

Pick a file with the "Browse" button: | Browse_ | Mo file selected.

Enter any applicable notes:

...and then press the "Upload" button: | {t Upload

If you choose to disable the wizard, select Browse to find your file.

(] Open [=]
®v| Ji <« Users » rojacobs » Desktop » PRE-FILE » PA Unemployment Tax UPLOADS - | +y | | Search PA Unemployment Tax... 2 |
Organize = Mew folder = > [ @

@ Microsoft Excel MName Date modified Type Size
@ FTP_PREFILE_1234567890.C5V 6/30/2014 %16 AM  Microsoft Excel C... 1KE

0 Favorites
o Libraries
18 Computer
?! Metwork

File name: - [ Al Files ¢ ~|

Tools = [ Open |v] [ Cancel ]

The "Choose file" window will appear. Search for and select the CSV pre-file from

your computer.

Office Of Unemployment Compensation Tax Services
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Upload a File Now...

User Quota Info: 0 KB of 500 MB used. (0%)

Select a folder: | / Distribution / LiRepository / PrdStor / UCMS / FTP / TPA / InProcess % :I

Pick a file with the "Browse" button: | Choose File FTP_PREFIL...622199.CSV
Enter any applicable notes: i f i

...and then press the "Upload" button:

When the file name appears here, select upload:

Office Of Unemployment Compensation Tax Services
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EKIE reEmlve nawgatlon -
== pennsylvania

DEPARTMENT OF LABOR & INDUSTRY
% LRI ONLINE NETWORK

# Home
2 Folders

< Logs @ Uploaded new file with ID #'109390857' OK.
Need Help?

@ Tech Support .
© Management @ Home
Directive 205.34

Announcements
All time and date stamps
displayed on this site This resource is for use by Authorized Users only.
are GMT -4, except
evorded dorine atancard Authorized Users are to be aware of and abide by "Management Dirdctive 205.34"
time (GMT -5). "Commonwealth of Pennsylvania Information Technology Acceptable Uge Policy”

"All Authorized Users that have access to IT Resources are required to be\gware of and comply with the standards set forth in this
directive and in the Commonwealth Acceptable Use Standards for Informatidy Technology (IT) Resources."

Please note that the UC-2010 File Layouts and Formats for UCMS has been updaked with a revision date of 06-13 and the File Checker
Program is now Version 21.

Posted by cratliff at 6/5/2014 3:34:52 PM

'LT-UC-EMP-TPAllIgerl' Groun Annauncement

You will receive the following confirmation that your pre-file was uploaded.
Continue on to page 24.

Office Of Unemployment Compensation Tax Services
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=B pennsylvania

DEPARTMENT OF LABOR & INDUSTRY

L& ONLINE NETWORK

Signed onto LIFTP as b-robjaco.

# Home

£ Folders
< Logs
Need Help?

© Tech Support
© Management
Directive 205.34

All time and date stamps
displayed on this site

are GMT -4, except

time and date stamps
recorded during standard
time (GMT -5).

My Account | Sign Out

@ Welcome to LIFTP! This resource is for use by Authorized Users only. Please watch this area for important messages.

Install the Upload/Download Wizard

It is recommended that you install the Upload/Download Wizard, a browser add-on that allows you to:

Transfer files faster

Transfer files greater than 2GB

Transfer multiple files at once

Perform automatic integrity checking to ensure file non-repudiation
Compress/Uncompress data on the fly

Add files via drag-and-drop

The Java version of the Upload/Download Wizard requires Java 7 or later.

>

Install and Enable the Upload/Download Wizard (Java -

~OR~

_~ Disable the Wizard
~ Disable the Wizard (for this session anly)

L] 1f you disable the Upload/Download Wizard or are unable to install it, you can re-enable or try re-installing through your My Acoount page.

If you have a JAVA enabled internet browser such as Firefox, Chrome or Safari,
select Install and Enable the Upload/Download Wizard (Java).

Office Of Unemployment Compensation Tax Services
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MOVEit Upload Wizard - Upload to /Distribution / LiRepository / UatStor / UCMS / FTP ...

- Flease drop files into the list below, or '
MDUEﬂ ; Add File Remove
WIZARD use the buttons to the right.
Add Falder
Filename Size | Modified
o Mext » Cancel

Select Add File.

-

2 Select a file to add to the upload list @

@le ./ ¥ PRE-FILE » PA Unemployment Tax UPLOADS - | ¢f| | Search PA Unemployment Tax... 2 |

Organize Mew folder =~ 0 @

- Favorites L

Bl Desktop (L] FILEUPLOAD_UC2-24_1234567890.C5V
@ Email

|| FILES TO CHECK
B spDisk ()

4. Downloads

m

©
= Recent Places

- Libraries

18 Computer 3
& 0s(C)
& DATA (D:)
B sD Disk (F) -4 i |

File name: - [l Files -|

| Open |v| | cancel |

The "Choose file" window will appear. Search for and select the CSV pre-file from
your computer.
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- Flease drop files into the list below, or . |
MD“EIt uze the buttons ta the right. ekl FimeE
RD
Add Falder |
Filename Size | Modified |
CAUsers\anwolfgang\Desktop\FTR_P ... 251 2014-06-03 1.
- MNext » Cancel
S

— - — e

When the file name appears, select Next.

. Choose Upload Options
MIQA\I,%E“ @ Upload files individually

" Upload allfiles as one zip

Miotes: I

[~ Promptfar "Upload As" names and notes
[~ Close Wizard when dane

< Back | MNext » |

=

Cancel

— —= — — = =—

Click on the radio button in front of “Upload files individually”, if not already

chosen. Select Next.
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MOVEit Upl

lﬁ Transter complete. Integritywenfied on all files.

Transferred 1 file in 0 seconds (0.582 KE/sec).
Fress OK to close this window and wiew the Transfer Report.

|

8 —_— oK |

— =— — g ———— —

It will take a few minutes for your file to process. Please be patient. Once you
receive the message above, Select OK.

Upload Files Now...
User Quota Info: 0 KB of 500 MB used. (0%)

Select a folder: / Distribution / LiRepository [/ UatStor / UCMS / FTP / TRA / TFPInProcess ~

/' CLICK HERE to Launch the Upload/Download Wizard...

Upload Wizard Transfer Report

Local File Status
Ll C:\Users\rojacobs\Desktop\PRE- Uploaded to / Distribution / LiRepository / UatStor /
FILE\FTP_PREFILE_1234567890.CSV &

TPA / TFPInProcess OK (ID #102605600)

This screen is your confirmation that the file was successfully uploaded.
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From: LIFTP-UAT Motification Service [mailto:RA-LI-QIT-Moveit@state.pa.us)
Sent: Wednesday, June 04, 2014 8:24 PM

To: Doe, John

Subject: Upload into Folder "TFPInProcess” Confirmed

File Upload Confirmation

Your file has been saved into the "/ Distribution / LiRepository / UatStor / UCMS / FTP / TPA / TFPInProcess” folder and
the appropriate people have been notified.

Name: FTP_PREFILE_1234567890.C5V
Tracking ID: 102605600
Original Size: 251 bytes

sFor non-repudiaiion purposes, it has been confirmed that the file received by MOVER DMZ is IDENTICAL to the file you
uploaded.

Please use the following URL and your usermname/password to view the current status of this file, including its full upload
and download history.

{ https:/{dliftpua.state.pa.ushuman . aspx?OrgID=88728Arg 12 =fileviewdArg 07= 1026056008 Arq 06=879997073 )

Regards,
LIFTP-UAT Natification Service

From: LIFTP-UAT Notification Service [mailto:RA-LI-OIT-Moveit@state.pa.us]
Sent: Wednesday, June 04, 2014 8:24 PM

To: Doe, John

Subject: Delivery Receipt for "FTP_PREFILE_1234567890.C5V"

File Delivery Receipt

It was confirmed that LISVC-MOVEit-DMZ DOWMNLOADED "FTP_PREFILE_1234567890.CSV" from the "/ Distribution /
LiRepository / UatStor / UCMS / FTP / TPA [ TFPInProcess” folder. (Download recorded at 6/4/2014 8:24:10 PM.)

sFor non-repudiation purposes, it has been confirmed that [ ISVC-MOVE-DMZ received a file IDENTICAL to the one you
uploaded.

You are receiving this email because our records show you uploaded "FTP_PREFILE_1234567890.CSV" into the "/
Distribution / LiRepository / UatStor / UCMS / FTP / TPA / TFPInProcess” folder with tracking ID 2102605600 at 6/4/2014
8:24:05 PM, and delivery receipts have been enabled for this folder.

Please use the following URL and your usermame/password to view the complete history of this file:

{ https://dliftpua.state.pa.us/human.aspxPOrgID=88728Arg 1 2=fileviewSArg 05 =87995 70738 Arq 07 = 102605500

Regards,
LIFTP-UAT Notification Service

You will receive the above two email confirmations.

You will not receive an email confirmation unless you have your email address
associated with your DLIFTP account. To add your email address, see page 16.
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From: LISVC-MOVEit-DMZ via LIFTP-UAT Notification Service [mailto:RA-LI-OIT-Moveit@state.pa.us]
Sent: Wednesday, June 04, 2014 8:46 PM

To: Doe, John

Subject: New File from LISVC-MOVEit-DMZ

New File Notification

A new file has arrived into the "/ Home / b-jo65659660" folder.

Name: FTP_PREFILE_1234567890-b-jo65659660-20140604202407_20534737_110922702.C5V
Tracking ID: 102694996
Original Size: 320 bytes

afor non-repudiation purposes, it has been confimmed that the file received by MOVET DMZ is IRENTICAL to the file
unloaded by LISVC-MOVE-DMZ,

Please use the following URL and your usermame/password to DOWNLOAD or view the current status of this file, including
its full upload and download history.

{ https://dlftpua.state.pa.ws/human aspx?0rgID=88728Arg 12 =fileviewfArg 07=1026549958 Arg 06= 102639193 }

Reqards,
LIFTP-UAT Notification Service

You will also receive the above email when your pre-file results are available for
download.

It can take a few days before you receive it.

When you receive this email, click on the link to retrieve your pre-file. You will be

taken to the FTP Log in screen.
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z

=B pennsylvania
DEPARTMENT OF LABOR & INDUSTRY
L&I OMNLINE NETWORK

English - Francgais - Deutsch - Espafiol

Security Notice

NOTE:
This is an actively monitored computer system
Username: | b jghndoa? 34 ||:| for authorized use only. Unauthorized access is

prohibited. By using any Commonwealth IT
Resources, including this system, the user
acknowledges and agrees to comply with

Management Directive 205.34 -
Commeonwezlth of Pennsylvania Information
Technology Acceptable Use Policy.
Unauthorized or improper use of this system
may result in administrative disciplinary action,

and/or civil charges or criminal penalties.

Password: | sessrsssene E

All activity may be monitored. Authorized users
should have no expectation of privacy in any
files, data, or records stored on or accessed
through IT Resources, nor should they have
any expectation of privacy in any electronic

. communication sent or received via, or stored
within, IT Resources. By using IT Resources,
the user authorizes access to or auditing
and/or monitoring of IT Resources by the
Commonwealth.

Need Help? Tech Support - Management Directive 205.34

Enter your Keystone ID and password.

=
=i pennsylvania
‘ DEPARTMENT OF LABOR & INDUSTRY
LTI ONLINE NETWORK

Signed onto LIFTP-UAT as b-jo65659660. My Account | Sign Out
® Home

& Folders Welcome to LIFTP-UAT! This resource is for use by Authorized Users only. Please watch this area for

< Logs important messages.

Need Help?

[/ Home/ b-j065659660/ FTP_PREFILE_1234567890-

@ Tech Support ! b-jo65659660-2014069€202407_20534737_110922702.CSV
@ Management (ID # 102694996 ) (New)
Directive 205.34

File Actions

All time and date stamps
displayed on this site Download - Mark Not New

are GMT -4, except
time and date stamps
recorded during standard

time (GMT -5).
File Information

Uploaded by LISVC-MOVEit-DMZ (lisve-moveit-dmz) at 6/4/2014 8:45:49 PM from (Hidden,) via /€ MOVEIt Central
7.2.0.0

Delete

File Size: 320 bytes # of Downloads: 0
Integrity Verified: Yes & A SHA-1 hash has automatically been used to confirm this file is identical to the original file
from which it was uploaded.

Notes: Home folder for the user

To download your pre-file results, select the hyperlink.
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-
=B%- pennsylvania
DEPARTMENT OF LABOR & INDUSTRY
LET ONLINE NETWORK

Signed onto LIFTP-UAT as b-jo65659660. My Account | Sign Out
® Home

£ Folders
< Logs
Need Help?

ﬂl [ Home/ b-jo65659660/

Go To Folder: [ ~ | &1 Go To Folder
@ Tech Support
@ Management
Directive 205.34 Folders and Files

MName Created Creator/Contents  # (& Actions

Farent Folder
All time and date stamps ﬂ -
displayed on this site | FTP_PREFILE 1234567890~ 6/4/2014 S Temn
are GMT -4, except b-j065659660-20140604202407 20534737 110922702.CSV  8:45:49 et M | .
time and date stamps =jot M MOVEtDMZ Download
recorded during standard
time {GMT -5).

&

Select Download.

Opening FTP_PREFILE_1234567890- b-jo65659660-20140604202407_20534737_110822702.C5V =]
Y¥ou have chosen to open:
3 -jo65659660-20140604202407_20534737_110922702.CSV

which is: Microsoft Excel 97-2003 Worksheet (0 bytes)
from: https://dliftpua.state.pa.us

What should Firefox do with this file?

= Open with ’Microsoft Excel (default) ~

@ Sawve File

[ Do this gautomatically for files like this from now on.

— OK Cancel

Select OK to save the file.
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File Download

“'ou are about bo download a file.

File name; FTP_PREFILE_1 23456 7830-b-joE5E59660-201 40604202407 _2
Fram: /Home/b-j0E5659660

Would you like to open the file, or zave it to your computer?

"Opening' a file meanz d

nloading it ko a temporary directorny, and then running the
azzociated program, if an

Open | Sawve | Cancel

[ Automatically opendzave fles like this [2.C5%] fram now an Configure

Depending upon your browser, a box similar to this will pop up. Select Save.

-

5

@ Select the destination filename

=] Recent Places
= Libraries

18 Computer

&= 05 (C) - ]

(=]
@le J » PRE-FILE » PA Unemployment Tax UPLOADS - | ¢f| Search PA Unemployment Tax... 2 I
Organize = MNew folder 4= - .@.
¥ Favorites i Mame Date modified Type Size
Bl Desktop (EL] FTP_PREFILE_1234567890.C5Y 6/4/2014 8:05 PM Microsoft Excel C... 1KB
@ Email
. FILES TO CHECK | =
B soDisk (R
4 Downloads

UL

File name: FTP_PREFILE_1234567890-b-jo65659660-20140604202407_20534737 110922702.C

SV

Save as type: | All Files

= Hide Folders

— |

Save l [ Cancel

Choose the location where you want to save the file to. Select Save.
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MOVEit Download Wizard

@ Tranzfer complete. [ntegrity verified on all files.

Dovanloading:
FTP_PREFILE_1234567290-b-joR56R9660-201 40604202407 _20534737_1

|

Estimated time left: Done.  [Got 320 of 320 bytes]

Download to: C:hJzerzhiojacobshDezktophPRE-FILEAWPA

Unemolovment Tax ;
0.05 KB/zec [19.3% total comprassion]

Open Open Falder Cloze
8 | | Iﬂ—

To view the pre-file results, select Close.

Transfer rate:

Please note that the CSV file cannot be opened directly into Microsoft Excel because leading

zeroes will be lost.

If you are using Microsoft Excel, follow these steps to open the CSV document so that the

correct formatting is displayed.

Start with a new Microsoft Excel spreadsheet.

Bookl - Microsoft Excel

Ao Q&I

s
j * Verdana
L Ba-

Paste B 7f U-
- =

Page layout  Formulas  Data  Review  View  Developer  Acrobat

S0 v A =

d- A EEE Es

S Wrap Text General

Clipboard Font Alignment £l MNumber

¥ @50

@Merge &Center~| $ + % s | %3 ;% Conditional Format Insert Delete Format

Formatting ~ as Table = Styles =

Styles

Cells

= B O®
a @@ =

X AutoSum Aﬁ
Ad )

[ Fin -
Sort & Find &
d2Clear~  Filter~ Select~

Editing

Al - e

A B c D

m

F G H I

AL R RN T RN TR

29
4 4 » M| Sheetl ~Sheet2 ~“Sheet3 %1

] K

M

o] P

e [ <

-

v

Ready |

BRI ———
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EH9- C-R&E=
ERB G =S

From From From From Other Existing
Access Web  Text  Sources~  Connections

GghFwternal Data |

Insert Data
Connections
(& Properties

&2 Edit Links

Formulas
Refresh
All~

Page Layout

Connections

Review

Bookl - Microsoft Excel

View Acrobat

l K Clear
A <
Gy Reapply
Filter
Y/Advan(m
Sort & Filter |

Developer

Gl

5
LH

Group

-1 e
EE] =) s
Textto  Remave Data Consolidate  What-If

Columns Duplicates Validation = Analysis =
Data Tools |

3 £y
il Sort ung‘roup Subtotal

Outline |

A1 - £

A B c | D I E |

4 4 » M| Sheetl 'Sheet? ~‘Sheetd . %J

Ready |

0|

4] il |
]

Click on From Text at the top of the spreadsheet.
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Import Text File

@uv| { » PRE-FILE » PAUnemployment Tax UPLOADS v|¢,|| Search PA Unemployment Tax... 0 |
Organize New folder == » [ @
@ Microsoft Excel MName Date modified

|| FTP_PREFILE_1234567890.C5V 6,/30/2014 9:16 Al
[ Favorites || FTP_PREFILE_1234567890-b-jo65659660-20140604202407_20534737_110922702.CSV

4 Libraries
1M Computer

G‘j Metwork

< |

I

|
File name: FTP_PREFILE_1234567890-b-jo65659660-20140604202407_20534737_110922702.CSV

- ’Tex‘t Files (*.prn;*.tet;*.csv) VI

Tools = ’ Import |v] ’ Cancel ]

Find the location where you saved your pre-file results.
Select Import.

Office Of Unemployment Compensation Tax Services

Page | 34



Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.

If this is correct, choose Mext, or choose the data type that best describes your data.
Original data type
Choose the file ty,

@ Delimited
() Fixed width

at best describes your data:
- Characters such as commas or tabs separate each field.

- Fields are aligned in columns with spaces between each field.

Startimport atrow: |1 | File grigin: 437 : OEM United States

Preview of file

... \FTP_PREFILE_1234557390-b-jo65659660-20140604202407_20534737_110922, ...

"T455218™, "John Doe Bestaurant Inc™

"74552159™, "Abe Company™, 250000001, "Active™, "Contributory™, "2"

s PpRpE

, 250000002, "Active", "Contributory™, "21 =

=

L mz01a™, mo1 ]

T

Click on the radio button in front of Delimited. Select Next.
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Text Inport Wizard - Step 2 of 3 [® ==

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview

below.

Delimiters
Tab h
[ semicolon [] Treat consecutive delimiters as one

Comma —

Text gualifier: |~ EI
|:| Space
[ other:

Data preview

745213 ohn Doe Restaurant Inc E50000002 ctive ontributory 0l4 14 =~
7485215 c Company FSO0000001 Reotiwve Contributory 014 pp14l |
4 1 | I

[ Cancel ] [ < Back ] Mext = ] [ Finish

In the Delimiters box, select Tab and Comma. Select next.
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Text Import Wizard - Step 3 of 3

[(® || =]
This screen lets you select each column and set the Data Format.
Column data format
() General
_ ‘General’ converts numeric values to numbers, date values to dates, and all
@ Text e

remaining values to text.

Come v [7]

() Do notimport column {skip)

Data preview

eenersl  Concnclionenzd
ohn Doe Restaurant Inc ES0000002 RBotiwve Contributory
Bhc Company 50000001 Pcotive Contributory

[ Cancel ] [ < Back ]

Click on the radio button in front of Text. Select Finish.

"

Import Data [ 7 || == |

Where do you want to put the data?
@) Existing worksheet:

=SA51

() Mew worksheet

[P[operﬁes... ] [ QK. ] [ Cancel ]

An Import Data dialog box will appear. Select OK.
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‘®d -

&&= | o B o=
m Home Insert Page Layout Formulas Data Review View Developer Acrobat [~) @ o B 2R
= X e v | = = -+ = == =: I AutoSum * s
j 23 - Verdana 10 A A == B =) Wrap Text General el r’j :ﬂ j‘:ﬂ e o 7l i
Paste B I U-|ii-| M- A- === IEsE SHMergefCenterr $ - % 3 | % ;20 | Conditional Format Cell | Insert Delete Format Sort & Find &
- F = = = e ¢ =% Earmatting = as Table * Styles = B - (2 Clear~  Fitter~ Select~
Clipboard Font Alignment Number Styles Cells Editing
B2 - Jx| Abc Company v
A B c D E F G H I J K L M N :
9999999 John Doe Restaurant Inc 250000002 Active Contributory 2 2014 1/1/2014 12/31/2014 0.105784 0 oy N
8888888 Abc Company 250000001 Active Contributory 2 2014 1/1/2014 12/31/2014 0.105784 0 [ N

The Pre-File Match Record Layout, with information per the Department’s records, is
displayed as follows:

Column A
Column B
Column C
Column D
Column E
Column F
Column G
Column H
Column I
Column ]
Column K
Column L
Column M

Column N

Column O
Column P

Column Q

Employer PA Unemployment Account Number

Legal Name

Federal ID number

Account status, Active or Inactive

Financing Method, Contributory or Reimbursable

Quarter

Year

First day the tax rate is effective.

Last day the tax rate is effective.

Tax rate

Approved credit, if applicable

Total amount due on the account when the file was created, if applicable.
Registration Delinquent Indicator - If the employer does not have a
registration delinquency, the value will equal N. If the employer has a
registration delinquency, the value will equal Y.

Report Delinquent Indicator - If the employer has filed all PA Unemployment
Compensation Tax Reports, the value will equal N. If the employer has a
report(s) missing, the value will be Y.

Report Delinquent Quarter and Year - List of the quarter(s)/year(s) that have
a report delinquency, if applicable.

Not Processed Indicator - If the information received in the record is invalid
or not sufficient to identify an account, the value will be Y.

Not Processed Comments — If applicable, this will explain why the request
could not be processed.

Please review the information in the pre-file match for any errors, as there may be items
that need to be corrected with the Department or in your system. This validated data should
be used when preparing the quarterly wage and tax report files. Only those clients who
were included on a pre-file match are to be included on the quarterly report files.
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