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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.

Office of Unemployment Compensation Tax Services

Pagel|2


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

After logging into UCMS,
File Quarterly Report.

-
> Department of Labor & Industry

from the main menu, select Quarterly Reporting and then select

Employer Hame

Employer Account FEIN Status
Active

Financing Method
Contributory

Amounts Due Delinquencies

Audits

certifications

Contribution Rates

Correspondence

Employer Profile

FInancial Activities

Inquines

Make a Payment

Quarterly Reporting

Relmbursable Financing
Method

Shared-Work

User Adminlstration

R R

Welcome to the Unemployment Compensation Management System (UCMS).

Amend Quarterly Report

Flle Quarterly Report

Flle Valldation Too!

Filing History

Manage Uploaded Flles
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File Quarterly Report

Filing Method

A chart of the yearly taxable wage base is available at www.uc.pa.gov.
It is encouraged that you use File Upload or FTP filing options if you have more than 100 employees.

/
N

Upload and FTP filers only:

= Ifyou are reporting by file upload or FTP, please make sure the file(s) you are uploading meets the filing specifications by using the File Validation Tool. 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.

Select a method to flle quarterly report
Online

Pre-Populzts

© Upload Wage Report Flle
Flle Transfer Protocol (FTP)

Click on the radio button in front of Upload Wage Report File. Select Continue.
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File Quarterly Report (f=h)

Upload Quarterly Report

Please go to https://www.uc.pa.gov/Documents/UC_Forms/UC-2010.pdf to review the file naming convention and format for UCMS before uploading any file. If you fail to follow
these specifications, your file will not process.

Select the format

© CSV - Comma Delimited Flle (UC2-UC2A)
Interstate Conference of Employment Security Agencles (ICESA) File (UC2-UCZ2A)

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

{ ™ .
[ Back | Continue
\ /

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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File Quarterly Report

Upload Quarterly Report

Please go to hieps:/fwww.uc.pa.gov/Documents/UC_Forms/UC-2010.pdf to review the file naming convention and format for UCMS before uploading any file. If you fail to follow
these specifications, your file will not process.

Upload (Step 1 of 3) Your file will not be successfully uploaded until all steps have been completed.

Click the browse button to select the flle to upload.

No flle selected Browse

I’/ Back \\I
h. ey

Select Browse.
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¢ Open

Organize « New folder

CORRECTED FILES ~ Name

LT (ALLE 1] FILEUPLOAD_UC2-2A_7515647-b-cuploa...

Website Updates [ FILEUPLOAD_UC2-24_7515647-b-cuploa..

@, OneDrive - Commenwealth of Pennsylvani 05 FILEUPLOAD_UC2-2A_ 7644331.C5V

O This PC
_J 3D Objects
B AppleiPhone
[ Desktop
Documents
* Downloads
J‘a Music
&= Pictures
m Videos
s Windows (C)
o Data (D)

— AL S AN IHRAANNEST T A v <

&« S » ThisPC » Desktop » COMPASHELP DESK » CORRECTED FILES » TEST FILES v O Search TEST FILES =)

= [ @

Date medified Type Size
f2/2020011:27 AM Microsoft Excel C... 2 KB
2/31/201910:50 ...  END File 0 KB

020 10:39 AM Microsoft Excel C... 1KB

File name: | FILEUPLOAD_UC2-2A_T644331.C5V

V| All Files (*4) v

Locate the file you created.

Highlight your file and select Open.
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File Quarterly Report

Upload Quarterly Report

I
\]

Review/Confirm (Step 2 of 3) Your file will not be successfully uploaded until all steps have been completed.

The file you have selected has been confirmed for uplead. Click "Submit” to complete upload

Flle Name

oot ene )
FILEUPLOAD_UC2-2A_7644331-b-12212-20200103105137.C5V

| Re-Upload File )

(If you uploaded the wrong file please click "Re-Uplozad File" button)

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

— Employer Name Employer Account FEIN Status Financing Method
—
—

Active  Contributory

File Quarterly Report

Employer Report for Unemployment Compensation

Check UCMS periodically to make sure your file has processed and is available for payment.

Your Confirmation Number Transaction Date

£2124125 01/03/2020

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 (under Quarterly Reporting in left menu). 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 Make a
Payment in the left-hand menu. 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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Please note that UCMS offers a File Validation Tool that will check your upload file
for errors before you submit the file for processing. The File Validation Tool can be
found under the Quarterly Reporting left-menu option.

Quarterly Reporting ) Amend Quarterly Report

Flle Quarterly Report
Relmbursable Financing  »

Method
Flle validation Too

shared-work Flling History

Manage Uploaded Flles

L, User Agministration
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