INSTRUCTIONS FOR SUBMITTING FILES VIA FTP

The web site for filing your Tax and/or Wage information via FTP is: https://dliftp.state.pa.us

Once you navigate to the site, this is the first screen that you will see.

Use your Unemployment Compensation Management System portal access Keystone/User ID and
Password to log into the FTP server. Click Sign On.
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Please Note: If you have difficulty signing on or you receive an “Invalid username/password” or “Not allowed to sign on from this location”
error, please click on the Tech Support link for additional instruction and contact information.



INSTRUCTIONS FOR SUBMITTING FILES VIA FTP AFTER LOG IN

Step 1. Launch the Upload Wizard at the bottom of the page. Based on your Keystone/User ID, the correct folder in which to place
your file will be pre-selected.
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= ICESA files will now be accepted for both tax and wage reporting of original files. Currently, the original ICESA file can only be used for wage reporting

- TAB and SSA file formats will no longer be accepted.
= CSV files will require a Federal Employer Identification Number (FEIN) in each E record AND contact information in the A Record.
Filers already have the ability to include the FEIN and contact information now; however, they will become required fields effective January 1, 2020.

The File Layouts and Formats for Electronic Reporting of PA Quarterly Unemployment Compensation Wage and Tax Data, form UC-2010, provides information on the acceptable file formats and specifications. After January 1, 2020, the UC-2010 will be updated to remove the unacceptable file formats
and specifications. The UC-2010 can be found on the UC Management Page of the Employer UC Services section of the website.

For garding the file specifications, contact the Office of UC Tax Services at 1-866-403-6163, option 2. - LI-UG-EMP-TPAUser?
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Step 2. Click on the Add File button.
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Step 3. Navigate to the file you wish to upload. Highlight the file you wish to upload and click on the Open button.
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Step 3. After the file has been selected, click on the Next> button.
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Step 4. Enter any comments you may have in the “Notes” field and click the Next> button.

MOVEit Upload Wizard - Upload to /Distnbution / LiRepository / Prd5Stor / UCMS /.

: —Choose Upload Options
H‘E’EHE:; * Upload files individually
" Upload all files as one .zip

MNotes: |Thi5 is my prefile|

[ Prompt for "Upload As" names and notes
[~ Close Wizard when done

a ¢ Back ‘ ‘ T, | Cancel




Step 5. The upload Wizard will transfer the file and verify the transfer. Click the OK button.
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Transfemed 1 file in 0 seconds (.38 KB/sec).
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Step 6. When you see this screen, your FTP upload is complete. You may now sign out by clicking the “Sign Out” hyperlink in the
upper right corner of the screen.
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INSTRUCTIONS FOR RETREIVING FILES VIA FTP

Step 1. Click on Folders at the left side of the Screen.
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Step 2. Click on Home at the middle of the screen.
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Step 3. Click on the folder that has your TPA name in the middle of the screen.
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Step 4. Click on Download at the right side of the screen.
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Step 5. Click on the Save button.

File Download

You are about to download a file.
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Step 6. Select the folder you wish to save the file to and click on the Save button.
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Step 7. Click on the close button.
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