
REPORT CENTER:

Log into UI Connect with 

your user ID and password. 

Click on the FILE REPORT 

button to file a quarterly 

report.

Click REPORT CENTER if FILE 

REPORT button does not 

appear. 

Combined Wage & Tax:



REPORT CENTER allows 

employers to file, 

review, or amend 

reports. The option to 

pay reports only 

appears when there is 

an amount due on the 

account.



Reports can only be filed if 

the quarter has ended.

When an employer is 

attempting to file a report 

prior to the end of the 

calendar quarter, this 

message will appear. 

When the due date falls 

on a Saturday, Sunday, or 

a holiday, the next working 

day will be considered 

timely for filing and paying.



All employers must file 

a Tax Report and 

Wage Report each 

quarter. Not filing both 

reports could result in 

a penalty. 

Note: Tax Report Only 

and Wage Report 

Only identifies the 

need to file the 

corresponding report 

or receive a penalty.



Select FILE TRANSFER to 

review file format 

requirements.  Employers 

can upload multiple files 

(using the FTP file 

formats), use AutoLoad

SSN or enter wage 

records manually. All 

records with duplicate 

SSNs will be added 

together. 



Enter the file name or 

use the ‘Browse’ button 

to locate the wage file, 

and transfer the data to 

UI Connect. 

FTP FILE SPECS are also 

available on the left side 

tool bar.



Once a file has been 

transferred, the 

number of records on 

the file, along with the 

total wages, are 

displayed. Only details 

of the first ten records 

are shown. 



Alerts are displayed 

when errors have been 

identified on the wage 

data. Records that have 

been file transferred 

cannot be changed. 

Wages entered manually 

can be edited. If you 

manually enter a SSN 

that is all zeros, “Invalid 

SSN” will appear. 



UI Connect will 

calculate the tax due 

based on the wage 

information entered. 

Penalties and interest 

are calculated as of the 

day of filing. Once the 

monthly employee 

count is entered, click 

CONTINUE.



Payment can be 

made through 

Electronic Funds 

Transfer (ACH Debit) or 

by selecting Make 

Payment. If Make 

Payment is selected a 

voucher can be 

printed that can be 

mailed with a check. 

Make Payment is also 

used for an ACH 

Credit. 



The Bank Routing Number 

and Bank Account 

Number are required to 

proceed with Electronic 

Payment. 

Full or partial payment 

may be entered on this 

screen.  Check the 

overpayment box when 

paying more than the 

amount due.



Click SUBMIT REPORT after 

entering all fields in the 

contact information. After 

clicking submit, you will not 

be able to cancel the 

payment or report.



A confirmation of the report 

showing the confirmation 

number, along with the 

date and time of the 

transaction and payment 

information is displayed. A 

copy of the confirmation 

should be retained for your 

records.



If “Make Payment” is selected, 

print a voucher to mail with 

payment. A voucher is not 

necessary with electronic 

payments.



Zero Report:

If no wages were paid 

for the quarter, select 

“Zero Payroll Report”. 



Late filings will incur a 

penalty that can be paid 

electronically.



Interest is calculated as of 

the current date. By 

selecting a date, up to 30 

days in the future and 

clicking “CALCULATE”, 

interest will be recomputed 

and that date will be used 

as the payment date. After 

clicking continue, they will 

complete the EFT and 

contact information pages 

prior to submitting. 

Payments Due:



Retain a copy of the 

confirmation page for 

your records.



Review Reports:

Quarterly Reports for the 

past five years can be 

reviewed on UI Connect.



This page shows details 

about the filing and 

additional amounts due or 

overpayments made. 

Click PAYMENTS DUE for 

additional amounts due.

For wages entered, click 

REVIEW WAGES.



View wage information 

by individual, click the 

column heading to sort 

by SSN or name. 

Any Invalid social 

security numbers will 

not be shown on this 

report.



Amend Reports:

Select the year and 

quarter to amend a 

report then click 

“Amend Report”.



The tax and wage report 

can be amended together 

or separately. 



Enter a Social Security 

Number to review 

previous records.



Click on the “C” button to 

correct the information 

previously reported.



Once the information is 

entered, click “Update 

Record”. 



The employer has another 

opportunity to review the 

changes prior to continuing. 



After clicking “Continue”, 

enter the reason for the 

amendment and your 

contact information.



Confirmation to be printed 

for employer records.


