South Carolina Business One Stop.. South Carolina’s Business Portal

CHECKLIST SUBMITTING UNEMPLOYMENT INSURANCE

CONTRIBUTION/WAGE REPORTS AND MAKING

CORRESPONDING PAYMENTS

THIS APPLICATION WILL ENABLE YOU TO FILE ONLINE ONE OR MORE SOUTH CAROLINA DEPARTMENT OF
EMPLOYMENT AND WORKFORCE (DEW) QUARTERLY REPORTS (UCE-120) AND/OR CORRESPONDING CONTRIBUTION
REPORT (UCE-101).

AFTER LOGGING IN TO SCBOS, CLICK ON THE ““SCDEW — UCE-101/120 QUARTERLY FILINGS (FILE AND PAY
UNEMPLOYMENT INSURANCE)” LINK. THIS WILL TRANSFER YOU TO THE UCE-101/120 FILING APPLICATION.

REMEMBER, YOU CAN “SAVE AND STOP” YOUR REPORT AT ANY TIME. YOUR APPLICATION WILL BE STORED FOR UP TO
92 DAYS.

SCBOS WILL PREVENT YOU FROM STARTING A NEW FILING IF, A FILING WITH THE SAME ACCOUNT NUMBER AND
QUARTER HAS ALREADY BEEN STARTED AND PAUSED. INSTEAD, SCBOS WILL ASK YOU TO RESTART THE PAUSED

FILING.

To file a Contribution Report and/or Wage Report, you need the following information:
[0 DEW account number.

[1 Federal Employer Identification Number (FEIN) and PIN number. If you don’t have a PIN, the
workflow will enable you to establish a four digit (numeric) PIN.

[] Contact name, email address, and phone number.
Quarterly Wage Report

[] Select whether you will enter wage information directly through the keyboard or upload wage
information in a DEW approved format. In most cases it is easier to enter the information

directly.
If wage information is to be entered directly for the quarter:

[J Name, SSN and wage for each employee. The name and SSN of each employee from the
previous quarter is normally displayed but you must add the wages for the quarter.

Note: You may verify the information entered into the grid on the following screen. SCBOS will display
the total number of employees entered, the number of employees with zero wages for the quarter, and
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the total wages entered. These numbers can then be checked with the corresponding control totals you
maintain.

If you choose to upload wage information for the quarter:

[J  Atext (txt) file is required that corresponds to either the DEW ICESA or MMREF format. The
production of the formatted file usually requires a computer program.

Contributions Report
"1 The number of covered workers on the 12" day of each month in the quarter.

[l The excess wages for the quarter (currently $14,000 for the year). The idea is to not pay
unemployment insurance for wages exceeding the excess wages amount.

[J The current contribution due is calculated by DEW and displayed but needs to be verified so you
should know what credit, penalties, interest and other changes could be impacting the amount
you owe.

Shopping Cart

[J Select the filing(s) to be checked out by clicking on the check box to the left of the business
name. If you wish select all filings, click on the checkbox above the table.

[J Enter the amount(s) to pay. If the amount you want to pay is different, enter the amount to be
paid in the right most column of the table.

Checkout
Note that payments can now be scheduled so you don’t have to wait until the due date to file and pay.
[1 Select the payment method. Currently EFW is the only method available.

[] Enter submission date — there is only one date per checkout. You cannot schedule a payment
beyond the due date.

[1 To pay online by electronic check (EFW), you need the bank routing number, bank account
number, and individual name or business name. This banking information must match the
information on the bank statement.

Other

You can start getting familiar with SCBOS by checking out the tutorials which will take you step by step
through various topics associated with the SCBOS Web site.
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Once you've had a chance to familiarize yourself with SCBOS, go to www.scbos.sc.gov and create a new

user account by selecting the "Sign Up" link located in the top-right of the Home page. You must have a
user account to apply, file, or pay.

Remember, you can always select the "Save and Stop" button to save your application and resume it
later.
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