
A Guide to Filing Low Earnings and Partial 
Claim (UCB 114) Report Online 

This guide is in three sections.  You will need to start with Section One and follow the appropriate steps.  

• Section One – How to File 
• Section Two – File for Multiple Weeks at a Time 
• Section Three – Using File Upload Option 

Log onto SCBOS by going to scbos.sc.gov.  Prior to attempting the UCB114 workflow, you will need to have an 
established SCBOS account. If you have not setup an SCBOS account please do so. Instructions on setting up an 
SCBOS account can be found at this link. You will also need to know your DEW Account number and PIN. If you 
have not setup a PIN one can be setup on SCBOS providing you know the FEIN associated with the DEW account 
you are using. 

  

https://www.scbos.sc.gov/
https://www.scbos.sc.gov/Start_Your_Business/Registering_for_the_First_Time.aspx


Section One – How to File 
Step 1 - Once you have logged into your SCBOS account, Select DEW Low Earnings and Partial Claims Report 
from the featured applications and filings. 

 

 

Step 2 - The next page provides you with details on filing your UCB114. 

 

 

 

 

  



Step 3 - Provide your DEW account number and PIN here. If you have not setup a PIN, just leave this field blank 
and you will be able to setup a PIN on the next page. If you know your PIN, you will move to Step 6. 

 

 

Step 4 - Enter your new PIN here. This value will be saved with your DEW account and used in the future. 

 

  



Step 5 - Enter your FEIN here to validate your business. If you don’t have an FEIN (Sole Proprietor or Single 
Member LLC) you can use your SSN. 

 

 

Step 6 - This page will provide details on your business for your verification.  

 

  



Step 7 - Select your claim week ending date. Your claim week ending day will be displayed on the screen.  

 

 

Step 8 - Select either online data entry or the file upload option.  If you are laying off less than 20 employees at 
once we highly recommend you use the online data entry option. If you choose to use the file upload option, your 
file must be formatted with the SCBOS defined format (instructions can be found here).  If you choose to use the 
file upload option, please move on to Step 21. 

 

Step 9 - Begin adding claimants by clicking the Add button. 

 

https://www.scbos.sc.gov/Portals/0/pdfs/UCB114_Uploading.pdf


Step 10 - You will need to provide the information below for each claimant you are submitting for the week you 
are filing. 

 

  



Step 11 - Once you add a claimant(s), they will show up on the page below. Once you are done adding claimants 
in for the week you are filing, click Continue. 

 

 

 

Step 12 - This screen allows you to add another claim week or manipulate the one(s) you have already entered. If 
you would like to add additional claim weeks, click Add, and then please move on to Step 17. 

 

  



Step 13 - This page allows you to Save or Print the details for this workflow. We highly recommend you save or 
print this out now. 

 

 

Step 14 - This page will display the claim week ending date(s) and number of claimants you are submitting. 

 

 

Step 15 - Once you click Continue, you will begin the SCBOS checkout process. 

 

  



Step 16 - Checkout 

 

  



Section Two - File for Multiple Weeks at a 
Time  
Step 17 - Select the additional claim week ending date for which you will be filing. 

 

Step 18 - Since you have already entered a previous week, SCBOS will allow you to copy that week (along with all 
the claimants submitted) and modify the week (claimants or claimant information) as needed. SCBOS will always 
save your last six UCB114 filings and allow you to copy from them.  

 

  



Step 19 - The screen below displays what was copied from the previous week. Again, you can edit this data as 
needed. Click continue once you have finished modifying the data as needed.  

 

 

Step 20 - The screen below displays the week(s) for which you are filing. If you want to add another week, you 
can do so by clicking the Add button. Once you have added all of the weeks needed, click Continue (and go back 
to Step 13). 

 

 

 

 



 

Section Three – Using File Upload Option 
Step 21 - Select the file you would like to upload. Keep in mind, if you choose to use the file upload option your 
file must be formatted with the SCBOS defined format (instructions can be found here). 

 

 

Step 22 - Once your file upload goes through (permitting it is formatted correctly) your claimants will show up on 
the next page. When you finished the file upload, click Continue and go back to Step 12. 

 

 

 

https://www.scbosmo.sc.gov/Portals/0/pdfs/UCB114_Uploading.pdf

