SCWAGES CHECK LIST
System Requirements:  The diskette/CD wage reporting program requires a PC with one of the following operating systems: Windows 95, 98, 2000 NT or XP. 17Mb of free disk space is needed on the PC for installation. You will also need a 3.5" floppy disk drive capable of writing to a high density (1.44/1.2 Mb) diskette or CD burner.  If you will need to use more than one diskette, please file on CD if you have the capability to.  In addition, forms must be printed using a laser jet printer.
Note: This program must be installed directly to the hard drive of your PC.

Test Diskette:  It is not necessary to submit a test when using our Agency’s “SCWages” software.  

Printing:  DO NOT print over the encoded form provided by the Agency.  Forms UCE-101/120 may be printed on white 24-pound paper.  Form UCE-101 is cut to 4 1/4 x 8 1/2 inches prior to submission to avoid a non-compliant penalty. 
Labels:  If you are an employer submitting wages via the “SCWages” software, a standard diskette label should include the employer name, Account Number, quarter being submitted, “SCWages”, contact name, telephone number and e-address.  If you are a service filing for more than one employer account on a single diskette, indicate on the label the name of your filing service, the quarter being submitted, the number of employers reported on the diskette, “SCWages”, contact name, telephone number and e-address.  Disks and CDs must contain a contact name, phone number and e-address (if available) on the outside label to be processed.
Control Sheet:  If more than one employer account is being reported on the diskette, you will need to submit a “Control Sheet” along with the wage diskette.  The Control Sheet lists the Account Numbers and employer names contained on the diskette.  You can generate this report from the “Employers Reported” section of the “SCWages” software.  Accounts with out SCESC Account Numbers must be filed individually or be subject to penalty assessments.
Mailing Instructions:  Wage diskettes/CDs should always be protected by using special diskette envelopes or by padding.  Write “Magnetic Media ~ Do Not Scan” on the outside of the envelope to avoid postal service damage to your disk.  Form UCE-120 should have Items #5 and #10 completed.  Form UCE-101 should be completed and included.  The following address should be used when submitting quarterly wage information:  S. C. Employment Security Commission, Attn:  Contribution Section, P. O. Box 7103, Columbia, S. C.  29202

Include With Diskette:  *note ~ Do NOT submit a paper copy of Form UCE-120 (individual employee wage listing) with your diskette/CD.  Doing so could result in duplicated wages being filed and a penalty assessment ($25.00 - $1,000.00) per employer. If you are an employer, submit the wage diskette, the completed UCE-120/101, and remittance.  Filing services should submit a diskette that contains all employers’ wage information and a control sheet indicating the Account Numbers and employers being reported.  (Filing services may route the UCE-120/101 to the employer for submission or submit the UCE-120/101’s for all clients with a single remittance.  A single remittance may cover no more than 50 employers, due to batch requirements for processing.)  Reports/records for accounts that have an established Account Number with our Agency must include that number when filing or be subject to penalty assessments.  Reports/records filed without an SCESC number should be filed individually.  Reports with Zero Total Wages may not be filed on diskette or CD.
Due Dates:  Completed UCE-120/101 forms, remittances, and wage information are due on or before the last day of the month following the end of the quarter, with no exception granted for weekends or holidays.
Corrections to Wage Info Submitted on Diskette:  Wage credits are not accepted on quarterly filings (paper nor magnetic media) and must be made on Form UCE-120C, available by calling 803-737-3080 or by accessing this web site: http://www.sces.org/ui/employer/forms.
Credits and Debits:  All credits and debits must be applied manually.
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