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Connecting People and Employers through Engagement

Beginning with first quarter 2019, employers will file one quarterly report, 

the Quarterly Employment and Wage Report, also known as the UC -5.  

This tutorial will guide you through the process for manual entry of 

quarterly wages. Manual wage entry is allowed for employers with 50 or 

fewer wage records. Reporting more than 50 wage records must be 

done using the File Upload functionality.  You can find instructions for 

that process in the File Upload module available at in.gov/ dwd , in the 

same location where you found the link to this tutorial. 
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¦ǎŜǊǎ Ƴǳǎǘ ƘŀǾŜ ǘƘŜ !ŘƳƛƴƛǎǘǊŀǘƻǊ ƻǊ ²ŀƎŜ wŜŎƻǊŘǎ ǊƻƭŜ ǘƻ ŀŎŎŜǎǎ ǘƘŜ ǿŀƎŜ ǊŜπ

ǇƻǊǘ ǇƻǊǘŀƭΦ  ¢ƻ ōŜƎƛƴΣ ǎƛƎƴ ƛƴ ǘƻ ǘƘŜ 9ƳǇƭƻȅŜǊ {ŜƭŦ {ŜǊǾƛŎŜ ǇƻǊǘŀƭΦ 
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!ƊŜǊ ǎƛƎƴƛƴƎ ƛƴ ǘƻ ¦t[LbY 9ƳǇƭƻȅŜǊ {ŜƭŦ {ŜǊǾƛŎŜ ό9{{ύ ȅƻǳ ǿƛƭƭ ŬƴŘ ȅƻǳǊǎŜƭŦ ŀǘ ǘƘŜ 

9ƳǇƭƻȅŜǊ IƻƳŜ tŀƎŜΦ   

/ƭƛŎƪ ƻƴ άCƛƭŜ ŀ wŜǇƻǊǘ άΦ   

¸ƻǳ Ƴŀȅ ŀƭǎƻ ŎƭƛŎƪ ƻƴ ά²ŀƎŜ wŜǇƻǊǘǎέ ŀƴŘ ǘƘŜƴ άCƛƭŜ ŀ ²ŀƎŜ wŜǇƻǊǘέ ŦǊƻƳ ǘƘŜ ƭŜƊ

-ƘŀƴŘ ƴŀǾƛƎŀǝƻƴ ōŀǊΦ 
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¢ƘŜ ²ŀƎŜ wŜǇƻǊǝƴƎ ǎŎǊŜŜƴ ǿƛƭƭ ŀǇǇŜŀǊΦ  CǊƻƳ ƘŜǊŜΣ ǳǎƛƴƎ ǘƘŜ ŘǊƻǇ-Řƻǿƴ ƳŜƴǳ 
ƻǇǝƻƴǎΣ ǎŜƭŜŎǘ ǘƘŜ ά¸ŜŀǊέ ŀƴŘ άvǳŀǊǘŜǊέ ȅƻǳ ǿƛǎƘ ǘƻ ǊŜǇƻǊǘΦ /ƭƛŎƪ άbŜȄǘέ ǘƻ Ŏƻƴπ
ǝƴǳŜΦ   {ŜŎǝƻƴ ƻƴŜ όмύ ǿƛƭƭ ŘƛǎǇƭŀȅ ƎǊŜŜƴ ǿƛǘƘ ŀ ŎƘŜŎƪƳŀǊƪ ŀƴŘ ǎŜŎǝƻƴ ǘǿƻ όнύ 
ǿƛƭƭ ƻǇŜƴΦ 
 
ϝhƴƭȅ ǉǳŀǊǘŜǊǎ ŀǾŀƛƭŀōƭŜ ǘƻ ǎǳōƳƛǘ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ŦƻǊ ǎŜƭŜŎǝƻƴΦ  vǳŀǊǘŜǊǎ ǇǊŜǾƛπ

ƻǳǎƭȅ ǎǳōƳƛǧŜŘΣ ƛƴ ǘƘŜ ŦǳǘǳǊŜΣ ǳƴŘŜǊ ŀǳŘƛǘ ƻǊ ǘƘŀǘ ƘŀǾŜ ōŜŜƴ ŀǳŘƛǘŜŘ ǿƛƭƭ ƴƻǘ Řƛǎπ

ǇƭŀȅΦ  

 

 LŦ ȅƻǳ ŀǊŜ ŀǧŜƳǇǝƴƎ ǘƻ ŎƘŀƴƎŜ ŀ ǊŜǇƻǊǘ ǘƘŀǘ Ƙŀǎ ŀƭǊŜŀŘȅ ōŜŜƴ ǎǳōƳƛǧŜŘΣ ȅƻǳ 

Ƴǳǎǘ ŀŎŎŜǎǎ ǘƘŜ !ƳŜƴŘŜŘ ²ŀƎŜ wŜǇƻǊǝƴƎ ǎŎǊŜŜƴ ǿƘƛŎƘ Ŏŀƴ ŀƭǎƻ ōŜ ŦƻǳƴŘ ǳƴŘŜǊ 

ǘƘŜ ά²ŀƎŜ wŜǇƻǊǘǎέ ǎŜŎǝƻƴ ƛƴ ǘƘŜ ƭŜƊ ƘŀƴŘ ƴŀǾƛƎŀǝƻƴ ōŀǊΦ 
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!ƊŜǊ ǎŜƭŜŎǝƴƎ ǘƘŜ ǊŜǇƻǊǝƴƎ ǇŜǊƛƻŘΣ ǎŜŎǝƻƴ ƻƴŜ όмύ ƴƻǿ ŘƛǎǇƭŀȅǎ ǿƛǘƘ ŀ ƎǊŜŜƴ 

ŎƘŜŎƪƳŀǊƪ ǘƻ ǎƘƻǿ ƛǘ Ƙŀǎ ōŜŜƴ ŎƻƳǇƭŜǘŜŘΦ  

Lƴ ǎŜŎǝƻƴ ǘǿƻ όнύΣ ȅƻǳ ǿƛƭƭ ǎŜƭŜŎǘ ȅƻǳǊ ǊŜǇƻǊǝƴƎ ƳŜǘƘƻŘΦ Lƴ ǘƘŜ ŜǾŜƴǘ ǘƘŀǘ ȅƻǳ 

ǇŀƛŘ ƴƻ ŜƳǇƭƻȅŜŜǎ ŘǳǊƛƴƎ ǘƘŜ ǉǳŀǊǘŜǊ ȅƻǳ ŀǊŜ ǊŜǇƻǊǝƴƎΣ ȅƻǳ Ƴŀȅ ǎŜƭŜŎǘ άbƻǘƘƛƴƎ 

ǘƻ wŜǇƻǊǘΦέ   hǘƘŜǊǿƛǎŜΣ ǎŜƭŜŎǘ ǘƘŀǘ ȅƻǳ Řƻ ƴƻǘ ƘŀǾŜ ƳƻǊŜ ǘƘŀƴ рл ŜƳǇƭƻȅŜŜǎ ǘƻ 

ǊŜǇƻǊǘ ŀƴŘ ǘƘŜƴ ǎŜƭŜŎǘ άaŀƴǳŀƭ 9ƴǘǊȅΦέ  

 !ƊŜǊ ŎƭƛŎƪƛƴƎ άbŜȄǘΣέ ǎŜŎǝƻƴ ǘǿƻ όнύ ǿƛƭƭ ŘƛǎǇƭŀȅ ƎǊŜŜƴ ǿƛǘƘ ŀ ŎƘŜŎƪƳŀǊƪ ǘƻ ǎƘƻǿ 

ƛǘ Ƙŀǎ ōŜŜƴ ŎƻƳǇƭŜǘŜŘΦ 
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¸ƻǳ ŀǊŜ ƴƻǿ ǊŜŀŘȅ ǘƻ ŜƴǘŜǊ ȅƻǳǊ ǿŀƎŜ ǊŜǇƻǊǘΦ ¸ƻǳ Ƴŀȅ ǎŜŜ ŜȄƛǎǝƴƎ ŜƳǇƭƻȅŜŜ ǊŜŎπ

ƻǊŘǎ ƛŦ ȅƻǳ ǊŜǇƻǊǘŜŘ ƛƴ ǘƘŜ ǇǊƛƻǊ ǉǳŀǊǘŜǊΦ  ²Ŝ ǿƛƭƭ ŎƻǾŜǊ ǿƻǊƪƛƴƎ ǿƛǘƘ ŜȄƛǎǝƴƎ ŜƳπ

ǇƭƻȅŜŜ ǊŜŎƻǊŘǎ ƛƴ ŀ ƳƻƳŜƴǘΦ  

 LƳǇƻǊǘŀƴǘΥ  ¢ƘŜ ά{ŀǾŜ tǊƻƎǊŜǎǎΣέ /ƘŜŎƪ wŜǇƻǊǘΣέ ŀƴŘ ά{ǳōƳƛǘ wŜǇƻǊǘέ ōǳǧƻƴǎ ǿƛƭƭ 

ŜŀŎƘ ǎŀǾŜ ǘƘŜ ǊŜŎƻǊŘǎ ȅƻǳΩǾŜ ŜƴǘŜǊŜŘΦ  ¢ƻ ŜƴǎǳǊŜ ȅƻǳ ŘƻƴΩǘ ƭƻǎŜ ȅƻǳǊ ŘŀǘŀΣ ƛǘ ƛǎ ŀ 

ƎƻƻŘ ƛŘŜŀ ǘƻ ǳǎŜ ǘƘŜ ά{ŀǾŜ tǊƻƎǊŜǎǎέ ōǳǧƻƴ ǊŜƎǳƭŀǊƭȅΣ ŜǎǇŜŎƛŀƭƭȅ ƛŦ ȅƻǳ ƘŀǾŜ ŀ 

ƭŀǊƎŜ ƴǳƳōŜǊ ƻŦ ǊŜŎƻǊŘǎ ǘƻ ŜƴǘŜǊΦ  

 LŦ ȅƻǳ ƴŜŜŘ ǘƻ ŀŘŘ ŀ ƴŜǿ ŜƳǇƭƻȅŜŜΣ ƻǊ ȅƻǳ ƘŀǾŜ ƴƻ ŜȄƛǎǝƴƎ ǊŜŎƻǊŘǎΣ ŎƭƛŎƪ ά!ŘŘ 

9ƳǇƭƻȅŜŜέ ǘƻ ōŜƎƛƴΦ 



у 

! ōƭŀƴƪ ǇŀƴŜƭ ǿƛƭƭ ŀǇǇŜŀǊΦ  9ƴǘŜǊ ǘƘŜ ƛƴŦƻǊƳŀǝƻƴ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ǘƘŜ ŜƳǇƭƻȅŜŜ 

ȅƻǳ ŀǊŜ ǊŜǇƻǊǝƴƎΦ 
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!ƊŜǊ ŀƭƭ ŬŜƭŘǎ ƘŀǾŜ ōŜŜƴ ŎƻƳǇƭŜǘŜŘ ǿƛǘƘ ǘƘŜ ǊŜǉǳŜǎǘŜŘ ƛƴŦƻǊƳŀǝƻƴ ŎƭƛŎƪ ά/ƭƻǎŜ ϧ 

!ŘŘέ ƛŦ ȅƻǳ ƘŀǾŜ ŀƴƻǘƘŜǊ ŜƳǇƭƻȅŜŜ ǘƻ ǊŜǇƻǊǘ ǘƘŀǘ ȅƻǳ ƘŀǾŜƴΩǘ ȅŜǘ ŀŘŘŜŘΦ  

LŦ ǘƘƛǎ ƛǎ ǘƘŜ ƻƴƭȅ ƻǊ ƭŀǎǘ ŜƳǇƭƻȅŜŜ ǘƻ ŀŘŘ ǘƻ ȅƻǳǊ ǊŜŎƻǊŘΣ ŎƭƛŎƪ ά/ƭƻǎŜ ϧ 5ƻƴŜέ ǘƻ 

ǊŜǘǳǊƴ ǘƻ ǘƘŜ 9ƴǘŜǊ ¸ƻǳǊ wŜǇƻǊǘ ǎŎǊŜŜƴΦ  

¸ƻǳ Ƴǳǎǘ ŀŘŘ ƻǊ ŜŘƛǘ ŀ ǇŀƴŜƭ ŦƻǊ ŜŀŎƘ ŜƳǇƭƻȅŜŜ ǘƘŀǘ ȅƻǳ ŀǊŜ ǊŜǇƻǊǝƴƎ ŦƻǊ ǘƘŜ ǎŜπ

ƭŜŎǘŜŘ ǉǳŀǊǘŜǊΦ 
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¢ƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ŀŘŘ ŜŀŎƘ ǇŀƴŜƭΩǎ ƎǊƻǎǎ ǿŀƎŜǎ ǘƻƎŜǘƘŜǊ ŀǎ ƴŜǿ ǇŀƴŜƭǎ ŀǊŜ ŀŘŘŜŘΦ  ¢ƘŜ ǘƻǘŀƭ 
ƴǳƳōŜǊ ƻŦ ŜƳǇƭƻȅŜŜ ǊŜŎƻǊŘǎ ŜƴǘŜǊŜŘ ǿƛƭƭ ŀƭǎƻ ōŜ ŘƛǎǇƭŀȅŜŘΦ   

¦ǎŜǊǎ Ƴŀȅ ŎƘƻƻǎŜ ǘƻ ŜŘƛǘ ƻǊ ŘŜƭŜǘŜ ŀ ǿŀƎŜ ǊŜŎƻǊŘ ŦǊƻƳ ǘƘƛǎ ǎŎǊŜŜƴΦ  !ŘŘƛǝƻƴŀƭƭȅΣ ǳǎŜǊǎ Ƴŀȅ 
ŎƻƭƭŀǇǎŜ ƻǊ ŜȄǇŀƴŘ ǿŀƎŜ ǊŜŎƻǊŘ ǇŀƴŜƭǎ ŀǎ ƴŜŜŘŜŘΦ    

LŦ ȅƻǳ ƘŀŘ ŜȄƛǎǝƴƎ ŜƳǇƭƻȅŜŜ ǊŜŎƻǊŘǎ ŀǘ ǘƘŜ ōŜƎƛƴƴƛƴƎ ƻŦ ǎǘŜǇ ǘƘǊŜŜΣ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ŀŘŘ ƎǊƻǎǎ 
ǿŀƎŜǎ ŀƴŘ ǿƘŜǘƘŜǊ ǘƘŜ ŜƳǇƭƻȅŜŜ ǿƻǊƪŜŘ ƛƴ ǘƘŜ ŬǊǎǘΣ ǎŜŎƻƴŘΣ ƻǊ ǘƘƛǊŘ ƳƻƴǘƘ ƻŦ ǘƘŜ ǉǳŀǊǘŜǊ 
ŦƻǊ ŜŀŎƘ ŜƳǇƭƻȅŜŜ ǘƘŀǘ ǊŜŎŜƛǾŜŘ Ǉŀȅ ŘǳǊƛƴƎ ǘƘŜ ǉǳŀǊǘŜǊΦ  

!ƊŜǊ ŀƭƭ ǉǳŀǊǘŜǊƭȅ ǿŀƎŜ ǊŜŎƻǊŘ Řŀǘŀ Ƙŀǎ ōŜŜƴ ŜƴǘŜǊŜŘΣ ŎƭƛŎƪ ά{ǳōƳƛǘ wŜǇƻǊǘέΦ  ¸ƻǳ Ƴŀȅ ŀƭǎƻ 
ŎƭƛŎƪ ά/ƘŜŎƪ wŜǇƻǊǘέ ŀǘ ŀƴȅ ǝƳŜ ǘƻ ŎƘŜŎƪ ŜȄƛǎǝƴƎ ǊŜŎƻǊŘǎ ŦƻǊ ŜǊǊƻǊǎΦ  wŜƳŜƳōŜǊ ǘƘŀǘ ŀƴȅ ƻŦ 
ǘƘŜ ǘƘǊŜŜ ōǳǧƻƴǎ ŀǘ ǘƘŜ ōƻǧƻƳ ǿƛƭƭ ǎŀǾŜ ȅƻǳǊ ǇǊƻƎǊŜǎǎΦ 

 
¸ƻǳ Ŏŀƴ ŬƴŘ ƛƴǎǘǊǳŎǝƻƴǎ ŦƻǊ ŜǊǊƻǊ ƘŀƴŘƭƛƴƎ ƛƴ ǘƘŜ 9ǊǊƻǊǎ ƳƻŘǳƭŜ ŀǾŀƛƭŀōƭŜ ŀǘ ƛƴΦƎƻǾκŘǿŘΣ ƛƴ 

ǘƘŜ ǎŀƳŜ ƭƻŎŀǝƻƴ ǿƘŜǊŜ ȅƻǳ ŦƻǳƴŘ ǘƘŜ ƭƛƴƪ ǘƻ ǘƘƛǎ ǘǳǘƻǊƛŀƭΦ 
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