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 UC Tax  Repor t  Submiss ion 
To start submission of quarterly UC Tax Report, click the down arrow for the menu 

and choose the UC Tax Report option and click  button.  

  

An instruction splash page will appear, click the  button.   
 
 

Note to first time users: If this is the first time you have used the on-line 
JFS report filing system, you will need to confirm your JFS employer 
number before proceeding.  This will only need to be entered the first time 
you use the new system.  Going forward, your JFS employer number will be 
saved and associated with your company name and FEIN number. 
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Once you are at the JFS progress page and begin to open a new report, you will receive 
an error message reading: 

 

 
 
 

Click the  button.  You will be 
prompted to enter your JFS Employee Number.   

 

 
 

Click the  button.  You will then be forwarded to a Confirm 

Profile Maintenance screen.  Click the  button. 

 

You will then be returned to the first page of your UC Tax Report process, the 
Employer’s Report of Wages screen. 
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Note: Only one report can be created for each filing period.  If a report 
currently exists in the “In Progress” or “Ready to File” fields an error 
message will provide instructions on next steps. 

 
 

Report Navigation  
The report submission process is made of three screens: 

 
Throughout this section, various buttons are listed at the bottom of each screen.  These 
allow you to navigate through the report process, save your work, edit your work and 
accept and close out your report. 

 

Action Result 

 
Returns you to either the previous page you viewed or back to the Ohio 
Job and Family Services progress page.  

 
Moves you forward to the next page. 

 
Saves the information submitted into your report and refreshes your 
current screen. 

 
Saves the information submitted into your report and moves you back to 
the Ohio Job and Family Services progress page. 

 
Located on the UC Tax Summary screen only, takes you back to the first 
screen in the report process. (Employer’s Report of Wages screen). 

 
This will close the report you are currently working on and file it into the 
“Ready to File” report listing. 
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Note: If at any time you have exited your reporting process, you will be 
returned to the Ohio Job and Family Services progress page.  Simply click 

on the  button for any report in the “In Progress” report 
listing and you will be returned to that existing report. 

Employer’s Report of Wages 
When opened, the Employer’s Report of Wages screen will automatically populate with 
data from the information JFS associates with the FEIN number and JFS number 
displayed at the top of the page, information provided in the previous quarter filing. 

 
 
 

All employee “Paid Wages” check boxes will automatically populate. 

Line items with a populated “Paid Wages” field must have the “Gross Wages Pd. This 
Qtr” and “No. of Weeks” fields populated with the appropriate figures to proceed to 
the next page. 
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Unchecking the “Paid Wages” check box for a line item assumes no wages were paid for 
that employee.  All associated fields for each line item unchecked (“Gross Wages Pd. 
This Str” and “No. of Weeks” fields) need to read “0” to process your report. 

Instructions 
This report submission process consits of a three page process.  The Employer’s Report 
of Wages is the first screen in this three-step process. 

 

Click the checkmark box (  ) for each employee that you are submitting payment for 
this quarter. 

Clicking the  or  buttons at the top right of the 
employee list table, will execute this action for all employees with one click. 

You are able to sort this table by clicking on the blue highlighted column heading for 
“Employee SSN” or “Employee Last Name” 

Fill the appropriate figures in the “Gross Wages Pd. This Qtr” and “No. of Weeks” 
fields. 

Click the  button to continue to the Employer’s Contribution Report 
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Employer’s Contribution Report 

 

Instructions 
You are now on the second page of this three page process - the Employer’s Contribution 
Report. 

 
Fill in the “9. Number of Covered Workers” you are submitting for this quarter’s 
report.  This should reflect the same number of employees you provided information 
for on the previous page. 

Click the  button to continue to the UC Tax Summary page. 
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UC Tax Summary 
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Instructions 

UC Tax Report Submission  Page 9 



User Guide Job and Family Services 3/24/2009 

You are now on the third and last page of this three page process - the UC Tax 
Summary. 

 
Review this page to be sure the information you have submitted is correct. 

If the information is not correct and changes need to be made, click the 

 button.  This will return you to the Employer’s Report of Wages page 
(the first page in the report submitting process). 

 

No Workers/No Wages 
In the case that you do not have any employees or wages paid to report in one quarter, 
simply check mark the “No Workers/No Wages” check box at the top left hand corner 
of the employee list table.  The employee you have unchecked to remove need to have 
their “Gross Wages Pd. This Qtr” and “No. of Weeks” fields blank, as well.   

 

 

Adding and Deleting Employees 
Adding Employees 
To add an employee not listed on the Employer’s Report of Wages employee list: 

Simply fill out the appropriate fields in the Add Employee table and click 

. 

  

Deleting Employees 
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To remove an employee from your list on the Employer’s Report of Wages employee list:  

Make sure the employee you want to remove from the exisiting list is unchecked in the 
“Paid Wages” column, in addition to leaving the associated fields for the “Gross Wages 
Pd. This Qtr” and “No. of Weeks” fields blank.  This will remove them from your 
current report and any report going forward. 

 
 

Out-Of-State Taxable Wages 
If you have employees that need out-of-state taxable wages reported, click the link 
“OUT-OF-STATE TAXABLE WAGES” at the bottom of the Employer’s Report of Wages 
screen. 

 
 

This will bring you to the Out-of-Wages Taxable Wages screen.  

  

 
 

Fill in the appropriate fields and click the  button. 
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Note: If you are reporting out-of-state taxable wages for any employees, 
your UC Tax Summary will include your normal reporting table for all 
employees’ reportable wages and an additional table for the out-of-state 
taxable wages. 

 
 

Filing Your Report 

The  button on the last page of the report process (UC Tax Summary 
screen) will close your exisiting report and place it as a “Ready To File” report on the 
Ohio Job and Family Services progress page.  Your report will be viewable and editable 
after it has changed status from “In Progress” to “Ready to File”.  
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