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Purpose

According to Code Section 12-54-250(F)(1), a tax preparer who prepares 100 or more returns for a tax period for the
same tax year shall submit all returns by electronic means where available. A person who fails to comply with the
provision of Code Section 12-54-250(F)(1) may be penalized in an amount to be assessed by the department equal
to $50 for each return.

Batch filing is the means to electronically file the SC Withholding returns. This program provides payroll tax service
providers or other return preparers an easier, more convenient way to file South Carolina Withholding returns. This
should also be a benefit to the preparers and their clients as returns would not be lost or misfiled which should
reduce the number of notices received by the taxpayers.

Who May Participate

Reporting agents, return preparers or other interested parties who file 100 or more South Carolina withholding
returns are eligible to participate in the Withholding Batch Filing program.

How to Apply
Application and Testing

To be considered for participation in the filing program, eligible parties must submit a completed application
(WH-1614) to SCDOR. After SCDOR receives the completed application and if approved, the applicant will be
furnished a user identification and password. Once the user identification and password are obtained, the applicant
can upload a test file to the SCDOR File Transfer server. Each time a file is uploaded to the server, SCDOR
must be notified. This test file, sent in with the Transmittal Document (WH-1615) and paper backup report, will be
evaluated and the applicant will be notified of any errors (i.e. formatting errors or erroneous return data). Once the
testing of the reporting file has been successfully completed, the applicant will receive authorization to begin filing
with this program.

Contact Information

After the test file or live file has been uploaded, email the WH-1615 and backup report to the following email address
EWITHHOLDING@SCTAX.ORG,; failure to submit the WH-1615 and backup report with each file upload will delay
the Batch Processing. Each time afile is uploaded to the FT server, SCDOR must be notified.



Filing Requirements

This publication sets forth the requirements that reporting agents must follow in order to file Withholding quarterly tax
returns with the South Carolina Department of Revenue using the Withholding Batch Filing program. Reporting agents
have to submit these returns electronically to the File Transfer server.

Only the following types of returns may be filed using this program:
WH-1605 SC Withholding Quarterly Tax Return
WH-1606 SC Withholding Fourth Quarter/Annual Reconciliation Tax Return

For each reporting File:
Only one return type may be filed;
Only one return per employer may be contained in the file;
Only returns for one quarter may be contained in the file;
All records must contain a valid 9 digit South Carolina Withholding number that begins with 25 and ends with the
check digit.

SEE THE FOLLOWING PAGES FOR THE CHECK DIGIT CALCULATION.

® No payments will be accepted with the filing.

® A WH-1615 transmittal document must be furnished to SCDOR

® A backup paper report listing the FEI number, SC withholding number, Name of the company, total tax
withheld, and total payments. This report must be in SC WITHHOLDING NUMBER order.

File Name

The name of your batch file should be your company name and the period covered (1st2010, 2nd2010, 3rd2010, or
4th2010). It should be in .txt format. Example: SCDOR1st2010.txt

Returns That Cannot Be Filed With This Program

The Quarterly Tax Returns cannot be filed using the Withholding Batch program under the following conditions:
e The reporting agent has not submitted a test file that meets the requirements and specifications of this publication.
e The reporting agent has not been notified that the test was successful.
® The reporting agent does not have accurate South Carolina Withholding numbers (nine digit numbers beginning
with "25") for each employer included in the filing.
e Amended returns cannot be processed through batch processing.



South Carolina Department of Revenue

Check Digit Calculation - Modulus 10 [2121...]
Revised 11/29/07

The number is given a weight by which it is multiplied. The positions in the number are weighted from left
to right. The scheme for this routine is 2121... where the first number in the number is multiplied by 2.
The second number is multiplied by 1 and the third number is multiplied by 2 and so forth. These weights
are used to multiply the digits of the number to produce a result. The result of the multiplication could be a
two digit number where each digit is treated as a single digit. An example is 7 x 2 = 14 which will convert
to 1 + 4. The last digit (right most) of the grand total of all the multiplication results is subtracted from 10
to create the check digit.

** |f the sum is 10, 20, 30, etc... the check digit value is 0 **

Example for File Number:
File Number = 79098924

Number digits: 7 90 9 8 9 2 4
Multiplier: 21212121
Results: 149 09169 4 4

Sum = 1+4+9+0+9+1+6+9+4+4 = 47

Check Digit=10-7=3

Example for Scan Line with numeric only:

Column 1 2 3 4 5 6 7

1234567890123456789012345678901234567890123456789012345678901234567890
AAAAAAAAXXBBBBBBBBBXXCCCCCCCCCXXDDEEXXFFFFFFFFFFEXXXXXXXXXXXG
30801021 123456789 987654321 1208 00000010000 6

Check Digit calculation for fields B, C, D, E and F using Modulus 10 (21...) starting from the left digit.

Do NOT use spaces in the calculation, only digits (or digit translation from alpha characters).

Numberdigits:1 23456 789987654321120800000010000
Multiplier: 212121212121212121212121212121212
Results: 22641061481891671258341220800000020000

Sum =
24+2+6+4+1+0+6+1+4+8+1+8+9+1+6+7+1+2+5+8+3+4+1+2+2+0+8+0+0+0+0+0+0+2+0+0+0+0=104

Check Digit=10-4=6



South Carolina Department of Revenue

Check Digit Calculation - Modulus 10 [2121...] (continued)
Revised 11/29/07

Example 1 for Scan Line with alpha (4 letters in name control field):

Column 1 2 3 4 5 6 7

1234567890123456789012345678901234567890123456789012345678901234567890
AAAAAAAAXXBBBBBBBBBXXCCCCCCCCCXXDDEEXXFFFFXXGGGGGGGGGGGXXXXXH
33321027 123456789 987654321 1207 CLAR 00000010000 7

The alpha translation into numeric for check digit calculation is as follows: A=1, B=2, C=3, D=4, E=5, F=6,
G=7, H=8, =9, J=1, K=2, L=3, M=4, N=5, 0=6, P=7, Q=8 R=9, S=2, T=3, U=4, V=5, W=6, X=7, Y=8,
Z=9.

Check Digit calculation for fields B, C, D, E, F and G using Modulus 10 (21...) starting from the left digit.

Do NOT use spaces in the calculation, only digits (or digit translation from alpha characters).

Numberdigits: 1 23456 7899876543211207CLARO00000010000O0
Multiplier: 2121212121212121212121212 121212121212
Results: 226410614818916712583 41220763 2900000020000
Sum =

2+2+6+4+1+0+6+1+4+8+1+8+9+1+6+7+1+2+5+8+3+4+1+2+2+0+7+6+3+2+9+0+0+0+0+0+0+2+0+0+0
+0=123

Check Digit=10-3=7

Example 2 for Scan Line with alpha (2 letters in name control field):

Column 1 2 3 4 5 6 7

1234567890123456789012345678901234567890123456789012345678901234567890
AAAAAAAAXXBBBBBBBBBXXCCCCCCCCCXXDDEEXXFFFFXXGGGGGGGGGGGXXXXXH
33321027 123456789 987654321 1207 HO 00000010000 4

The alpha translation into numeric for check digit calculation is as follows: A=1, B=2, C=3, D=4, E=5, F=6,
G=7, H=8, 1=9, J=1, K=2, L=3, M=4, N=5, 0=6, P=7, Q=8 R=9, S=2, T=3, U=4, V=5, W=6, X=7, Y=8,
Z=9.

Check Digit calculation for fields B, C, D, E, F and G using Modulus 10 (21...) starting from the left digit.

Do NOT use spaces in the calculation, only digits (or digit translation from alpha characters).

Numberdigits: 1 23456 7899876543211207H000000010000
Multiplier: 21212121212121212121212 121212121212
Results: 22641061481891671258341220716600000020000
Sum =

2+2+6+4+1+0+6+1+4+8+1+8+9+1+6+7+1+2+5+8+3+4+1+2+2+0+7+7+6+0+0+0+0+0+0+2+0+0+0+0=
116

Check Digit=10-6=4



South Carolina Department of Revenue

Check Digit Calculation - Modulus 10 [2121...] (continued)
Revised 7/28/08

Example 3 for Scan Line with alpha (3 letters in name control field):

Column 1 2 3 4 5 6 7

1234567890123456789012345678901234567890123456789012345678901234567890
AAAAAAAAXXBBBBBBBBBXXCCCCCCCCCXXDDEEXXFFFFXXGGGGGGGGGGGXXXXXH
33321027 123456789 987654321 1207 POE 00000010000 6

The alpha translation into numeric for check digit calculation is as follows: A=1, B=2, C=3, D=4, E=5, F=6,
G=7, H=8, =9, J=1, K=2, L=3, M=4, N=5, 0=6, P=7, Q=8 R=9, S=2, T=3, U=4, V=5, W=6, X=7, Y=8,
Z=9.

Check Digit calculation for fields B, C, D, E, F and G using Modulus 10 (21...) starting from the left digit.

Do NOT use spaces in the calculation, only digits (or digit translation from alpha characters).

Numberdigits: 1 23456 7899876543211207PpP OEO000000210000
Multiplier: 21212121212121212121212 1212121212121
Results: 2264106148189167125834122071461000000010000
Sum =

2+2+6+4+1+0+6+1+4+8+1+8+9+1+6+7+1+2+5+8+3+4+1+2+2+0+7+1+4+6+1+0+0+0+0+0+0+0+1+0+0
+0+0=114

Check Digit=10-4=6



Alpha (Alpha)

Alphanumeric (A/N)

ASCII

Block

Character Set

EBCDIC

FEI

Electronic Filing

Electronic
Filing Coordinator

Numeric (Num)

Numeric (Num$)

Reporting Agent

Reporting File

SCDOR

SC Withholding #

DEFINITIONS

Pertains to the field format type of specific fields in the record layout. Valid values are: A-Z.
This (Alpha) field must be left justified, and space filled on the right.

Pertains to the field format type of specific fields in the record layout. Valid values are: A-Z,
0-9, and certain special characters specified. This (A/N) field must be left justified, and
space filled on the right.

American Standard Code for Information Interchange. One of the acceptable character sets
used for electronic processing of data.

Physical Record typically made up of logical records.

A group of unique electronic definitions for all letters, numbers and punctuation symbols;
example: EBCDIC, ASCII.

Extended Binary Coded Decimal Interchange Code. One of the acceptable character sets
used for electronic processing of data.

Federal Employer Identification Number.

Designates the filing (reporting) of tax returns by file transfer/transmission of the Reporting
file over an acceptable network link between the Reporting Agents site and SCDOR.

The person at SCDOR responsible for coordinating all activity concerning Magnetic and
Electronic Filing to include Agent requests, testing and certification to file, and media
processing .

Pertains to the field format type of specific fields in the record. In this publication, Valid
values: only 0-9. Fields designated (Num) must be unpacked, unsigned, right justified, and
zero filled on the left.

Pertains to the field format type of specific fields in the record. Valid values: 0-9. In this
publication, Num$ is a money field and must include dollars and cents with an implied
decimal position. Fields designated (Num$) must be unpacked, unsigned, right justified,
and zero filled on the left.

Person responsible for preparing and filing the quarterly returns. In this publication, may
also be referred to as Payroll Provider.

Contains the Employer Withholding Tax Returns being reported (filed) to SCDOR by the
Reporting Agent during this quarterly cycle.

South Carolina Department of Revenue - Employer Withholding.

South Carolina Withholding Number (25
to SCDOR systems.

_). This number identifies the employer



How to Avoid Errors

No Spaces in File name.

Length of File name cannot exceed 30 characters.

File extension must be "TXT."

Number of characters should not exceed field length given in Specifications.

Verify valid state withholding numbers. Obtain Form 101 Withholding Agent Registration from clients. This form has
the assigned state withholding number.

No special characters allowed.

Only 1 SA record per file.

SA record must be the first record on the file.

Only 1 ST record per file.

ST record must be final record on the file.

No amended returns.

Only one SE record per file number.

ST record fields are totals for each field in the SE record file specifications.

File name must be your Company name and filing quarter. Example: SCDOR1st2010.txt
Email WH-1615 and backup report each item you upload a file to the FT server.

Make sure your backup report contains all the required information.

No negative numbers in the file.

Do not use the dash in the state withholding number.

Do not use a Federal ID number for a state withholding number.

Use the current year form WH-1615.

Do not include the Federal Liability in the SE record or ST record if the amounts exceed the field length.

Type of Form Filed field is WH-1605 for 1st, 2nd, and 3rd quarters; WH-1606 is for 4th quarter only.



ELECTRONIC REPORTING

Secure File Transfer
Section 01



LOG-ON, FILE TRANSFER, LOG-OUT PROCEDURES

The instructions on the following pages are step by step procedures for logging on, transferring data, and logging out of
the South Carolina Department of Revenue (SCDOR) Secure File Transfer Server.

If assistance is needed, please call your SCDOR Representative, Ashley Williams, at (803) 896-1406 or Keith Wicker,
at (803) 896-1715, option 2.

To prevent any unauthorized use of the User Identification and password, always remember to log off completely from
the Server when work is completed, or when leaving the computer for any length of time. This includes closing the
Browser.




How to Log On to the
SCDOR File Transfer Server

1. Enter the following address in the Web browser: https://ft.sctax.org

A Connect message box similar to the one below will be displayed requesting a network user identification (User name)
and Password.

Connect to fi.sctax.org

SCDOREXT
Licer name: |ﬁ SCESC v
Password: | sssssms

[ remember my password

| o || cancal

2. Enter the User ID (as provided by SCDOR) and password and click OK.

If the User ID and password are not valid, the above message box will continue to display until a valid User ID and

password are entered. If assistance is needed, call your SCDOR Representative, Ashley Williams, at (803)
896-1406 or Keith Wicker, at (803) 896-1715, option 2.

3. If the User ID and password are valid, a window should appear similar to this:

N NetStarspn - Microsalt Inlernel Fxplosar
& |

Fiz Edt WView PFaoocoton Tooh  Hop

e - 3 - [2] B @0 P Frrmones @ £ 3. L B - ] &

Auideens 48 Ritpe el FE. ectax. orgiet R or aon

~ ﬁ.n
ks ] Dvagier ] wheb Mad ] SC0GCH Webste 8] DO Telephone buombers 2] The foeal Yebom Pages Lvet 8] Hetesborm E-work ] ustonizs nks ] Fres Hotnad *
NetStorage
Eﬂ Movell.
Whan: SCESCLFT Locateem: (MatStorags
Falders Fll=  Edit  WView Help
"'“Jm Hame

Size Modified

B Home@SCDOREXT = Homes®ECDOREST O 16 J00 3 T23F A

Browsing HetStorage
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How to Navigate In the
SCDOR File Transfer Server

1. Click the + beside the "Home @SCDOREXT" folder to expand this view.

The window should now look similar to this:

G | MetStorage - Microsall Internet Explorer r__lrflgl
Bl Eck wew Faworkes Jook  Help ¥
Qe - D - [¥] [F] T0 D sewth Sipraoes @Hede £ - 2 B - 7] &

Adenes | ] bktps: fiFt. schaw, orgftiek Storege ] v| Bl
Liries 48] Drachist &) Web Hal 4] SCOOR Website 8] DOR Telephore humbers 2] The Reel ebow Pages Live! (8] Metastorm E-work @] Cusbomize Links 2] Fres Hotmsl -~
HetStorage

3 E Novell

User: SCESCFT  Location: fetStorage’Home@SCDOREXT

Folders File Edit “ew Help &

= MetStorage Marme Size Modified

= [ERy = r gl © DORBOS 096 H03 Ba2% AM
F= DORBOS
Browsing Home@5COOREXT

) 2 Nl Lol intranst

A NetStorage Web page is displayed showing the network files and folders currently accessible to the User ID. SCDOR
has created a login script specific to this User ID so that NetStorage can determine drive mappings. The list of files and
folders which appear here are based on mapped drives. Many of the same conventions used for expanding and
contracting folders and opening files that are available in Windows Explorer may also be used here.

Clicking the Folder View button =l will display folders in another column and allow folder expanding and contracting.

Text View only
contracting.

displays the files and folders in the current directory and does not allow folder expanding or
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How to Navigate In the
SCDOR File Transfer Server

2. Within the base directory "Home@SCDOREXT" will be at least one subdirectory, in this example, DORBOS. Click on
the + beside the "DORBOS" (or the pertinent folder) to expand this view.

The window should now look similar to this:

X NoiStaraps - Microsoft Intermet Explarar

Ble Edb  Wew Fgvorkes  Tools  Help

Qs - O ¥ @ @ P Jfrrmoms @red @ -5 T -7 &

i
Aoz | ] hekpsssfjit. sctaie oo/t Stor i | fd &
Licks ] Craghist 8] Web Mal 8] SO00R Wetsite 8] D0OR Telaphons urbers  [2] The Real velow Pages Lival (3] Metsshorm E-mork, ] Cusbomiss Links ] Fres Hotrmad =
HetStorage A=
HMaowvell

I (@

Uger: SCESCFT  Location: JHetStorage/Home@SCDORET/ DOSBOE

Folders File Edit WView Help &
EIE MetStorags MName Size Modified
=4 Home@SCDOREXT £ From SCO0R Q9247 2003 1:48 BA
9 TRy A0S T2 AR

=y Tl £ To SCOOR
% From SCOOR.
® = To SCODR,

Browsing DORBOS

& | %4 Locsl intranet

] Dons

From SCDOR is the directory where an external entity GETSs files
(See "HOW TO GET A FILE FROM SCDOR").

To SCDOR is the directory where an external entity PUTSs files.
(See "HOW TO TRANSFER A FILE TO SCDOR")
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HOW TO GET A FILE FROM SCDOR

If "GETTING" afile (receiving a file from SCDOR):
® Click on From SCDOR
® Select a file by highlighting the file name.
® Click the "File" pull-down menu
® Select Download
® Save the file to your computer
® Delete the file from the From SCDOR folder after a successful save.

3 NefSiarage - Micrasoft hiernet Explorer

Fie Edt Vew Faeoiles Toos Hap 4
Que-Q HE@ G LPwe Srrove @wess @ 35 B - &-
fdinss | ] biepe:)ft st orglietitorage; ‘."_. EIG':'
Lnks @] Draghiet ] web Me ] SCO0R Webske ] DR Telephore Numbers  [5] Thee Rl “elow Pages Livel 5] Metastom E-work (] Customize Lnks (2] free Hotral ®
NetStorage £
Novell.
Wher: SCESC.FT Locatior:  fHetStorage Home@ oo DOEETY DORROS) FromEA0EC DR
Falders File Edit View Help &
=24 MetStora ge Size Modifie:
=3 Home@5COOREST C_03M24.TXT 12K 097247 2703 1:43 P
=i DORBCS DK_ESC_D30923 THT 15K 092330 203 3:48 PM
ER=0F o SCOOR
& & Ta SCD08 Rownlasd. .
Browsing From 50002

| ) W Loeal inkraret

s start

A NOTE ABOUT SECURITY

The type of security used during transmission is Novell's "Secure Web Transfer" protocol. It uses HTTPS with an
encryption key signed by Verisign. This is evident by the padlock in the lower right hand corner of the browser and the
fact that the website location is prefixed by HTTPS.
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HOW TO TRANSFER A FILE TO SCDOR

1. If “PUTTING” a file (transferring a file to SCDOR):

@® Click on To SCDOR
® Click the “File” pull-down menu
® Select Upload

chiS!nrngr: Microsaft Internet Explorer

Fie [k Vew Preorkes Toos  Help
Qui- © [ @6 P Frroan Gro @3- 13 & -3 A-
ACdrass .ﬂh.mx-.lfftxmurgmelstnmgef

ris @E)oraghet @] webmal ] SOk Webste 4] DOR Telephone Nunkers  [2] The Real velow Pages Uve! 5] Mesastons Ework (] Custonine Unks (] Free Hotmal
MetStorage g

Novell
Wheers SCESCFT  location:  SHetStorgeHome@ SCDOREXTY DOR 305 Tod20 50 DOR
Folders Fil=  Edit WView Help El
= MetStorags LT Size Modified
B8 Home@SCDOREXT  [HEEEE
523 DORBOS FOEHATI G
B2 Froer SCOOR
Elagwnlomd.,
Logout
Browsing To SCDORE
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2. An Upload window will appear similar to the one below.
Enter the file name to be uploaded. The computer “Browse” button may also be used to select the file.

EIEIR i

A Uploading File - Microsoft Internet Explarer

- @:-
V-Bﬂg

Upload File
Enter the file vou wish to upload or click the Browse button to selact one.
[E] Hetastorm E-work. (] Customize Links ] Free Hotmad b j

File: ¢ hleframedgoeshere 1l Hrireriie
Mot Wha tha following Sagn Mlansm charsctars
el b pemoneed Trom ephaded e L83 25 ] HE‘VE"

| Cancel
Size Modified

S % Local inkranat

= Fram SCO0R.

LL

O

Browsing To SCODE
5 Sl wocal rkranet

lwmuEven. F s

Once the appropriate file name is entered or selected by browsing, click the “Upload” button to transmit the file.

The amount of time it takes to transmit the file will vary, depending on the file size and the speed of the Internet

connection.

A NOTE ABOUT SECURITY

The type of security used during transmission is Novell's "Secure Web Transfer" protocol. It uses HTTPS with an
encryption key signed by Verisign. This is evident by the padlock in the lower right hand corner of the browser and the

fact that the website location is prefixed by HTTPS.
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How to Log Out of the
SCDOR File Transfer Server

=
1. Log out by clicking on the Logout H“— button at the top of the window.

OR

@ Click the “File” pull-down menu
® Select Logout

T MetStarage - Microsolt nlernet Explorer =13
Pide - Edt  Wew Fovorkes  Tooks  Help o

Qui- © 3 @ G Pt doracas @us @ -5 T -3 A
hddresz .ﬂmm-m.-_cm.awmw
Uriis ] Draghist  E]webMal ) SOOR Webste ] DOR Telechone Numbers  [2] The Red Yelow Pages Lived 5] Melastom E-work 5] Customize Links ] Free Hoted 2

HetStorage -

— == =n

X @.] |_r.=.l Hovell.
[ EPE -l | Location: dletitorage’ Home@ s DORET

Falders Flle Edit Vew Help =
=S MetStorage New Falder. . Size Madified
LS Hom =25 C00RENT ;]E'FLE“—E - 09716, 3003 8:2%
Rarami. .
Uplozd. J
]E'nwnh:md.

B Lo intrart

S T Ryl | B BUAFM
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How to Log Out of the
SCDOR File Transfer Server

2. A screen similar to the following should appear:

A MetSiorage Lopout - Micrazoft Internet Explorer

Fia Edt Vew Fawites  Tods Help
Qe - © (¥ @ ) Prewtr Frraones @ress @ (3- 5 B A
s | ] bt fift ok, crgiietitorage flogouk Horrl il - ko3
Lrks ] Draghiet 5] Web bisd ajm-.v@ ] Do Telephone Humbers Ell-ekudﬁ'ehnﬂmiin! | Metastom E-work 2] Customize Links ] Free Hobmal ”j
HetStorage

Movell

You Are Now Logged Out

For enhanced security and to protect your privacy, itis always best to close your browser after logging aut of MNelskorage,

5 "ﬂ Local inkraret

E- LiZ0PH

] Dore
3 e b —y S
ety Eak HLSn A e
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REPORTING FILE AND RECORD LAYOUTS
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SECTION: 02 - FILE PROCESSING CRITERIA:

02.01 - EXPLANATION of the RECORDS CONTAINED in the REPORTING FILE:

File Name: Description:
SCWTXRET South Carolina Withholding Quarterly Tax Return Reporting File
Record Name Identifier| Records/file Description
REPORTING AGENT SA 1 The SA record identifies the organization reporting the
DATA RECORD Withholding Tax Returns to SCDOR. This record can
appear only once on the reporting file and it must be the
first record.
EMPLOYER TAX SE Multiple The SE record identifies the Employers Withholding Tax
RETURN DATA Return (tax data for the reporting period). A SE record
RECORD (Only 1 SE | must be present for each Employer account for the
Record/ period reported. While multiple SE records can appear
Employer/ | on the file, there can only be one (1) SE record per
Reporting | employer/reporting period. A "zero" return must be filed
Period) if no state tax has been withheld during the quarter in
order to keep the account open & prevent a delinquent
notice from being issued. All money fields in this record
must include dollars and cents with an implied decimal
and must be right-justified and zero-filled.
ST 1 The ST record contains the aggregate totals for all tax

data reported in the SE records. It must be the last
record on the file. All money fields in this record must
include dollars and cents with an implied decimal and
must be right-justified and zero-filled.

02.02 - EXPLANATION of the REPORTING AGENT "SA" RECORD

The Agent "SA" Record identifies the Reporting Agent who prepares and submits the Withholding file to
SCDOR. (See Section 03.01 for complete field descriptions and character positions).

)
(2)
3)
(4)

(5)

(6)
(7)

The Agent "SA" Record must be the first data record on the file. (only one "SA" Record per file.)

The Agent "SA" Record must precede the first "SE" Employer Tax Record.

All fields in the record are required.

Fields designated as "Alpha or A/N" must be left-justified and space-filled-to-right. (Special Characters
may only be used in the Name, Street Address, and City fields). All unused alpha and alphanumeric

fields must be space-filled.

Fields designated "Num" must be unpacked, unsigned, right-justified and zero-filled-to-left. The only
valid values are 0-9. (No special characters allowed). All unused numeric fields must be zero-filled

The record length must be 300 bytes/characters.

Errors in the data or structure of this "SA" Record could prevent processing of the file.
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SECTION: 02 - FILE PROCESSING CRITERIA: (CONTINUED)

02.03 - EXPLANATION of the EMPLOYER TAX RETURN "SE" RECORD

The Employer Tax Return "SE" Record contains the quarterly tax information for each Employer reported by the
Reporting Agent. The number of Tax Return Data "SE" Records appearing on the file depends on the number of
taxpayers represented - one Tax Return for each SC Withholding # for each Quarter reported.

(See Section 03.02 for complete field descriptions and character positions).

1)
()

3)
(4)
(5)
(6)
(7)

(8)

(9)

(10)

(11)

Only Forms WH-1605 and WH-1606 may be present.

Multiple Employer Tax Return "SE" data records may be present on the file. (only one "SE"
Record for each SC Withholding# for each Quarter reported).

The first "SE" Record must follow the Agent "SA" Record on the file.

The last "SE" Record must be followed by the End-of-File Total "ST" Record.
No special characters may be used in any field in this record.

All fields in the record are required.

Fields designated as "Alpha or A/N" must be left-justified and space-filled-to-right. All unused alpha and
alphanumeric fields must be space-filled.

All money fields (designated as "Num$"), must contain dollars and cents with an implied decimal. They
must be unpacked, unsigned, right-justified and zero-filled-to-left. The only valid values are 0-9. (No
special characters allowed). All unused money fields must be zero-filled.

Numeric fields containing no dollar amounts (designated as "Num"), must be unpacked, unsigned,
right-justified and zero-filled-to-left. The only valid values are 0-9. (No special characters allowed). All
unused numeric fields must be zero-filled.

The record length must be 300 bytes/characters.

Errors in the data or structure of this "SE" Record could prevent processing of the file.

02.04 - EXPLANATION of the END-of-FILE TOTAL "ST" RECORD

The End-of-File Total "ST" Record contains a count of all Tax Return Data "SE" Records appearing on the file,
and aggregate totals for each money field required to be reported on the "SE" Records. (See Section 03.03 for
complete field descriptions and character positions).

1)

(2)
3)
(4)
(5)

The End-of-File Total "ST" Record must be the last data record on the file. (only one "ST" Record
per file.)

The "ST" Record must follow the last "SE" Employer Tax Return Record on the file.
No special characters may be used in any field in this record.
All fields in the record are required.

Fields designated as "Alpha or A/N" must be left-justified and space-filled-to-right. All unused alpha and
alphanumeric fields must be space-filled.
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(6)

(7)

(8)

(9)

(10)

(11)

All money fields (designated as "Num$"), must contain dollars and cents with an implied decimal. They
must be unpacked, unsigned, right-justified and zero-filled-to-left. The only valid values are 0-9. (No
special characters allowed). All unused money fields must be zero-filled.

All money fields (designated as "Num$"), must contain dollars and cents with an implied decimal. They
must be unpacked, unsigned, right-justified and zero-filled-to-left. The only valid values are 0-9. (No
special characters allowed).

Numeric fields containing no dollar amounts (designated as "Num"), must be unpacked, unsigned,
right-justified and zero-filled-to-left. The only valid values are 0-9. (No special characters allowed). All
unused numeric fields must be zero-filled.

The record length must be 300 bytes/characters.

This record must be followed by a Tapemark.

Errors in the data or structure of this "ST" Record could prevent processing of the file.

SECTION: 03 - RECORD LAYOUT

03.01 - REPORTING AGENT [SA] RECORD LAYOUT:
This record must be the first data record on the file. [one SA record per file]

Location | Field/Element Type | Length C"(')%redd Definition
1-2 Record Identifier Alpha 2 Yes | Constant'SA' Reporting Agent Data Record
3-10 Filing Program Name Alpha 8 Yes | Filing Program Identifier: Constant 'SCWHBTCH'
. . Filing Media:
11-12 | Filing Media Alpha 2 FT-ET Server
13-20 | File Creation Date Num 8 File Creation Date (CCYYMMDD)
i Agent Agent - Federal Employer ID# (EIN)
21-29 Fed Employer ID# Num 9 numeric digits only - omit hyphens
i Agent Agent - Name
30-69 Name AN 40 left justify, space fill (spaces)
i Agent Agent - Street Address
70-99 Street Address AN 30 left justify, space fill (spaces)
) Agent Agent - City
100-124 City AN 25 left justify, space fill (spaces)
) Agent Agent - State Code
125-126 State Alpha 2 use standard postal abbreviation
) Agent Agent - Zip Code
127-131 Zip Code Num 5 numeric only - zero fill if not available
) Agent Agent - Zip Code + 4
132-135 Zip Code + 4 Num 4 numeric only - zero fill if not available
Reserved for SCDOR use [zero fill]
136-300 | Filler Num 165 Yes | Reserved for SCDOR use [zero fill]
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03.02 - EMPLOYER TAX RETURN [SE] RECORD LAYOUT:
A separate Code SE record must be present for each employer account. (one or more employer records per file)

Num$ - Money fields must include dollars & cents with an implied decimal & must be right-justified/zero-filled.

Hard

Location | Field/Element Type |Length| S 2oy | Definition
1-2 Record Identifier Alpha 2 Yes | Constant 'SE' Employer Tax Return Data Record
a1 | SCWIROGNOT g umber nchudes the check digh. "
numeric digits only - omit hyphens
1220 | Fed Employer D# | Num | o numeric igis only - ot yphens.
21-26 | Type Form Filed AN 6 Wﬂigggv Itr(]th(r)ll)(/j IQgtE:)nrmV\';II-lleld606 - 4th Qtr/Annual
27-27 | Filler Alpha 1 Yes | Reserved for SCDOR use [space fill]
2833 I(:firlti)r:g)Period Covered Num 6 Ei(l)irrgalzecr:ing:(()'{At'\k/]le Return (first month in QTR)
33-39 (Fti(l)i)ng Period Covered Num 6 Ei(l)ipn%ali’:ecr:igo\l(?'{/lt'ae Return (last month in QTR)
QUARTERLY STATE INFORMATION
Note: A "zero" return must be filed if no state tax has been withheld during the quarter in order to keep the
account open and prevent a delinquent notice from being issued.
40-50 | State Tax Withheld Num$ 11 State Tax Withheld from all Sources
51-61 | State Deposits Num$ 11 State Deposits or Payments
62-72 | Net State Refund Num$ 11 Net State Refund
73-83 | Net State Tax Due Num$ 11 Net State Tax Due
84-94 | Pen & Int Due Num$ 11 Penalty and Interest Due
95-105 | Net Due Num$ 11 Net Due = State Tax + Penalty + Interest Due
OPTIONAL: FEDERAL INFORMATION: MONTHLY SUMMARY OF FEDERAL TAX LIABILITY (*)
Include if you have information or zero fill.
106-116 | Fed Liability 1st Month Num$ 11 First Month in Qtr. Federal Liability
117-127 | Fed Liability 2nd Month | Num$ 11 Second Month in Qtr. Federal Liability
128-138 | Fed Liability 3rd Month Num$ 11 Third Month in Qtr. Federal Liability
ANNUAL SC STATE RECONCILIATION INFORMATION
This section must be completed for WH-1606. Zero fill for WH-1605.
139-149 | Annual Tax Withheld Num$ 11 Annual Total of SC State Income Tax Withheld.
150-160 | Annual Wages Num$ 11 Annual Total of SC Wages Reported.
161-166 Annual Wage & Tax Num 6 Annual Total Numbelr of Wage & Tax Statements
Statements W-2's and (1099's with state tax withheld).
Reserved for SCDOR use
167-300 | Filler Num 134 Yes | Reserved for SCDOR use [zero fill]
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03.03 - END OF FILE TOTAL [ST] RECORD LAYOUT:
This total record must be the last data record on the file. (one total record per file)
Num$ - Money fields must include dollars & cents with an implied decimal & must be right-justified/zero-filled.

Hard

Location | Field/Element Type |Length| S 2oy | Definition
1-2 Record Identifier Alpha 2 Yes | Constant'ST' Total Record
COUNT OF NUMBER OF EMPLOYER TAX RETURNS SUBMITTED ON THIS FILE
3-8 Number of SE Records Num 6 Count of the Number of Employer Tax Returns on File
AGGREGATE TOTALS OF QUARTERLY STATE INFORMATION SUBMITTED

9-20 State Tax Withheld Num$ 12 State Tax Withheld from all Sources

21-32 | State Deposits Num$ 12 State Deposits or Payments

33-44 | Net State Refund Num$ | 12 Net State Refund

45-56 | Net State Tax Due Num$ | 12 Net State Tax Due

57-68 | Pen & Int Due Num$ 12 Penalty and Interest Due

69-80 Net Due Num$ 12 Net Due = State Tax + Penalty + Interest Due

OPTIONAL: AGGREGATE TOTALS OF FEDERAL INFORMATION SUBMITTED
Include if you have information or zero fill.

81-92 | Fed Liability 1st Month Num$ 12 First Month Federal Liability
93-104 | Fed Liability 2nd Month | Num$ 12 Second Month Federal Liability
105-116 | Fed Liability 3rd Month Num$ 12 Third Month Federal Liability

AGGREGATE TOTALS OF ANNUAL STATE RECONCILIATION INFORMATION SUBMITTED
117-128 | Annual Tax Withheld Num$ 12 Annual Total of SC State Income Tax Withheld.
129-140 | Annual Wages Num$ 12 Annual Total of SC Wages Reported.
teviso ATUSWEGRETEC |y | go || s ot mberofege & T Siement
Reserved for SCDOR use

151-300 | Filler Num 150 Yes | Reserved for SCDOR use [zero fill]
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STATE OF SOUTH CAROLINA _|
DEPARTMENT OF REVENUE WH-1614

APPLICATION FOR BATCH FILING OF (Rev. 4/16/10)
WITHHOLDING QUARTERLY TAX RETURNS 3371

Reporting Agent:

Federal Employer ID#:

Name:

Address:

City, State, ZIP:

Contact Information:

Contact Person and Title:

Phone Number:

E-mail Address:

Report (Filing) Information:

Approximately how many quarterly withholding returns will be filed using this method?

Enter Tax Year and Select Quarter for Reporting (Filing) to Begin:

Tax Year — 1st Quarter (January-March - Due April 30)
— 2nd Quarter (April-June - Due July 31)
__ 3rd Quarter (July-September - Due October 31)

4th Quarter/Annual (October-December - Due February 28/29)

Signature of Reporting Agent

Name: Title:

Date: Signature:

FOR OFFICE USE ONLY

Approval by SC Department of Revenue

Name: Title:
Date: Signature:
Filing is authorized to begin: Quarter Year

|_ 33711022 J



|_ INSTRUCTIONS FOR APPLICATION TO PARTICIPATE

Please complete this application in its entirety and mail to the overnight address below or fax to 1-803-896-1779.

Attn: Keith Wicker or Attn: Lori Emerson
Electronic Services B

South Carolina Department of Revenue
301 Gervais Street

Columbia, SC 29201

|_ 33712027



STATE OF SOUTH CAROLINA
DEPARTMENT OF REVENUE

; TRANSMITTAL DOCUMENT FOR BATCH FILING
N2’ OF WITHHOLDING QUARTERLY TAX RETURNS

WH-1615 —|

(Rev. 4/16/10)
3372

Reporting Agent Transmitting Files:

Federal Employer ID#:

Company Name:

Contact Person and Phone:

E-mail Address:

Reporting Information:

® File Name:

Note: File name must end in .txt.

e Type of Returns being Reported: WH-1605 WH-1606
® Period Covered: First Month in Quarter (ccyymm)
Last Month in Quarter (ccyymm)

® Number of Withholding "SE" Tax Return Records Reported (Filed):

Quarterly State Information
® Aggregate Total for: State Tax Withheld

State Deposits or Payments
Net State Refund

Net State Tax Due

Penalty and Interest Due

Net Due = Tax + Penalty + Interest Due

Annual SC State Reconciliation Information (Complete when Filing Oct-Dec returns)

® Aggregate Total for: Annual Total of SC State Income Tax Withheld

Annual Total of SC Wages Reported

Total Number of Wage and Tax Statements

Submitting Instructions:

Please complete this form in its entirety and email it and your Backup Report to ewithholding@sctax.org. These

forms must be sent with each file upload.

|_ 33721028





