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Introduction 
The objective of this job aid is to supplement the File Format Guides with visual 
references for employers and TPAs using the File Upload wage filing method.  
 

Wage Reporting File Formats 

Overview 
There are two basic file formats for employers and TPAs uploading files to submit wage 
reports. TPAs have an additional file format for Zero Payroll wage reports when filing from their 
TPA Home Page.  

1. Delimited File Format: can be submitted as a .txt file or a .csv file 
2. ICESA: submitted as a .txt file 
3. Zero Payroll: submitted as a .txt or .csv file  

 
To see the requirements for each file format, access the File Format guides from the KUIP 
Modernization Resources webpage in the KUIP Resources section or from the links below.  
 
Delimited File Format Reference Guide 
ICESA File Format Reference Guide 
Zero Payroll File Format Reference Guide 
  
Each File Format Reference Guide provides overview information on wage reporting 
requirements and due dates along with the specific file specifications and potential file 
errors.  
 
This job aid will highlight key information as well as provide visual representations of each 
file format.  
 
For details on wage filing as an employer or TPA, see the Employer: Wage Filing Options or 
TPA: Wage Filing and Adjustment Options Job Aids in the KUIP Learning Resources 
section of the KUIP Modernization Resources webpage.   
 

https://kcc.ky.gov/career/resources/Pages/KUIP-Employer-TPA-Resources.aspx
https://kcc.ky.gov/career/resources/Pages/KUIP-Employer-TPA-Resources.aspx
https://kcc.ky.gov/career/resources/Documents/KUIP%20Delimited%20File%20Format%20Reference%20Guide.pdf
https://kcc.ky.gov/career/resources/Documents/KUIP%20ICESA%20File%20Format%20Reference%20Guide.pdf
https://kcc.ky.gov/career/resources/Documents/KUIP%20Zero%20Payroll%20File%20Format%20Reference%20Guide.pdf
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Delimited File Format 

File Specifications 
The Delimited File is a file type that uses a specific character (commas) to separate or 
“delimit” values.  

Each line of information in the file is known as a record. The records in the file will include 
both employer information (“E” record) and employee information (“S” records).  

File Specifications: 

• File Name: no restrictions but there is a 100-character limitation on the file name 
(includes the extension - .txt or .csv).  

• File Size: maximum file size is 100 MB 
• File Extension: .txt or .csv only 
• Each field or value in the record can vary in size unless otherwise specified 
• Files with more than 500 records are processed nightly. Files with less than 500 

records are uploaded real time.  
o File processing status can be viewed by navigating to Wage Detail Reporting > 

Submission History. Search for the quarter to view. Once processing has 
completed, the Status in the Search Results table will be Processed. If there are 
any file errors, click the error link to view the errors.  

Delimited files can be created in a text editor like Notepad or in Excel.  

E-Records 
Employers will use this record once (first row in the file). TPAs will complete this record for 
each employer included in a bulk upload file.  

The “E” record begins with an E followed by the reporting year and quarter (YYYYQQ 
format) and the employer KEIN (9 digits). Each field is separated by a comma.  

Quarters are reflected using the last month of the quarter. Q1 = 03; Q2 = 06, Q3 = 09, and 
Q4 = 12. The quarter being filed in the example is Quarter 1 of 2026.  
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Note: all data reflected in these examples are artificial data and do not reflect real employers 
or employees.  
 

Note: when filing, ensure the Year/Quarter reflected in the file matches the Year/Quarter 
reflected on the wage filing screens in KUIP. If they do not match, the file will have a fatal error 
and will have to be corrected.  

 

S-Records 
 

Employers will use this record for each employee by reporting unit. TPAs will complete 
these records for each employee of each employer included in the E-record.  

The “S” record begins with an S followed by the Unit Number, Monthly Employment 
Indicators (3 fields), the employee SSN, the employee Last Name, employee First Name, 
employee Middle Initial, UI Gross Wages, Owner/Officer indicator, Adjustment Code, 
State Abbreviation (for Out-of-State wages), Out-of-State Wages.  

Each field is separated by a comma. If information is not included for an employee (e.g. 
Middle Initial or OOS wages), the comma must still be there to “mark” the field.  

This example was created in Notepad (text editor) with a .txt file extension.  
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S-Record fields: 

• Unit Number: 4-digits; if reporting for only one location, enter “0000” 

• Employment Data: indicates whether the employee was employed on the 12th day of 
the month. “1” indicates the employee did work on the 12th day; “0” indicates they did 
not work on that day. There are three employment indicator fields – one for each 
month of the quarter.  

• SSN: 9-digits, no hyphens. SSNs cannot: 

o Begin with the number 9 (e.g. ITIN) 

o End with 0000 as the last 4 digits 

o Have 000, 666, or 900-999 as the first three digits  

o Have 00 as the 2nd group of digits 

o Be 123456789, 987654321, or 9-digits of the same number (e.g. 111111111, 
222222222, 666666666, 999999999, etc.)  

• Employee Last Name: maximum of 30 digits; all digits do not have to be used.  

• Employee First Name: maximum of 15 digits; all digits do not have to be used.  

• Employee Middle Name: maximum of 1 digit  

• UI Gross Wages: maximum of 30 digits. Do not include decimals or commas. Do not 
round.  

o The last two digits of the wages entered equal the “cents”. For example, 
$10,000.99 would be entered as “1000099” and $5,123 would be entered as 
“512300”.  

• Owner/Officer Indicator: indicates whether the employee is also an owner or officer 
of the business. Enter “1” if the employee is an owner/officer or “0” if not.  

• Adjustment Reason Code: indicates whether the file is an original wage filing or an 
adjustment. Enter “0” if the wage filing is an original report. If adjusting a wage report, 
enter the most appropriate adjustment code. 

o Incorrectly excluded wage record (“1”), Data entry or accounting error (“2”), 
Reported to the incorrect state (“3”), SSN or name correction (“4”), Out-of-State 
Wages (“5”) 

 



Kentucky Unemployment Insurance Portal 
Wage Reporting File Formats  

Page 7 

 

• State Abbreviation: used for Out-of-State wages (OOS). Use the standard state 
abbreviation if OOS wages are entered. For example, OH for Ohio or TN for 
Tennessee.  

o OOS wages do not have to be included in the wage file. These can be entered as 
an adjustment by navigating to Wage Detail Reporting > Out-of-State Wage Credit 
in the left navigation menu.  

• Out-of-State Taxable Wages: UI taxable wages paid in another state during the wage 
filing period reflected in the E-record. Field must include 11 digits. If the OOS wages 
are less than 11 digits, fill with leading zeros. For example, wages of $123.45 would be 
entered as “00000012345”. No decimals or commas.  

 

File Errors and Potential Issues 
 

File Errors are classified as either Fatal or Non-Fatal.  

Records containing Fatal File Errors will prevent the record from being processed and will 
not be included in the wage filing. If fatal errors in the file are 20% or more, the file will not 
be accepted and must be corrected.  
 

Records with Non-Fatal Errors will be processed as normal and will be included in the 
wage filing.  

Descriptions of the Fatal and Non-Fatal Errors are included in the Delimited File 
Format Reference Guide beginning on Page 10.  

Other issues can cause files or records to be rejected or lead to errors: 

• Extra lines in the wage file. Ensure there are not extra lines (“returns”) after the last 
S-record. The system will read this as a “record” with no information, and it will be 
identified as a Fatal Error.  

• Missing commas or too many commas. There should be a comma separating each 
required field as described above.  If certain information is not included in the S-
record such as the employee Middle Initial or OOS wages, the commas for those 
fields must still be included.   

 

 

https://kcc.ky.gov/career/resources/Documents/KUIP%20Delimited%20File%20Format%20Reference%20Guide.pdf
https://kcc.ky.gov/career/resources/Documents/KUIP%20Delimited%20File%20Format%20Reference%20Guide.pdf
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o This can happen if the file is created in Excel and the format isn’t set up correctly. 
The exported .csv file should be opened in Notepad or another text editor to 
validate the commas and file format.   

 

 

• Year/Quarter in file doesn’t match the Year/Quarter being filed in KUIP. This will 
be a Fatal error.  

o This wage reporting file is for Q1 of 2026 

 

o KUIP is expecting a file for Q1 of 2025 

 

• Adjustment code in file doesn’t match the type of wage filing in KUIP. This will be 
a Fatal Error.  

o S-Records for an original wage filing should have adjustment code of “0” and 
adjustment wage filings will have an adjustment code of 2-5. 
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o This wage filing is an adjustment, but the wage file has an S-record with a “0” 
adjustment code. 

 

 

 

To check the file format, navigate to Wage Detail Reporting > Wage File Validator in the 
left navigation menu. This menu option will test both Delimited and ICESA files and 
validate the file format or identify format errors.  

 

Note: the Wage File Validator does not validate the content of the file (e.g. KEIN, adjustment 
codes matching the wage filing period, etc.). It validates the format of the selected file format.  
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Creating a Delimited File in Excel 
To upload a .csv Delimited File, the file can be created in Excel and exported as a .csv file.  

When creating in Excel, it is important to ensure there are no extra columns or spaces in 
the fields or there may be extra lines or commas which can lead to Fatal errors.  

 

1. Set Up the Delimited File in Excel 

Set up the format for the E-Record and S-Records in Excel with a row for the E-Record 
and separate rows for each of the S-Records. Each field in each record will be in a 
separate column.   

 

This example shows the format for the Delimited File in Excel. 

Note: this example includes rows with field identifiers for instructional purposes. The 
header rows must be deleted before exporting the file.  

Note: this format with headers can be set up as a template to use for subsequent filings if 
desired. Note: if using a template, rename the file when saving to protect the template.  

 
 

Best Practices:  

• Ensure there are no extra columns between the fields. If there are blank columns 
between the fields, the export will generate additional commas within the records 
that can cause errors.  

• For some fields with zeros (Unit Number) or leading zeros (e.g. OOS Wages), change 
the field type to Text.  

• Add S-Record rows for each employee.  

For TPAs submitting bulk wage reports with multiple employers, repeat the E and S row 
sequence as needed.  

 

 

 

 



Kentucky Unemployment Insurance Portal 
Wage Reporting File Formats  

Page 11 

 

2. Export Delimited Excel File as .CSV 

Once the file is created with the information for the Employer (E-Record) and the 
employees (S-Records), delete the header rows and save the file.  

Saving the file as a .csv file: 

• Select File > Save As (or Save a Copy) 

• Rename if necessary. Recommend adding “_csv” to the filename to make it 
easier to locate for upload.  

• Select CSV (Comma delimited)(*.csv) as the file type from the drop-down 
menu. 

• Click Save.  

 

 

3. Verify the .CSV File for Upload 

Verify the format of the .csv file by uploading the file into the Wage File Validator in 
KUIP.  

Navigate to Wage Detail Reporting > Wage File Validator in the left navigation menu.  

Select the Delimited radio button.  

Click the Choose File button. 

Navigate to the .csv file location on the computer, select the file, then click Open.  

Once uploaded, click Validate. 
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If the file passes, a Valid File message will be displayed at the top of the screen.  

 

If the file does not pass, errors will be identified in the Error Table. 

 

 

4. Opening the .CSV File in Notepad or Excel 

To open the .csv file in Notepad: 

• Navigate to the saved file on the computer 

• Right click on the file name 

• Select “Open With” from the pop-up window, then select “Notepad” 

 

 

 

Note: the extra commas at the end of the E-Record row do not cause errors when uploading 
to file a wage report but additional or missing commas in the rows will cause errors.  
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When re-opening the .csv file in Excel, if the field type was “Number”, it may ask 
whether to convert the data. If this pop-up appears, select Don’t Convert to maintain 
the leading zeros in the file. Note: this pop-up may not appear if the field type was 
changed to Text.  

 
 

ICESA File Format 
 

File Specifications 

The ICESA File is a fixed-length file format where each line of information (record) must 
be exactly 275 characters.  In addition, each field must be in a specific position in the line 
with a specific field length.  

Each line of information in the file is known as a record. The records in the file will include 
both employer information (“E” record) and employee information (“S” records).  

Note: KUIP only requires the E and S records. Any additional record types that may be used by 
other states will be disregarded by KUIP.  

Wage Report Type Guidelines: 

• Employers: must only include adjusted records (adjustment codes 2-5) when 
submitting an adjusted ICESA file. 

• TPAs: can submit both original and adjusted records in the same ICESA file. 
However, for each KEIN and Quarter/Year combination (e.g. 20000xxxx, Q1/2026), 
all records must be of the same type. Either original reports or adjustments.  
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File Specifications: 

• File Name: no restrictions but there is a 100-character limitation on the file name 
(includes the extension - .txt). 

• File Size: maximum file size is 100 MB 
• File Extension: .txt only 
• Each record in the file must be exactly 275 characters.  
• All fields must be populated to the exact length or spaces/zeroes entered to 

complete the field. Some fields may be left-justified while others are right-justified.  
o Left-justified: enter the information at the start of the field (beginning cursor 

position) and fill the rest with spaces.  
o Right-justified: Fill the field with spaces or zeros (as directed) and then 

complete the field with your information.  
o Any fields not used by KUIP can be left blank by filling with spaces.  

• Files with more than 500 records are processed nightly. Files with less than 500 
records are uploaded real time.  
o File processing status can be viewed by navigating to Wage Detail Reporting > 

Submission History. Search for the quarter to view. Once processing has 
completed, the Status in the Search Results table will be Processed. If there are 
any file errors, click the error link to view the errors.  

 

ICESA files can be created in a text editor like Notepad or using special software designed 
for that purpose (primarily TPAs).  

E-Records 
Employers will use this record once (first row in the file). TPAs will complete this record for 
each employer included in a bulk upload file.  

The “E” record contains: 

• An E (Position 1, 1 character field length)  

• Reporting Year (Position 2-5, 4-character field length) 

• UTAX (Position 167-170, 4-character field length) 

• Employer KEIN (Position 173-187, KEIN = 9 digits, field length = 15 characters, left 
justify and pad with spaces)  

• Last Month of the Quarter (QQ format, Position 188-189, 2-character field length)  
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Quarters are reflected using the last month of the quarter. Q1 = 03; Q2 = 06, Q3 = 09, and 
Q4 = 12. The quarter being filed in the example is Quarter 4 of 2024.  
 

 

Note: to tell if the field is in the correct position, place the cursor before the information and 
review the Col indicator in the bottom left corner of the Notepad window. The cursor in this 
example is before the UTAX field, and we see the Col = 167. This is correct per the specification.  
 

Note: all data reflected in these examples are artificial data and do not reflect real employers 
or employees.  
 

Note: when filing, ensure the Year/Quarter reflected in the file matches the Year/Quarter 
reflected on the wage filing or adjustment screens in KUIP. If they do not match, the file will have 
a fatal error and will have to be corrected.  

 

 

S-Records 
 

Employers will use this record for each employee by reporting unit. TPAs will complete 
these records for all employees of each employer included in the E-record.  

The “S” record begins with an S followed by the employee SSN, the employee Last Name, 
employee First Name, employee Middle Initial, the State Code for KY, Adjustment Code, 
UI Gross Wages, Unit Number, Owner/Officer indicator, Monthly Employment 
Indicators (3 fields), Out-of-State Wages and State Abbreviation (for Out-of-State wages),  

This example was created in Notepad (text editor) with a .txt file extension and shows the 
specifications for each field in the S-Record. These explanations are presented in table 
form in the ICESA File Format Reference Guide.   

 

 

 

https://kcc.ky.gov/career/resources/Documents/KUIP%20ICESA%20File%20Format%20Reference%20Guide.pdf
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S-Record fields: 

 

 

 

File Errors and Potential Issues 
 

File Errors are classified as either Fatal or Non-Fatal.  

Records containing Fatal File Errors will prevent the record from being processed and will 
not be included in the wage filing. If fatal errors in the file are 20% or more, the file will not 
be accepted and must be corrected.  
 

Records with Non-Fatal Errors will be processed as normal and will be included in the 
wage filing.  

Descriptions of the Fatal and Non-Fatal Errors are included in the ICESA File Format 
Reference Guide beginning on Page 17.  

Other issues can cause files or records to be rejected or lead to errors: 

• Extra lines in the wage file. Ensure there are not extra lines (“returns”) after the last 
S-record. The system will read this as a “record” with no information, and it will be 
identified as a Fatal Error.  

https://kcc.ky.gov/career/resources/Documents/KUIP%20ICESA%20File%20Format%20Reference%20Guide.pdf
https://kcc.ky.gov/career/resources/Documents/KUIP%20ICESA%20File%20Format%20Reference%20Guide.pdf
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• Fields are not in the correct position in the line. This will cause an error when the 
system reads the field as incorrect or missing. To check this, place the cursor at the 
beginning of the field and confirm the Col indicator matches the required position. In 
this example, the cursor is immediately before UTAX and the column indicator shows Col 
167 which is correct for this field.  

 

• Too many spaces in the line. The ICESA rows are exactly 275 characters. Place the 
cursor at Col 276 and see if there are any spaces after the cursor. If there are, delete 
them.  

• Year/Quarter in file doesn’t match the Year/Quarter being filed in KUIP. This will 
be a Fatal error.  See the example in the Delimited section of this job aid.  

• For employers, the adjustment code in the file doesn’t match the type of wage 
filing in KUIP. For TPAs, mixing original reports and adjustments for the same 
KEIN/Quarter/Year combination in the same file. This will be a Fatal Error.  

o S-Records for an original wage filing should have adjustment code of “0” and 
adjustment wage filings will have an adjustment code of 2-5. 

 

To check the file format, navigate to Wage Detail Reporting > Wage File Validator in the 
left navigation menu. This menu option will test both Delimited and ICESA files and 
validate the file format or identify format errors.  
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Note: the Wage File Validator does not validate the content of the file (e.g. KEIN, adjustment 
codes matching the wage filing period, etc.). It validates the format of the selected file format.  
 

Zero Payroll File Format (TPAs) 

The Zero Payroll File is required for TPAs to file zero payroll wage reports as a TPA. This is 
a delimited file with a .txt or .csv extension.  

Note: employers are not required to upload a file to submit a Zero Payroll Wage Report. This 
function is handled from the Wage Submission menu in KUIP after selecting Zero Payroll 
Quarterly Wage Report as the filing method. TPAs can also use this method when filing the 
report as the employer if they have the Update and Submit Employer’s Quarterly Unemployment 
Wage and Tax Report assigned role.   

TPAs can submit a single Zero Payroll Delimited file with records for multiple employers 
across different quarters and/or years.  
 

File Specifications 
For the Zero Payroll file, there will be one record for each quarter/year per employer KEIN 
with zero wages. No S records are needed as no wages were paid to employees.   

The file contains the employer KEIN, Year, and Quarter (with zero wages).  

 
 

File Errors 
File Errors are classified as either Fatal or Non-Fatal.  

Records containing Fatal File Errors will prevent the record from being processed and will 
not be included in the wage filing. If fatal errors in the file are 20% or more, the file will not 
be accepted and must be corrected.  
 

Non-Fatal Errors are not applicable to the Zero Payroll File Format as there will be no 
employee-identifying information included in the submission.  

Descriptions of the Fatal Errors are included in the Zero Payroll File Format 
Reference Guide beginning on Page 6.  

https://kcc.ky.gov/career/resources/Documents/KUIP%20Zero%20Payroll%20File%20Format%20Reference%20Guide.pdf
https://kcc.ky.gov/career/resources/Documents/KUIP%20Zero%20Payroll%20File%20Format%20Reference%20Guide.pdf

