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Welcome 
• Accessing the system

• Creating an account and adding 
an existing business to the User 
Account

• Filing the UI Contribution Report:  
 w Preparing and uploading an MMREF, Excel file, 
OR manually entering wages

• Making a payment

• Printing a copy of the report for your 
records

• Other helpful information



  

 

Accessing 
the System 
Option 1: Go directly to the 
employer page:

jobs.utah.gov/employer/index.html

Option 2: Navigate from 
the home page



  

 

Accessing the System 

If you do not have an existing Utah-ID 
login, click on “Create an account.” 

Additional instructions:
• youtube.com/watch?v=Y9SGPSmY_J8

• jobs.utah.gov/ui/Employer/
InstructionalVideos.aspx



  

 

Creating or Adding a User Account 

Click here if you are 
a first time user

Once you have logged 
in, if you are a first-time 
user or have not yet 
linked your Utah-ID to an 
existing UI profile, you 
will come to the “User 
Account Association/Link” 
page. Here you will need 
to either login to your 
existing profile or add a 
new user.

If you have an existing user account, you 
can login here to link your existing profile 
to your Utah-ID



  

 

You will only need to 
complete this step 
once, then it will link 
to your Unemployment 
Insurance and New 
Hire reporting profile 
for subsequent logins.

Creating or Adding a User Account 

Click submit when the 
information is entered

First time users will 
complete the new user 
registration form.



  

 

Adding an Existing Business 



  

 

Requesting a PIN 
(Personal Identification Number)



  

 

  

 

Filing the UI Contribution Report 

Wage data records may be uploaded in Excel 
format. Each record must have the following 
data elements:

• First name

• Last name

• Social Security number

• Wages

Note: the above example shows a middle 
initial. The middle initial field is not required.



Upload Your Wage File 

Note: Here you can also find resources 
for the types of files we accept and 
troubleshooting.

Click on “Choose File” to 
open your file explorer 
and select the file 
you want to upload. 
After selecting it, click 
“Continue.”

  

 



Upload Your Wage File 

If the Excel file has 
multiple sheets, you 
will need to “Pick a 
Worksheet” to ensure 
the system can 
locate the correct 
information.

  

 



  

 

Upload Your Wage File 

  

 

Next you will select which 
business, quarter and year 
for which you are filing and 
then define each column of 
data. When you are done, click 
“Continue.”



Upload Your Wage File 

Select the report to continue by checking the box next to the 
report(s) you wish to file, then click click “Continue.” If you 
have multiple quarters to or businesses to file for, you may 
click on “Start Another Report”** so you can file all quarters 
at once.

**Your report is not yet filed. If you are submitting reports for multiple quarters or 
businesses, don’t forget to complete the filing process after you “start another report.”

Confirm the wages for each employee. The system will automatically 
calculate the total and subject wages. Enter how many employees were 
active within each month of the quarter, then click click “Continue.”



  

 

Manually Entering Wages 

• Click on the “File Tax Report” button and 
select “Manually Enter Wages.”

• Find the Year/Quarter you need to file 
on then click “Start Report” to begin the 
process



  

 

Manually Entering Wages 

• Type in the wages for your 
employees in the boxes 
provided. If your employee’s 
name does not appear on the 
list, click on the green “Add 
Employee” button and type 
their information into the pop-
up box, then click “Add to List.”



  

 

Manually Entering Wages 

After you have completed your 
Wage List, you will need to 
submit a record of the number 
of employees you had working 
for you in each of the three 
months of the quarter. Once this 
information is completed click on 
the “Continue” button.



  

 

Manually Entering Wages 

• Select the report to continue 
by checking the box next to 
the report(s) you wish to file, 
then click on “Continue.” If you 
have multiple quarters to file 
you may click on “Start Another 
Report” so you can file all 
quarters at once.

**Your report is not yet filed. If you are submitting reports for multiple quarters or 
businesses, don’t forget to complete the filing process after you “start another report.”



  

 

Making a Payment 

If you have taxes due, you 
will be asked to select how 
you would like to make your 
payment. If you choose to 
make your payment via an 
Electronic Funds Transfer 
(EFT) from your bank account 
you will be prompted 
to submit your banking 
information. 

If you select “Pay Later” 
you will need to make the 
payment online separately. 

Online payment is required.

EFT



  

 

Confirm Filings 

Confirm filings by checking the box next to the quarter you would like to 
file then click on the “Submit” button to complete your tax report



  

 

Filing Results 

Please note: You do not need to mail anything to the Department of 
Workforce Services everything is submitted electronically.



Printing a Copy of the Report for Your Records 

To print a copy of the report for your 
records, click on “View Wage List” or “View 
Quarterly Report” and then “Print.”



  

 

Future Report Deadlines 

Quarter Paid From Report Due By

1st quarter wages January through March April 30

2nd quarter wages April through June July 31

3rd quarter wages July through September October 31

4th quarter wages October through December January 31



  

 

New Hire Reporting 



  

 

Requests for Information 

We can’t do it without 
you. It is critical that 
employers respond 
to all requests for 
information as quickly 
as possible. Thank you!



  

 

 

 

Questions?

UI BENEFITS
801-526-4400

Employer Line: 
option 2, then 

option 3

UI CONTRIBUTIONS
801-526-9235

For online filing help, 
choose option, then 

option 1

LIVE CHAT
Accessible online 
via jobs.utah.gov

Live Chat Box


