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Welcomee

» Accessing the system

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

* Filing the Ul Contribution Report:

* 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
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Accessing
the Systeme

Option 1: Go directly to the
employer page:

jobs.utah.gov/employer/index.html

Home About Divisions Parners

Job Seekers  Employers  Assistangi MY Job Search
my Unemployment

Option 2: Navigate from _—
the home page 77

Training Providers

One-Stop Partners

find opportunities
Ir door.

Manage Your Business Apply for Assistance

{5

i



Accessing the Systeme.

S U0 | (SUtahid]

If you do not have an existing Utah-1D
login, click on “Create an account.”

Additional instructions: ny ; p—
HUtahid |
* youtube.com/watch?v=Y9SGPSmY J8 —

» jobs.utah.gov/ui/Employer/ o
InstructionalVideos.aspx About  GetHelp ~ Contact




Creating or Adding a User Accounte.

DEPARTMENT OF Home About Divisions Partners Welcome J

ﬂ WORKFORCE

v SERVICES

Job Seekers Employers Assistance Economic Data Q

Unemployment Insurance and New Hire Reporting

Once you have |Ogged Home Tax- Payments~ NewHirew Claims+~ Registration~  Cormrespondence~  Admine  Info~ m
in, if you are a first-time o .
user or have not yet User Account Association/Link . .
Iln ked you r th h _I D to O n ‘You have successfully logged in with Utah-1D. Your Utah-1D must now be associated/linked with an Unemployment Insurance and New Hire reporting profile. C I Ic k he re If yo U q re

eX| Stl n g U I p I’Ofl I e yo U New Users: If you are a first time user or need to create a new Unemployment Insurance and New Hire reporting D q fi rSt ti m e U Se r
1

W| I I CO m e to the i U se r Current Users: If you have previously used the Unemployment Insurance Portal and had an existing Unemployment Insurance and New Hire reporting profile prior to creating a Utah-

Account ASSOCIOtlon/Ll n k" ID, please enter the email address and password below, to link them together.
page. Here you will need O Email daress: | | © Troubleshooting
to elther Iogln to your © * Password: Forgot Password?

eX| Stl ng p rofl I e ora d d a « Only one Utah-ID can be linked to one Unemployment
Insurance and New Hire Reporting profile.

n eW U se r. m If you -receivev the efror “This email address has already been

associated with a different Utah-1D account”, and you are

using another user's email address, you must create a Utah-

ID with your email account, and then create a new user profile

for Unemployment Insurance and New Hire reporting.

* You will only need to complete this step one fime. Once your Utah-1D is linked to your Unemployment
Insurance and Mew Hire reporting profile, you will log in using only your Utah-ID

If you believ

If you have an existing user account, you _
can login here to link your existing profile ERRoRe:
tO you r th h-l D . .forgot my Urempj‘cr_g:mert Insurance and New Hire

u are receiving this message in error, contact

¢



Creating or Adding a User Accounte.

First time users will
complete the new user
registration form.

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.

DERPARTMENT OF Home About Divisions Partners Welcome J
WORKFORCE
SERVICES

Job Seekers Employers Assistance

Unemployment Insurance and New Hire Reporting

Home  Tax- Paymenis= NewHire= Claims~ Registration»  Correspondence~  Admin-  Infow

User Registration

Please fill out all of the fields below to create your user account.

* First Name:
* Last Name:

* Email Address: @gmail.com
* Title:

* Phone Number:

Click submit when the
information is entered

Economic Data Q




Adding an Existing Businesse

DEPARTMENT OF Home
! !h WORKFORCE
SERVICES

Partners

About Divisions

Hello. Click here to sign in.

Economic Data Q

Welcome Ji

Job Seekers Employers  Assistance
Unemployment Insurance and New Hire Reporting
Home Tax~ Paymenis~ NewHire~ Claims~ | Registration~ | Correspondence~ Admin-  Infow
Create a New Ul Account For My Business
(5} System Message Add An Existing Business To My User Account
Enter Registration
« Tax Rate Information. Please click here for details.
- Single Sign On Tutorial: Utah-1D i R e
« New to Online Filing? Please click here e A
= The latest Employer Advisor is now available. Please click here to read it
Tax Reporting New Hire Reporting Claims

File a New Hire Report v

A
Ml .t Filing Qi 2023 Q1

m Due: April 30, 2023

Other Options

Other Options

« View past new hire reports
« View all new hire options

File New Hire

W or amend past reports
r account PIN

rting options

Correspondence

View Correspondence »

Other Options

File a Form 606 (eResponse) ¥

File a Wage Audit (613) >

Other Options

« View history of 613 responses
= View all claims options

Account Admin

DEPARTMENT OF Home About Divisions Pariners Welcome J
WORKFORCE
SERVICES

Job Seekers Employers Assistance Economic Data Q

Unemployment Insurance and New Hire Reporting Hello, Ji bl

Home Tax~ Paymenis-~ New Hire~ Claims~ @ Regisiration~  Comespondence~  Admin~  Info-

Add An Existing Business To My User Account

Advanced access requires a Utah Employer ID and the PIN. IT the employer does not have a Utah Employer ID, you can register the employer here.

IT you file for five or more employer accounts, you can click here to request Tax Preparer administrative access.

Advanced Access

Advanced access enables you to:
File Tax Reports

View / Amend Tax Reports
View Account Profile

IMake a Payment on an Account
View Ul Benefit Costs

Print an IRS 940C Form

File New Hire Reports

View Past New Hire Reports
Provide Separation Information
Update Account Addresses
Update Account Contacts
Request FEIN Change

Close / Reopen Account

File an Appeal

View Electronic Correspondence

© * Utah Employer ID:

* PIN: @ I need my PIN

Submit Advanced Access

¢



Requesting a PIN.

(Personal Identification Number)

DEPARTMENT OF Home About Divisions
WORKFORCE
SERVICES

Partners Welcome J

Job Seekers Employers  Assistance Economic Data Q,

Unemployment Insurance and New Hire Reporting

Home Tax-»  Payments+ New Hirew Claims~  Registration»  Cormrespondence~ = Admine | Infow

Account Admin | Reguest Employer Account PIN

Request Employer Account PIN

If you need to recover your employer account PIN, please start by entering your Employer 1D. You will then be required to answer a series of questions.

© * Utah Employer ID:

Hello, J W

¢



Filing the Ul Contribution Reporte

Tax Reportin .
. Wage data records may be uploaded in Excel

format. Each record must have the following

Curr.ent Filing Qtr: 2023 Q1 d ata elements:
Due: April 30, 2023

First name

Other Options

« View or amend past reports ¢ LGSt name
» Get employer account PIN -
« File Form 794 °

Social Security number

« View all tax reporting options

Wages

2 ExcelGoodFile.xls

W .# Manually Enter Wages A [ =
—— 1 Dé¢n v Hedges S55021234 § 1054232 —
@pload a Wage File > 2 Bud Beremt 54174213 § 00000
" 3 Pad X LaFoege 2456769 § 8014228
Payments 1 Gory Ray 627406954 § 1426362
& Amend a Past Report 5 Rk 4 Edwards 884551123 § 001
A 6 Jon Mazer INENE § LAWY
7 ".llh_' S 126453529 § 1248901
8 Boett Jusd M2 § B2V
9 Stew Besck 458455963 § 2400000
10 Mie Syhester £51420563 § 651420
11
12 -
Mo b )\ Shwetd [ Stz [ Sie) | 4] | i ﬂn
Note: the above example shows a middle “«@9

initial. The middle initial field is not required.



Upload Your Wage File.

DEPARTMENT OF Home About Divisions Partners Welcome Ji

WORKFORCE
SERVICES

Ll

Unemployment Insurance and New Hire Reporting

lick on “Ch ile"
C IC On Oose FI e to Home @ Tax-  Payments+ NewHirewr Claims+ Registration»  Comrespondence  Admin-  Info-

open your file explorer |
and select the file Upload Your Wage File

Please select the wage file you would like to upload by clicking the Browse button, and then click Continue.
you want to upload.
Afte r Se | eCtI n g It’ C | I C k Do you have questions about your wage file?

Job Seekers Employers  Assistance EconomicData Q

Hello, J 4

Note: Here you can also find resources

" . n « Click here to view the file formats we accept ;
Continue. Gk e s aean st e for the types of files we accept and
- Having problems uploading an Excel file? Click here for some tips. troub[eshooting.

« The maximum size that we allow for a file upload is 25 MB

File To Upload: Choose File | Nojile chosen

¢



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.

DEPARTMENT OF
@ WORKFORCE
SERVICES

Unemployment Insurance and New Hire Reporting

Home | Tax~ @ Payments+~ NewHires~ Claims~

Pick A Worksheet

Registration«

Correspondence -

Home

Job Seekers

Admin+  Info-

About

Employers

There are mutliple worksheets in the file that you have uploaded. Please select the correct worksheet from the drop down list below.

Worksheets In File:

Sheet1$

b

Divisions

Assistance

Partners

Economic Data

Hello, J

Welcome J

Q

N




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.

DEPARTMENT OF Home About Divisions Partners Welcome J
WORKFORCE
SERVICES
Job Seekers Employers Assistance Economic Data Q
Unemployment Insurance and New Hire Reporting EioRn
Home | Tax-  Payments- NewHirew Claims~ Regisiration= Comespondence~  Adminw  Info ¥ Live Chat
A preview of the data from the file that was uploaded is displayed below. Please define your data by selecting the correct data definition, and then click Continue.
~ | Add Employer...
Qtr/Year: 172023 ~
Please define your data by selecting th@nition for each column. You may have to use the scroll bar at the bottom to see all of the columns. =
V| w W W
First Name A R 13371
Middle Initial
Last Name A Fi A 12587
Wages
SSN A Ji 1041
6 A D L 14027
B AV 1 1 AO50A

¢



Unemployment Insurance and New Hire Reporting

Your Wage File.

Home Tax- Payments+ New Hire » Claims « Registration~ Correspondence » i Info~

Hello, Ji v

Tax Worksheet For: T (C -0): Period: 2023 Q1
| Sort By: V| Employee Wage List
= SEemon T s e i Select the report to continue by checking the box next to the

Exfiptunes el ok Meie Lok 1 o doery M report(s) you wish to file, then click click “Continue.” If you

Lo - & have multiple quarters to or businesses to file for, you may

T T o click on “Start Another Report”** so you can file all quarters

S o P 1367400 50 at once.

5 edit | dal e EDGAR 7391|o0 30

2 =i ==y - '00 s Unemployment Insurance and New Hire Reporting Hello,..Jy b
it ] ce [ 7545] 50
ariit | Aol s Wii =4 Home Tax~  Payments+~ NewHire~ Claims~  Registration»  Correspondence~  Admin-  Info- m

Contributi aFt

© * Number of Employees
Total Wages Paid During Quarter s

Wages in Excess of $44,800.00 3
Wages Subject to Contribution 3
Contribution Rate

Contribution Due s
Total Payment Due $

Click here to start the report over >>>

15t Month 2nd Month 3rd Month
[ —
I

1,179,006.00 |- if total wages are incorrect, click here)
0.00
1,179,006.00
0.014
16,506.08
16,506.08

Select Reports To Be Filed

You may file more than one report at a time. IT you would like to start another repert to file, click Start Another Report. Otherwise, check the reports you'd like to file and click Continue.

Start Another Report

Period Employer Due Date Action [ File

The following reperts are ready to be filed:

2022 BI C 0-0) January 31, 2023 Edit O

View My To Do List

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.”

**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.”



Manually Entering Wages»

Tax Reporting

-  Click on the "File Tax Report” button and
Current Filing Qtr: 2023 Q1 SeleCt "N\(]nU(]”y Enter dees."

Due: April 30, 2023

Other optiﬂnﬁ @ ﬁggﬁggRCE Home  About  Divisions  Partners  Signin
SERVICES
« View or amend past rep[]r‘[s Job Seekers  Employers  Assistance  Economic Data Q
- Get Empiﬂy’er aCCOUnt Pl N — Unemployment Insurance and New Hire Reporting Hello, . L
= File Form 794 Home = Tax~ Payments~ NewHirew Claims+ Registration~  Correspondence~  Admin~  Infov m
L]

View all tax reporting options
Start Report

The following reports have not been started. Please click on the "Start Report’ link to select a report from the list.

— Add Existing Business

# Manually Enter Wages | - S o .
® Upload a Wage File 2023 Q1 A (€1 April 30, 2023
2023 Q1 B (C 34 -0) April 30, 2023 Start Report

5 Amend a Past Report

— —

File Tax Report ~

Payments

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

process
o



Manually Entering Wages»

DEPARTMENT OF Home About Divisions Partners Sign in
WORKFORCE
SERVICES

Job Seekers Employers  Assistance Economic Data Q,

Unemployment Insurance and New Hire Reporting Hello, Ju X

Home Tax~ | Payments~ New Hire=  Claims~  Registration~  Correspondence~  Admin~  Infow m
Tax Worksheet For: Ti (@ -0): Period: 2023 Q1 e Type in the wages for your

employees in the boxes

fmpfiy:; oﬁn?;:r" N:First rﬂ'?a%’:zeL:smf Jam-{gf;?m J;:'e:?m:;;:m ) prOVided. If your employeels
e i - name does not appear on the
T — = list, click on the green “Add

5 edit|del — M [ 9713]e 50 "

AT R - = Employee” button and type

ZE their information into the pop-

Contiyed

s up box, then click “Add to List”

Total Wages Paid During Quarter $  1,179,006.00 (- if total wages are incorrect, click here)

© - Number of Employees | | | |

Wages in Excess of $44,800.00 3 0.00
Wages Subject to Contribution $ 1,179,006.00
Contribution Rate 0.014
Contribution Due s 1€,506.08
Total Payment Due g 16,506.08

Click here to start the report over >>>»




Manually Entering Wages»

ooooooooooo
@ WORKFORCE
SERVICES

Unemployment Insurance and New Hire Reporting

Home Tax~ Payments~ New Hire~

Tax Worksheet For: Bt

Modify Soc. Security
Employee Number
1 edit | dal aasan]

© = Number of Employees
Total Wages Paid During Quarter

Contribution Rate

Contribution Due

Home About Divisions Partners Sign in

Job Seekers Employers Assistance Economic Data Q,

Hello, J v

Claims~  Registration~  Correspondence~  Admin~  Info-

(C 8- 7-0): Period: 2023 Q1
Employee Wage List
Employee Name 2023 Wages Excess Wages
First Middle Last Jan 1 - Mar 31 Jan 1 - Mar 31
EEEEE e 50

Add Employee

Contribution Report

1st Month 2nd Month 3rd Mon

Wages in Excess of $44,800.00 $ 0.00
Wages Subject to Contribution s 0.00
0.014

$ 0.00

S 0.00

Total Payment Due

Click here to start the report over >>>

View My To Do List

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»

EEEEEEEEEEE Home About Divisions Partners Sign in
WORKFORCE
SERVICES

Job Seekers Employers Assistance Economic Data Q,

Unemployment Insurance and New Hire Reporting Hello, Ji .4

== . Select the report to continue

S T e i s by checking the box next to

o oo s sy e the report(s) you wish to file,

ot o P then click on “Continue.” If you

: © o) « (@) 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 ﬂh
businesses, don't forget to complete the filing process after you “start another report.” v



g a Paymente

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.

DEPARTMENT OF Home About
l !h WORKFORCE
SERVICES

Job Seekers Employers

Unemployment Insurance and New Hire Reporting

Home = Tax~ Payments+ NewHirev Claims~  Registration~  Comespondence~  Admins  Info-

Select Payment Method

Listed below are the reports you have selected to file. You can pay the amount due with an Electronic Funds Transfer (EFT). If you don't want to make a payment right now, you can

select the "Pay Later” option. Please select a payment method, verify the amount to pay, and click Continue.

© Important Message - Please Read!

We are no longer accepting coupon payments. You are now required to make your payment online. If you don't want to make a payment at this time, you can select the 'Pay Later'

Divisions

Assistance

optien. If you select the 'Pay Later' option, you will need to make sure you submit your payment online before the due date to aveid penalties and interest.

@ Future EFT Settiement Dates

Period  Employer Total Due Payment Method

2022 B (€ 54 -0) 51931211 @ a -
Pay Later ’
EFT

| ——

Partners Sign in

Economic Data Q,

Hello, J v

Select Payment Method

Listed below are the reports you have selected to file. You can pay the amount due with an Electronic Funds Transfer (EFT). If you don't want to make a
select the "Pay Later" option. Please select a payment method, verify the amount to pay, and click Continue.

O important Message - Please Read!

We are no longer accepting coupon payments. You are now required to make your payment online. If you don't want to make a payment at this time,
option. If you select the 'Pay Later' option, you will need to make sure you submit your payment online before the due date to avoid penalties and inte|

B Future EFT Settlement Dates

Period Employer Total Due Payment Method
2022 (€54 0) 31931211 @ EFT 7 B
Account Type @ Routing# @ Account # @ Re-Enter Acct# @ Account Holder Name: Authorized By Amount:

[Checking v | | | | |

[ save this information for future use

| o |




Confirm Filingse.

DEPARTMENT OF Home About Divisions Partners Signin
WORKFORCE
SERVICES

Job Seekers Employers  Assistance Economic Data Q

Unemployment Insurance and New Hire Reporting Hello, J v

Home @ Tax~ Payments+ NewHirew Claims~ Registration~  Comespondence~ Admin~  Infow m

Confirm Filings

Please confirm your selection. When you click 'Submit’, you will be filing your report(s). Please note. when paying for more than one quarter, payments are applied to the most current
quarter first and then the oldest amounts owing if total amount due is not remitted.

Period Employer Total Due Payment Method

2022 B C 5- -0 31931211 @ Pay Later i

Start Payment Ove|

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

DEPARTMENT OF Home About Divisions Partners Sign in
WORKFORCE
SERVICES

Job Seekers Employers Assistance Economic Data Q

Unemployment Insurance and New Hire Reporting Hello, Ji W

Filing Results

Print Payment List

Home @ Tax+ Payments+ NewHirre= Claims~  Registration»  Correspondence~  Admins  Info- ¥ Live Chat

Employer Name Year/Qtr Filing Result Action
E (C 5-E—0) 2022 Q4 /] View Wage List | View Quarterly Report
Report successfully filed
Confirmation #385250

Retumn To Tax Reporting Home

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

DEPARTMENT OF Home About Divisions Partners Sign in
ORCE
SERVICES
Job Seekers Employers  Assistance Economic Data Q
Unemployment Insurance and New Hire Reporting Hello, Ji »
Home = Tax- Payments- NewHire~ Claims~ Registration~  Correspondence-  Admin-  Info- ¥ |ive Chat

Filing Results

Employer Name Year/Qtr Filing Result Action
E (C 5-—.-0) 202204 o View Wage List | View QuartJ DEPARTMENT OF Home About Divisions Partners Sign in
Report successfully filed WORKFORCE
; SERVICES
Confirmation #385250 > .
Job Seekers Employers  Assistance Economic Data Q,
Hello, J e

Unemployment Insurance and New Hire Reporting

Retum To Tax Home  Tax~ Payments~ NewHire~ Claims-~ Registration~  Correspondence~  Admin-  Info- ¥ Live Chat

Wage List

Your wage list for the selected timeframe is displayed below.

Workforce Services
Unemployment Insurance
On-Line Wage List Summary Report
KEEP THIS COPY FOR YOUR RECORDS — PLEASE DO NOT MAIL

| Back |

Ul Employer Account # C 80000000

To print a copy of the report for your cerame ¢ c
records, click on “View Wage List” or “View e T e, AT

Excess Wages This Quarter: $0.00

QUG rterly Report" Gnd then “Print." Employees Listed This Quarter: 104

Date of Report: 4/18/2023

§SN Employee Name 2023 2023 Wages Excess
Wages Jan 1 - Mar Wages
NIA 31 Jan 1 - Mar 31

0069 K $0.00 $11,040.00 $0.00




Future Report Deadlines

1stquarter wages January through March April 30
2"d quarter wages April through June July 31
3rd quarter wages July through September October 31

4% quarter wages  October through December January 31



New Hire Reporting

DEPARTMENT OF

WORKFORCE
SERVICES

Job Seekers

Unemployment Insurance and New Hire Reporting

Home @ Tax- Paymenis~ NewHire» Claims~ Registration»  Comespondence~  Admins  Info

Home About Divisions Partners Sign in

Employers  Assistance EconomicData Q

Hello, Ji ~

W Live Chat

Tax Reporting 2 New Hire Reporting =

File a New Hire Report ¥

Current Filing Qtr: 2023 Q1

Other Options
Due: April 30, 2023

« View past new hire reports
= View all new hire options

Ul Tax Rate
Year Tax Rate File New Hire Report ~
2023 0.014

Other Options

= View or amend past reporis
» Get emplover account PIN

Correspondence =

Claims 2

File a Form 606 (eResponse) »

File a Wage Audit (613) »

Other Options

« View history of 613 responses
« View all claims options

Account Admin =

¢



Requests for Informatione

We can't do it without
you. It is critical that
employers respond

to all requests for
information as quickly
as possible. Thank you!




Ul BENEFITS
801-526-4400

Employer Line:

option 2, then
option 3

Questions?

WORKFORCE
SERVICES

Iv UNEMPLOYMENT INSURANCE

Ul CONTRIBUTIONS
801-526-9235

For online filing help,
choose option, then
option 1

LIVE CHAT

Accessible online
via jobs.utah.gov

Live Chat Box



