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TAKE CARE OF BUSINESS
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This guide is designed to help you manage your employment insurance information
in a secure, online environment. Use this step-by-step user guide to learn how to
report new hires, respond to benefit claims, report and pay your unemployment
insurance taxes and report fraud.



REPORT NEW HIRES WITHIN 20 DAYS

--------------------------------------------------------------------------------------------------------

Report new employees to the Idaho Department of Labor within 20 days of the
start date. People who fraudulently collect unemployment insurance benefits while
they are working full time cost Idaho employers more in unemployment insurance
taxes. When Idaho businesses report new hires, it's much quicker to catch people
who commit fraud. Report online with your Federal Employer Identification Number

and department-issued password.

Learn more at labor.idaho.gov/newhire.

Use the following guide/steps to report your new hires.

JDAHO

DEPT. of LABOR
REPORT NEW HIRES | 2




Call (800) 627-3880 or (208) 332-8941 for a password.

Go to labor.idaho.gov/newhire and click on [Report New Hires Online].

Enter your Federal Employment Identification Number and department-issued password.
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Your company information will appear. Complete the employee’s information
(Social Security number, name, date of hire, address)

Select [Submit]

© Home

Submit Change FEIN | | Reset

View Unprocessed Employee Records
For questions or problems please call: (800) 627-3880 - (208) 332-8041

You will see “Accepted” along with the employee’s Social Security number.

If you would like to enter information for another employee, enter his or her information and

hit [Submit].

Once you have entered all employee information, select [View Unprocessed Employee
Records] for a summary of your entries. You may delete any incorrect information at this time.

Click the [Home] icon on the upper right-hand side.
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RESPOND TO CLAIMS
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RESPOND TO
UNEMPLOYMENT
CLAIMS



RESPOND TO CLAIM
INFORMATION REQUESTS

--------------------------------------------------------------------------------------------------------

It's in the best interest of your business to respond online to requests for benefit
claim information. Employers who contest an initial unemployment insurance claim
by a former employee but fail to lodge objections or supply a response within seven
days will now be charged for any benefits paid up until an appellate decision.
Reporting online requires your Federal Employer Identification Number, Idaho
Employer Account Number and a department-issued personal identification

number (PIN).

To learn more or to sign up for electronic notifications, go to: labor.idaho.gov/sides.

Use the following guide/steps to respond to claims information requests.
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MINIMUM REQUIREMENTS.

The minimum system requirements to use SIDES E-Response are:

Internet Explorer version 9.0 or higher.
Chrome V44 or higher.

Firefox V37 or higher.

JavaScript must be turned on.

A minimum screen resolution of 1024 x 768.

CREDENTIALS
Before logging in to SIDES E-Response, you will need the following:

Federal Employer Identification Number (FEIN)
State Employer Identification Number (SEIN)
Personal Identification Number (PIN)

Complete the online application at labor.idaho.gov/SIDES. The Idaho Department of Labor
will provide you a PIN at the time of registration. You will need this PIN to log-in to the system.

LOGGING IN

To log-in to SIDES E-Response:
After you have registered for SIDES E-Response, you will receive an email from the Idaho
Department of Labor whenever a former employee files an unemployment insurance claim

and lists your business as a previous employer. Click on the link from the email or go to
http://uisides.org to complete your response (shown below).

On the Welcome screen, select [Separation Information], and click the [Select] button.
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The screen shown below will appear.

On the Log-in screen:

Select the appropriate state from the drop-down list;

Enter your Federal Employer Identification Number (FEIN) without dashes or other punctuation;
Enter your State Employer Identification Number (SEIN) including leading zeros;

Enter the PIN provided to you by the Idaho Department of Labor and

Click the [Log-in] button.

SEPARATION INFORMATION REQUESTS

After logging in to E-Response, you will see the pending separation information request or requests
associated with the PIN that you entered. A sample screen is shown on the following page.
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At the top left is a “Search by SSN” box. If the list of pending requests is lengthy, you can
locate a specific request by entering the SSN to which it relates in this box and clicking [Search].

The list shows each claimant’s name, SSN, and the date and time that the separation information
response is due to the requesting state. It is important that each response be submitted by its due date
to ensure that the information can be used to determine whether the individual is eligible for
unemployment benefits. Not responding by the due date may adversely affect your account.
RESPONSE STATUS BUTTONS
The buttons shown for each pending request indicates its status.

If the response has not yet been started, the button will show [Create Responsel.

If the response is in progress, you can choose the buttons [Edit Response] or [Delete Response].

If the response has been submitted, the button will show [Create Amendment].

Requests will remain on the website for 35 days after the request date.

CREATE A RESPONSE
Click the [Create Response] button.

For additional information, please reference the user guide that was emailed to you by the
Department of Labor during your registration or call us at (208) 332-3575.
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PAY Ul TAXES
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ALL QUARTERLY TAX REPORTS
MUST BE SUBMITTED ONLINE

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

|daho employers are required to file quarterly unemployment insurance reports
online. Filing your quarterly wage reports online saves taxpayer dollars and results
in greater accuracy when calculating taxes due. Payments can also be scheduled in
advance, up to the due date.

Use the following guide/steps to file quarterly wage reports and pay Ul taxes.
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You must have an Idaho business registration. Register your business at http://business.idaho.gov

Go to labor.idaho.gov/EmployerPortal
Click on [New User Registration]

Enter your company information

If you enter your email address and receive a note stating this email address is already on file with
the ldaho Department of Labor, click [Forgot Password]. An email will be sent to you so you can
reset your password. Once you have entered your information and password, a verification notice
will be emailed to you.

Open your email account and find the verification email.

Click on the verification link.

If you do not click on the verification link and set up your account within 24 hours of receiving
the email, you will be required to start the process over.

Once verified, return to the Employer Portal at labor.idaho.gov/EmployerPortal and logbin.
This opens your home page screen. See sample below.
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Click on the first green tile [Add or Select Employer] and the screen pictured
below will open (note the active tab is Add Employer).

Enter your 10-digit Employer Account Number.
Enter your 6-digit PIN.

A PIN was mailed to you at the time your Idaho Business Registration form was set up. Call
(208) 332-3576 if you do not have your PIN. You will not be able to complete filing without a PIN.

Select [Add Employer].

For accounts set up as of March 2014, the contact provided on the Idaho Business Registration
form is set up as the administrator.

If you are the administrator, you will automatically have access to all functions (see image below).
For some other companies, there will be only one administrator. In businesses with more than
one location and/or other personnel who will use the site, the administrator will determine
permission levels of other users. How to grant permissions is explained in the following section.

PERMISSIONS
Once the account is set up with an administrator, new users who register and do not have a PIN
will have to check each function they want to access and click the blue [Request Selected Roles]
button. This sends the request via email to the administrator.
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Your administrators have the option to approve or deny each request.

After selecting employer and company, users who have access/permission to all features will see
the home page pictured below.

The following section is for users who have already registered and have access to the Ul
Reporting and Payments feature.
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REGISTERED USERS
Log-in to the Employer Portal to access your home screen.
If you are a user with multiple accounts, select the employer account you want to access
before continuing.

Click the [Ul Tax Reporting and Payments] tile (pictured on the previous screen) to access
the Employer Online Report tool.

The Reporting Summary page will appear. See image below.

Click on [Report Next Quarter] located on the right-hand side of the page.

Next Steps

Report Next Quarter
LONTINUE reporuing tax quarter information.

Make a Payment
Make a payment online or print a payment voucher to
mail in.
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This opens the Report Wages screen.

REPORT WAGES
TWO METHODS OF REPORTING WAGES

OPTION 1: Import Wage Record. Click on [Import Records]. For format guidelines and
instructions, click on [Import wage file] (on the next screen, pictured below) and follow
the directions.
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OPTION 2: Manual reporting. Complete each box in full with the employee’s SSN, first name,
last name and wages paid. Middle initial and hours worked are optional fields.

Select [Add] to insert another line. Continue until all wages are entered.
All employees with zero wages must be removed prior to finishing reporting wages.
Make sure Total Gross Wages equals the amount of wages from your list.

Select [Finish Reporting Wages] after all wages have been entered into the system.

Add all reportable wages below or Import Wage Records.

Employee’s 55N First Name M Last Name Wages Paid Hours** Action
[ $ Add @
333-33-3333 Jane Smith $ 7000.00 Remove
333-44-5555 Jane D Doe S 736.71 Remove

Page 1  of 1 (2 tems) | 10 Per Page @

:’_Middle Initial - Optional. Total Wages: $7,736.71
** Quarterly Hours Worked - Optional.
Total Hours: 0

Remave All Save [ Finish Reporting Wages

This opens the Report Taxes screen.

REPORTING TAXES

Review Total, Excess and
Taxable Wages.

Edit Wages will return you
to the prior screen to
correct employee’s wages.

Adjust allows you to change
the automatic calculator of
excess wages. Most
employers will not change
this area; please contact us
before proceeding.

If no employees, enter O.
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Select [Submit Tax Filing] to complete the transaction after reviewing all the information on the
wage reporting screen. The button is located at the lower left of the Reporting Taxes screen. (See
previous page.)

MAKE A PAYMENT
This opens the REPORTING SUMMARY screen. See image below.

Select the quarter to be reviewed.
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Review Quarterly Report Summary.

Report Summary - takes you to your complete listing of online quarterly summaries.

Review Total Wages and
Employee’s individual wages.

Edit Quarter allows you to
go back to the Tax Report
Screen for the current
quarter only.

Make a Payment - takes you to options to pay.
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PAYMENT OPTIONS.
Electronic Check Credit Card (3% processing fee)

If you are already on the Make a Payment screen, skip the information in the box below:

Log-in to the Employer Portal and access your home screen.

If you are a user with multiple accounts, select the employer prior to continuing.

Click the [Ul Tax Reporting and Payments] tile to access the Employer Online Report tool.

The Reporting Summary screen will appear. See image below.

Click [Make a Payment] located on the right-hand side of the page.

Next Steps

Report Next Quarter
Continue reporting tax quarter information.

Make a Payment
Make a payrment online or print a payment voucher to
mail in.
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OPTIONS 1 AND 2. PAY ONLINE

Enter exact amount of your payment in the Payment Amount box.

Select [Pay Online] to make payment by eCheck or credit card.

eCheck is an electronic check similar to writing a check - minimum payment is $5; no

processing fee.

Credit card - minimum is $5; a 3% processing fee will be added to your total.
Pay Online screen will appear (see below). You are now working with a secure, third-party service.

Select [Electronic Check] or [Credit Card] from the drop-down selector under Payment Type.
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ELECTRONIC CHECK PAYMENT OPTION (no processing fee)

Select [Electronic Check] from the dropdown menu.

If the payment is being funded specifically by a foreign source (bank or company), check

the box; an international ACH is needed.

Click the [Next] button.

Complete the Customer Information screen and click the [Next] button. Fields marked with *

are required.
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Complete the Payment Info screen. You will need the following bank information:

Account type: Checking or Savings
Routing Number of bank (9 digits)
Account Number (you are required to enter twice for accuracy)

Name on the account

Payments are
automatically dated
the most current
business day.

If you choose an
Alternate Payment
Date, it must be a
valid future business
day - no holidays or
weekends.

Read terms and conditions, check the [Yes] box, then click the [Submit Payment] button. Fields
marked with * are required.

You must click the
[Yes] box to accept the
Terms and Conditions
before you click
[Submit Payment] to
continue the process.

YOU MUST RECEIVE
A CONFIRMATION
NUMBER BY EMAIL
TO ENSURE YOUR
TRANSACTION IS
COMPLETE!

PAY UI TAXES | 24



CREDIT CARD OPTION (3% processing fee)

Select [Credit Card] from the dropdown menu.
Click the [Next] button.

Complete the Customer Information screen and click the [Next] button. Fields marked with *

are required.
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Complete the credit card Payment Info screen. Click the [Next] button.

Review the credit card payment information. When complete, click the [Submit Payment] button.
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YOU MUST RECEIVE
A CONFIRMATION
NUMBER BY EMAIL
TO ENSURE YOUR
TRANSACTION IS
COMPLETE!



REPORT FRAUD

-----------------------------------------------------------------------------------------------------




REPORT FRAUD
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Unemployment insurance fraud is a crime that affects everyone. It drives up
unemployment taxes for businesses and causes frustration for law-abiding workers.
If you suspect someone is committing unemployment insurance fraud, let us know at

labor.idaho.gov/uifraud.
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Idaho Department of Labor 120 South 3rd Street Boise, ID 83735 | (208) 332-3576 or 1(800) 448-2977 | Fax: (208) 334-6301

C.L. “Butch” Otter, Governor - Kenneth D. Edmunds, Director

The Idaho Department of Labor is an equal opportunity employer and service provider. We are committed to providing employment services and programs that do not
discriminate on the basis of race, color, national origin, religion, political affiliation or belief, sex, age or disability.





