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Introduction 
The objective of this job aid is to outline the process for Employers and Third-Party 
Administrators (TPA) to locate and view KUIP Correspondence. 

 

Locate and View Correspondence 

Overview 
Correspondence in KUIP will be sent to employers and TPAs based on their identified 
communication method, either US Mail or Email.  
 
Choosing Email means that the employer or TPA has agreed to receive their 
correspondence through the KUIP website rather than through US Mail. This requires the 
user to routinely check their KUIP correspondence based on courtesy emails notifying the 
user that they have correspondence to view.  
 
Note: selecting Email as the preferred communication method means the user will receive an 
email notification that correspondence is available in their KUIP portal. The actual 
correspondence is not emailed to the user.  
 
Note: employers will receive correspondence via US Mail even if Email is the preferred 
communication method if the correspondence has appeal rights. For TPAs, employer 
correspondence previously mailed to the TPA will only be viewable through KUIP.  
 
The correspondence preference can be updated by navigating to Account Maintenance > 
Address Information and clicking on the Correspondence Preference hyperlink on the 
Address Information screen.  
 
For a visual overview, see the TPA/Employer: Locate/View Correspondence Video.  
 

Employer Correspondence 
1. Navigate to Employer Correspondence 

There are two primary ways to navigate to Employer Correspondence in KUIP.  
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First, click the Correspondence Search button in the Account Details section from the 
Employer Home Page.  

 

Second, select Correspondence > View Correspondence from the Left Nav menu. 

 

 

2. Search Employer Correspondence 

Employer correspondence will be automatically populated in the Search Results.  

To search for specific correspondence, enter search criteria in the Search field and 
filter using the Filter Search drop-down menu.  
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Filter Search options include Document ID, Correspondence Name, Delivery Method 
(Email or US Mail), Print Date, and Status.  

Once the search criteria are entered, click Search.  

 

3. Filter Employer Correspondence 

Correspondence can be filtered using the Filter By menu on the left side of the Search 
Results area. The Filter By options include Correspondence Name, Delivery Method, 
Status, and Print Date.  

Select the checkbox of the filter to apply to reduce the number of correspondence 
items shown on the screen.  

Adjust the number of items shown in the correspondence table by selecting the 
number of rows to show on each search page.  

 

 

4. Employer Correspondence Search Results 

The Search Results table includes sortable column headers to include Document ID, 
Correspondence Name, Delivery Method, Status, and Print Date.  

The information in the table can be sorted by clicking on the column headers.  
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The search results table can also be Exported to Excel or Exported to PDF.  

Note: the employer may see certain correspondence items with both Email and US Mail as 
the Delivery Method.  Those that have both delivery methods are correspondence items with 
Appeal rights. All correspondence containing rights to appeal a determination or decision 
must be sent via US Mail even if Email is the preferred communication method.  

 

 

5. View Employer Correspondence 

To view Employer Correspondence, click the Document ID of the correspondence to 
review. The correspondence will open in a new browser window.  
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Note: once correspondence is viewed, recommend closing the browser window. The 
correspondence window will “time out” for security in accordance with the KUIP automatic 
log out timeframes (15 minute of no activity = warning; 30 minutes of inactivity = logged 
out). If the correspondence window times out, then all KUIP windows will be logged out.  

 

The correspondence item will provide the Correspondence Name identifying the 
purpose of the communication.  

The Mail Date, Employer Name, KEIN, and Correspondence ID are included in the gray 
box in the upper right corner of the correspondence.  

The mailing address is shown in the upper left corner of the correspondence.  
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If the correspondence involves a determination or decision that is appealable, there will 
be a section explaining the appeal process and requirements in the Appeal Rights 
section in the correspondence.  

 

From the Correspondence browser window, the correspondence can be downloaded 
or printed using the icons in the upper right corner of the screen.  
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TPA Correspondence 
TPA correspondence follows the same structure as Employer Correspondence. The two 
primary differences are the Left Nav menu item and the Filter Search drop-down menu 
items. 

1. Navigate to TPA Correspondence 

There are two primary ways to navigate to TPA Correspondence in KUIP.  

First, click the Correspondence Search button in the Account Details section from the 
TPA Home Page.  

 

Second, select Correspondence > Tax Correspondence from the Left Nav menu. 

 

 

2. Search TPA Correspondence 

TPA correspondence will be automatically populated in the Search Results.  
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To search for specific correspondence, enter search criteria in the Search field and 
filter using the Filter Search drop-down menu.  

 

Filter Search options include Document ID, Correspondence Name, Delivery Method 
(Email or US Mail), KEIN, Employer Name, Print Date, and Status.  

Once the search criteria are entered, click Search.  

 

3. Filter TPA Correspondence 

Correspondence can be filtered using the Filter By menu on the left side of the Search 
Results area. The Filter By options include Correspondence Name, Delivery Method, 
Status, and Print Date.  

Select the checkbox of the filter to apply to reduce the number of correspondence 
items shown on the screen.  

Adjust the number of items shown in the correspondence table by selecting the 
number of rows to show on each search page.  
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4. TPA Correspondence Search Results 

The Search Results table includes sortable column headers to include Document ID, 
KEIN, Employer Name, Correspondence Name, Delivery Method, Status, and Print Date.  

The information in the table can be sorted by clicking on the column headers.  

The search results table can also be Exported to Excel or Exported to PDF.  

Note: the TPA will see certain Employer correspondence items in the Search Results table. 
These items will show email as the Delivery Method but may also include a US Mail entry if 
the correspondence has Appeal Rights for the Employer.  

 

 

5. View TPA Correspondence 

To view TPA Correspondence, click the Document ID of the correspondence to review. 
The correspondence will open in a new browser window.  
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The correspondence item will provide the Correspondence Name identifying the 
purpose of the communication.  

The Mail Date, Employer Name, KEIN, and Correspondence ID are included in the gray 
box in the upper right corner of the correspondence.  

The mailing address is shown in the upper left corner of the correspondence.  

 

 

 

From the Correspondence browser window, the correspondence can be downloaded 
or printed using the icons in the upper right corner of the screen.  

 

Note: once correspondence is viewed, recommend closing the browser window. The 
correspondence window will “time out” for security in accordance with the KUIP automatic 
log out timeframes (15 minute of no activity = warning; 30 minutes of inactivity = logged 
out). If the correspondence window times out, then all KUIP windows will be logged out.  

 

 

 

 


