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Introduction

The objective of this job aid is to outline the process for Employers to update and maintain
their information in KUIP.

Note: these tasks can be performed in the Employer Account by the employer or by a Third Party
Administrator (TPA) with the Edit Account Maintenance role.

Maintaining Employer Account Information

Overview

Employers can perform many Account Maintenance tasks through self-service in KUIP.
Examples of these tasks include:

e Maintaining Owners/Officers

e Updating Address Information

e Maintaining Employer Reporting Units

e Maintaining Third Party Administrator (TPA) Authorization

e Maintaining Employer Name and FEIN

¢ Maintaining Entity Type

e Inactivating an Employer Account

e Requesting a Certificate of Good Standing

e Requesting a Business Transfer

e Inviting New Employer Members and Maintaining Users and Roles

This job aid will cover updating the Employer Address, Name, FEIN, Entity Type, and
requesting a Certificate of Good Standing.

Other related Account Maintenance job aids (and associated videos):
e Maintaining Owners/Officers Job Aid and associated video.
o Inviting New Employer Users Job Aid and associated video.
e Maintaining Employer Reporting Units Job Aid and associated video.
o Employer Maintain TPA Authorization Job Aid and associated video.
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Updating Employer Address Information
1. Address Information Screen

Log in to KUIP using your log in credentials.

From the Employer Home Page, select Address Information under Account
Maintenance from the left menu.

Home

SIDES Registration

IAccoun( Maintenance I ~

View Employer Account Profile
Rate History
Maintain Owners/Officers

Change Reporting Method

I Address Information l

Maintain Employer Reporting Units

Maintain Third Party Administrator (TPA) Authorization
Maintain Employer Name

Maintain Employer FEIN

Subjectivity Maintenance

2. Correspondence Preferences

Review the Current Correspondence Delivery Method at the top of the Address
Information screen.

Click on the Correspondence Preferences hyperlink to review correspondence
preferences.

Current Comeapandence Delhveny Method £rail
s Fis P it Fifisitaas

Address Information
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Preferences can be updated between Email and US Mail on the Employer and TPA
Communication Method pop-up window.

If the correspondence preference is updated, click Submit. If nothing is changed, click
Cancel.

Employer and TPA Communication
Method X

If you wish to change your communication delivery method () , you may select from the
options below.

Select "Email" if you would like to receive KUIP correspondence electronically.

Choosing this option means that you are either the employer or authorized by the
employer to conduct electronic transactions and receive records and other
correspondence from this Agency in an electronic format through its Kentucky
Unemployment Insurance Portal systerm and that you agree to do so.

Communication Method

‘ US Mail W ‘

Communication Email

‘ kamhomecare@mail.com ‘

If your organization uses a Third Party Administrator (TPA) for Kentucky Unemployment
Insurance Portal (KUIP) purposes, note that correspondence previously mailed to the TPA
will only be viewable through KUIP.

ACKNOWLEDGMENT

If your postal, physical, or primary email address changes, you must update it in KUIP.

3. Address Types

To review the types of addresses, click the Address type hyperlink above the Address
Information table.

Cusrent Comespendence Dedhvery Meshod Emal
Cartenterd etk Pralitescs

Address Information

Selem e Address Be Tha fou woukd Bhe 1o updaoe. i e et 90 200 or Updae 2 200 for 2 repoming et select tne Mamiain Repoming Unas Ink inthe left hand ravigasen:
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Address types include:

Mailing: address chosen to receive correspondence sent from OUI by US Mail.

Physical: street address where either the business is located or a work site that
is a base of operations. This address must be in Kentucky.

Business Records: location where the business/payroll records are stored
and/or maintained.

Claims Forms: address where all claims-related correspondence will be mailed.

Benefit Charging: address where all benefit charge statements will be mailed.

Address Types X

Employer Address Types:

1. Physical Location: The street address where either the business is located or a work site
that is a base of business operations. If the business has multiple locations, the street
address is that of the primarny business site. This address must be in Kentucky.

2. Mailing: Address chosen by the employer to receive correspondence sent frorm the
Office of Unemployrment Insurance{OUI) by US Mail. The employer may elect to have
specific correspondence assigned a separate address through the employer account
maintenance process.

3. Claims Forms: Address, as designated by the employer, where all claims-related
correspondence will be mailed.

4. Business Records: Location where the business/payroll records are stored and/or
maintained.

5. Benefit Charging: Address, as designated by the employer, where all benefit charge
staterments will be mailed.

Close

Updating an Address

To update an address, click on the Address hyperlink in the Address Type column.

Address Infermation
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Update the address information on the Modify Address screen and then click Save.

Modify Address
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Addcirese. Typa: Hading

Rarra as

| POk a6 Cepoe

AnErien

Adcreis Ling F

| S0 ML PO 5T

Agdress Ling 2

City

| FRANEFOST

Snane”

| Kertusky

L1 et sl Codes

| S0B0IET

Cimifity

| FRANKLIN
E ki thid &0 Inbamatioral FRant NurmEo "

Phane Murnbar Ext

|I50ﬁ:!l?93'-'-'-‘5- | |

| amhomos sre@malloem

P~ Emal

| e aredrnailod T

[ | |

Note: only TPAs can update the Claim Forms and Benefit Charging addresses if managed by

a TPA. The TPA addresses will be listed in the Address Information table.
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5. Address History

To view any changes made to addresses, click the View Employer Address History
hyperlink below the Address Information table.

Address Infarmation
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Address Historical Information

Address Type

| Pick an aption v

Sroviows m

Search Results

Address Type & Attention + Address + Phone Number & Email « Modified Onv Modified By 4
Business Records 250 E MAIN ST, FRANKFORT, KY, 406012246 1502) 369-8745 MAILEMAILEOM o8/10/2026 Kimberly Meyer
Business Records 500 MERG ST, FRANKFORT, KY, 406011987 1502) 369-8745 oB/07/2026 Kimberly Meyer
Physical 500 MERO ST, FRANKF ORI, K, 406011987 (502) 369-8745 asjorfzo2e Kimberly Meyer
Mailing 500 MERO ST, FRANKFORT, K, 406011987 1502) 369-8745 Kkamhameeara@malcom asjorfzoze Kimberly Meyer
. Showing raws 1to 4 of 4

Updating Employer Legal Name
1. Updating the Employer Legal Name or DBA

To update the employer’s legal name or Doing Business As (DBA) name, navigate to
Maintain Employer Name under the Account Maintenance menu.
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Employers (or TPAs with the Account Maintenance role) can update the DBA from this
screen or request an update to the Legal Name for the employer.

Home
SIDES Registration
Account Maintenance
View Employer Account Profile
Rate History
Maintain Owners/Officers
Change Reporting Method
Address Information
Maintain NAICS
Maintain Employer Reporting Units

Maintain Third Party Administrator (TPA) Authorization

l\*la'r‘ta'ﬂ Employer Na'ﬂel

Maintain Employer FEIN

Note: if the name change is the result of a reorganization, acquisition, merger, or formation
of an entity with a new Federal Employer Identification Number (FEIN), additional
information will be required. The employer will need to click the Here hyperlink to complete
the Experience Transfer screens.

2. Changing the DBA Name

To update the employer’s legal name or Doing Business As (DBA) name, navigate to
Changing the DBA Name.

e Select the Change DBA Name radio button.
e Enter the new DBA name.
e Click Save.

e Agreen “Your Doing Business As (DBA) name has been updated successfully”
message is displayed at the top of the screen.
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Note: the DBA name can also be removed by clicking the “Click here to remove the DBA
name” hyperlink. From the pop-up window, click Remove to complete this action.

Legal Name Change Request
Croaws Craegs Lagel M Be'ow 1a segual onvepdens 100w Legal Mems o U s pieee
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P ity Bt e £ () R

3. Changing the Employer’'s Legal Name
To update the Legal Name:
e Select the Change Legal Name radio button
e Enter the New Legal Name
e Answer “Has this employer changed their Entity Type?” Yes or No.

o If Yesis selected, the employer will be directed to the Entity Type
Correction screen.

o If Nois selected, the employer will be directed to the Legal Name Change
Confirmation screen.
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e Enter the contact information.

e Click Next.

Legal MName Change Request

Chonse Change Legal Mame bedow v s gets 30 widios g ihe Lo rame S5r sris emaiayer
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e Confirm the change on the Legal Name Change Confirmation screen. Click
Next.

Legal Hame Change Confirmation

Sawaliion it rave Liogal R sl Sostart datads, Sakid| Rl L gratesd b the fl s, Seleil Trevau 1 s ihbnges

Current Legel Same FAM HOME CARE SEELES
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e Either upload supporting documentation by clicking the Upload Document
button or click Cover Sheet to download a cover sheet to attach to your
documentation.

o Follow the instructions on the cover sheet to email your documentation
within 30 days of your request.
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e Click Submit. The employer will see a pop-up window confirming the Legal Name
Change has been submitted.

e The Legal Name Change Request will be reviewed by OUI.

Legal Name Change Processing
A recpmul o Chenge Lhe Legel Marms s been swbmeisd foekcbonenly sutmi sny secporbng dooumentsbon, seiec Upkosd Document”

¥ R CRT RLITE DT 52 L
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fara bl e < hargs.

VO T b e s e e s emeried

I

Confirmation X

Your request for a Legal Narme Change has been submitted.

Updating Employer FEIN

To update the employer’s Federal Employer Identification Number (FEIN), navigate to
Maintain Employer FEIN under the Account Maintenance menu.

Home

SIDES Registration

Account Maintenance

View Employer Account Profile

Rate History

Maintain Owners/Officers

Change Reporting Method

Address Information

Maintain NAICS

Maintain Employer Reporting Units

Maintain Third Party Administrater (TPA) Autheorization

Maintain Employer Name

Maintain Employer FEIN

Page 12



Kentucky Unemployment Insurance Portal
Maintaining Employer Information

TEAM i
KENTUCKY

UNEMPLOYMENT
INSURANCE PORTAL

Enter the corrected FEIN, re-enter the FEIN, add an explanation for the correction, then

click Next.

FEIN Correction Request

In order to correct an issue with the employer's FEIN, please enter the reguired information below.

Note: If this Federal Employer Identification Number (FEIN) change is the result of a reorganization, acquisition, merger, or formation of an
entity with a new FEIN, additional information is required. Click Here to be redirected to the correct form.

FEIN 63-T446541

Corrected FEIN®

| KKK KEKK |

Re-enter Corrected FEIN®

| KKK KEKK |

Enter explanation for correction®

You hawve 500 characters remaining.

Note: if the FEIN change is the result of a reorganization, acquisition, merger, or formation of
an entity with a new Federal Employer Identification Number (FEIN), additional information will
be required. The employer will need to click the Here hyperlink to complete the Experience

Transfer screens.

Supporting Documentation
Arequesl b Change FEIH i beea dubrritted Te ekeotranzaly tobmil oy dupeailrg dodumenialse, select Closde Fle see ‘Uglasd’

rett aheel Lo e mail yous dosumentation within thry (3] days of yous tegquest fee a FEIN ehangs.

Wi may be contacied for addiional informaten i nesced

I youd Carenol Submil oo meraation nove Cick “Cover Sheel” b prinliave 3 oover sheet. This Cover sheet is regasned when SubmEling your dooumentation. Folos Uhe insbiuclons on the

Your request has been submitted to OUI for review.

To include any supporting documentation, either upload supporting documentation by
clicking the Upload Document button or click Cover Sheet to download a cover sheet to

attach to your emailed documentation. This must be received within 30 days of the

request.
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Updating the Employer Entity Type
To update the employer’s Entity Type, navigate to Maintain Entity Type under the

Account Maintenance menu.

Entity types, for example, include C Corporations, C Corporation - Subchapter S, Sole
Proprietorships, Partnerships, LLCs, and other entities such as schools, estates, trusts,
universities, and governmental entities.

Home

SIDES Registration

[Account Maintenance ]

View Employer Account Profile

Rate History

Maintain Owners/Officers

Change Reporting Method

Address Information

Maintain NAICS

Maintain Employer Reporting Units

Maintain Third Party Administrator {TPA) Authorization
Maintain Employer Name

Maintain Employer FEIN

Subjectivity Maintenance

Maintain Entity Type

Inactivate Employer Account

1. Complete the Entity Type Correction Screen
e Select the new Entity Type from the New Value drop-down menu.

o Enter the effective date of the entity type change. The date can be entered using
the calendar icon or typed into the field.

e Answer “Did your FEIN change due to a change in entity type?”’ Yes or No.

o If Yesis selected, the employer will be directed to the Experience Transfer
screen once you click Next.
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e Enter the reason for the request.

e Once completed, click Next.

Entity Type Correction

Enter the required information below to request a change in Entity Type.

Current Value New Value
Entity Type C Corporation C Corporation e
Did your FEIN change due to a change in O Yes () No

entity type?*

Enter reason for request”

You hawve 500 characters remaining.

The request has been submitted for review to OUI.

Request Submitted
Your request to change entity type has been submitted and is under review.
Cld Valua New Valua
Entity Type C Corporation C Corporation - Subchapter 5
Non-Profit Status No No
Effective Date 01/0y/2024 082026
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Request a Certificate of Good Standing

To request a Certificate of Good Standing, navigate to Request Certificate of Good
Standing under the Account Maintenance menu.

If the account is eligible for the certificate, select the checkbox and click Submit.

Certificate of Good Standing

To request a Certificate of Good Standing, select the check box and Submit.

To return to the previous screen: select the Previous butten.

(O Certificate of Good Standing”

To return to the Employer's Home Page, click Home on the Confirmation pop-up window.

Confirmation

The request for a Certificate of Good Standing has been successful.

Home

If the account is not eligible to receive a certificate, the system will generate an error
message. Accounts are not eligible for a certificate if there is delinquent debt and/or
delinquent wage reports.

A\ A Certificate of Good Standing cannot be generated as there is delinquent debt and/or delinguent report(s) on the account. %
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