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Introduction 
The objective of this job aid is to outline the process to add, edit, or delete an owner or 
officer to an employer account in KUIP.  

 

Maintain Owners/Officers  

Overview 
Owners or officers are added to a new employer’s account during the registration process; 
however, changes can be made through the Maintain Owners/Officers function in 
Account Maintenance.  

Note: TPAs with the Edit Account Maintenance role can also make these changes. TPAs will need 
to log in to their TPA account, search for the Employer, and navigate to the Employer’s Home 
Page to select Maintain Owners/Officers from the Account Maintenance menu.  

 
 

Add a New Owner or Officer 
1. Log in to KUIP 

Select either Employer Login or TPA Login, from If You Are an Employer or TPA. Follow 
the prompts to log in to your account.  
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2. Notice and Consent 

Read and select Accept on the Notice and Consent screen.  The user will then be 
directed to the appropriate Home Screen. 
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3. Maintain Owner/Officer Information 

From the Employer’s Account Maintenance menu, select Maintain Owners/Officers.  

 

 

4. Add a New Owner/Officer 

On the Maintain Owner/Officer Information screen, select the Add Owner/Officer.  

 

Note: Click Add a Business as Owner if the business owner is a legal entity.  
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5. Provide Owner/Officer Information 

Complete the required information on the Add/Modify Owner/Officer Information 
screen. Required information is identified with a red asterisk *.   

When complete, click Save.  

The added Owner/Officer will now be reflected in the Owner/Officer table. 
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Edit or Delete an Owner or Officer 
 

1. Edit Owner or Officer Information 

On the Maintain Owner/Officer Information screen, select the pencil icon in the Edit 
column to update the information associated with the selected Owner or Officer.  

 

 

2. Update Owner/Officer Information 

Update the pre-filled information on the Add/Modify Owner/Officer Information 
screen. Required information is identified with a red asterisk *.   
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When complete, click Save.  

Note: Edit also allows the employer to Inactivate an Owner or Officer by selecting the 
Inactivate checkbox. 

 

 

3. Delete an Owner or Officer 

Newly added Owners or Officers can be deleted by selecting the Trash Can icon in the 
Delete column before selecting Submit.  

Once the information has been Submitted, the Owner or Officer can only be 
Inactivated. See Step #2 above.  

 

 


