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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/Qfficers from the Account Maintenance menu.

Add a New Owner or Officer
1. Login 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.

Qbtain New KEIN/Activation Code

Welcome to the Kentucky
Unemployment Insurance
Self-Service website!

I you are unemployed and seeking o file an unemployment insurance claim, go to
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Login

Welcome to the Kentucky Unemployment
Insurance Portal (KUIP)

Email address

Mo account? Create one

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.

Motice and Consent

This comparer sysiem beiongs to 1he Commonswesith of Kentucky 1 may comsin LS. Goverrement infonmation

Users e stthiwiped 1o ise it e The e poss of | e mologirend Irauancs (U1 subeminting srd payng for erraloyrren and wags 018 seports of iing Ut berefits clsms of aioeak

It s pgainas Fodessl ke 1o misuse this system

il Laing this system are subjeet 16 state s federsl confidertialiny lawa and may be used ba proseciste individusls whe miluse this sysbern.
alficials may moniter 8% inpect sctivity on LR syalem o ary lire

s mecunity ard proger use of the system

Copy, oF i to
all claka that it sent, recshved, processed, or stored
I monisoring thows possiie criminsl activity, the information mmay be given 10 s snforosesnt and may esd ta criminal charges, Sines, or other penaltie

By continuing to use this syatemm, you sgres to thess tenma, I you do not sgees, log off immedistsly

Per Tade T8, United Seates Code. Secrion K00
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3. Maintain Owner/Officer Information

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

Home

SIDES Registration

I Account Maintenance I

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.

Maintain Owner/Officer Information

Maime = S5H = TN = FEIM = Cantact Infarmation < W Qwrership & Edin = Crelete &
Doy, Lisualir A SR A [T K00 Moo Street, FramisorL Ky, 40000, Us I5.00% # n
Dhises, Thedima AUFEEE-GEI5 LT M 2001 hara St Frankfort, €Y, 40601 US 5000 &,

Tatal ranegOHicar ¥

Total Parcantage H2O00%

ADD OWHER/QFFICER ADD & AUSINESS a8 OWHNER
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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.

Address Line T*

Add/Modify Owner/Officer Information

| Enter Text |
First Name*
‘ ‘ Address Line 2
Enter Text |
Middle Initial
City*
Enter Text |
Last Name*
‘ ‘ State”
Identification Number* Pick an option v |

S OSSN () ITIN
ZIP/Postal Code*
State Driver's License Number
‘ - |
‘ Pick an Opt v ‘ ‘ ‘
Date of Birth* Country”
‘ MM/DD/YYYY ) ‘ Pick an option v |
Job Title* (O Isthis an International Phone Number?
Select One v ‘
Phone Number: Ext.
Percentage of Ownership*
(s482) ety | ‘ |
| %
. . Fax
First Date of Ownership*
( \ ST,
‘ MM/DD/YYYY - ‘ (3 s s |

Email*

Re-enter Email*

* Select the "Save" button to SAVE the entered Owner/Officer to the list and return to the prior screen.

« Select the "Previous" button to navigate to the prior screen without saving the information.

Previous Save
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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.

Maintain Owner/Officer Information

Mame & GEH & ITIN & FEIH & Cantact Informatian & W Onwnadshig & Edit & Dodota &
Do, Louise G04-560RTE [T A 400 e Srreet, Frankfarn, Ky, S0601, U5 e EA o ra @
D-o-v._‘l’hqlrna_ AOT-E0-R325 (T2 LT 200 Mesn S8, Franklan, B, 0600, LIS Erile vt r

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 *.

Add/Modify Owner/Officer Information

Identification Number*
D OSSN (O ITIN

State Driver's License Number

Pick an Opt v ‘ ‘ ‘

Date of Birth

Percentage of Ownership®

| 2|

First Date of Ownership*

‘ MM/DD/YYYY ) ‘

Address Line 1*

| Enter Text |

First Name*
‘ ‘ Address Line 2

Enter Text |
Middle Initial
‘ ‘ City*

Enter Text |
Last Name-
| |

‘ Pick an option

ZIP/Postal Code*

HEEHH-SHEE

Country*

‘ Pick an option

‘ MM/DD/YYYY m] ‘
Job Title* (O Isthis an International Phone Number?
Select One v ‘

Phone Number*

(#4582) s Hasist

Fax

(#4582) s Hasist
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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.

Email*

Re-enter Email*

O Inactivate

* Select the "Save" button to SAVE the entered Owner/Officer to the list and return to the prior screen.

* Select the "Previous" button to navigate to the prior screen without saving the information.

Previous Save

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.

Maintain Owner/Officer Information

Hama = ZZH » ITIH = FEIM = Contact information & H Dwnonhip « Edit = Doleda =

Dos, Louisg P T Y A [FTeY SO0 Musta Sireet, Franilon, K, 0401, US AR00% ra

o]

Do, Thelma 07506525 WA Wik O Whesa St Faaniktont, K, 40601 LIS S0 r
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