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Introduction

The objective of this job aid is to outline the process for existing employers to activate
their account in KUIP. An existing employer is one who already has an Unemployment
Insurance account with Kentucky (an existing legacy Kentucky Employer Identification code or
KEIN).

The first part of this process can be found in the Creating an Employer Account section of
this document.

Following the initial account creation, users can reference the Activate Existing Employer
Reserve Account section to enter their Activation Code and activate their KUIP account.

Note: If you have already established your employer KUIP account using the Employer User
Account Creation and Login Reference Guide, you can begin with the Activate Existing
Employer Account section of this document.

Creating an Employer Account in KUIP

Overview

KUIP requires each Kentucky employer to have their own unique account within the
system.

Following registration in KUIP, employers can associate with a Third-Party Administrator
(TPA) to perform specific actions on their account. This process is outlined in the Employer:
Maintain TPA Authorization Job Aid.

If additional users need to access an Employer account within KUIP, the process for

creating secondary users for an Employer account is outlined in the Inviting New
Employer Users Job Aid.
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Create an Employer Account
1. Access the KUIP Employer Portal

Navigate to the Kentucky Unemployment Insurance Self-Service web page and click
the Employer Login button to access KUIP.

Welcome to the Kentucky
Unemployment Insurance
Self-Service website!

2 Accessand mana

If you are unemployed and seeking to file an unemployment insurance claim, go to uiclaimsportal ky.gov

2. Create an Employer KUIP Account
Enter the employer’'s email address.

If there is no user account with the provided email, click the “No account? Create one”
link.

Click Next.

TEAM s
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Login

Welcome to the Kentucky Unemployment
Insurance Portal (KUIF)

[Email address
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The user will be directed to the Create Account screen to enter the email. Select Next.

-----

Create Account

Welcome to the Kentucky Unemployment
Insurance Portal (KUIP)

Emai

3. Enter One-Time Passcode

Onthe Enter One Time Code screen, enter the password sent to the email provided in
the step above and select Next. Note: this is the email used to log in to KUIP each time.
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“ testuserkyl@maildrop.cc

Enter one time code

We just sent a code to testuserky1@maildrop.cc

Enter code

MNext
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4. Enter Account Details

On the Create an Account screen that appears, enter details related to the account
being created: First Name, Last Name, Password, Re-enter Password. Then, click Next.

TE AN i
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Create an Account
We just need a little more information to setup
your account. For enhanced account security, a

minimum of 15 characters is suggested for
password.

First Nama
Last Name
Preferred Name
Password

Re-enter password

S )
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5. Set Up Multi-Factor Authentication (MFA)

On the Keep Your Account Secure screen, select either Phone Number or Email as
the security method. The selected method will be used to receive the MFA
authentication code.

For phone, enter the user’s phone number in the provided field.

For Email, click the Use a Different Verification Option to display alternative MFA
options.

Once the method has been selected/entered, click Next.

TEAM -0
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testuserky11@maildrop.cc

Keep your account secure

Add your phone number so we can text you
whenever we need to verify it's you.

+1 v Phone number

| Use a different verification option I

Message and data rates apply.

Cancel Next
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6. Enter the Code

On the next screen, enter the code provided by the MFA authenticator before clicking
Verify.

TE AL il
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testuserky 1 @masldropucc

Enter code

We just sent a code to +1 I. Enter the
code you receive.

7. Notice and Consent

Read and select Accept on the Notice and Consent screen. The user will then be
directed to the Employer Welcome screen to begin the Employer Activation Process.

Motice and Consent

This companer sysism beiongs 1o the Commaonweaith of Kerqucky. H may comsin LS, Soveiremen: rdonmation
Lisars are aurhoriped 1o use it ko The par pose of U P mplog TP Irausancs (LI subeninting and paging for emgloyment and wage 0181 reports 0 Iling Ul benefits chairs of appeals
1L is againar Fodesl b to misuse 1his system

» Al reeands ciested while Laing thin myatem are subjset 1o ate 2o federsl coalideraiz bty lawa and smay be tned 12 prosecuse individusls wha minuse this pabern

= Federal an
= Theymay intercept, recand, copy, o revicw B9 crauns seconity ard proger vao of the yslem

12tz alficial msy meniter a5l impeet sctivity on Lhis ayaiem ot any lire.

= Thizinchudes il cats that i eont, recehnd, procnesed, or torec
I monsceing ahows possihin criminal activity, the indormation may e given 1o v snforosment and rmay lead &3 criminal charges, Sres, or ot hes penalibe
By ortinuing t0 usas shis system, you ajres oo thes seime, 1p0 oo not agess, kg olf imimedisbely

Per Titke T8, Urited Sraves Code, Section HI0
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Activating an Existing Employer Account Process

8. Activate Existing Employer Reserve Account

On the Employer Welcome screen, select Activate an Account from the left

navigation menu.

s A T Welcome, John Doe!
BT AT 10 the e, peats e nct Bogiiter Dmployer o Acthate an Account
GRA6 TRl v irilaris D P A v & e Enoaraly Sl gt ol asvies pithonta

et Beghites Dmpboyer oo (he mo on e ot

£ s Shwady Nawe 8 KEI a0t s
netnct Activatie an AcTount om the rmenu o the et

9. Enter Employer Account Activation Information

Enter the employer Federal Employer Identification Number (FEIN), the new
Kentucky Employer Identification Number (KEIN), and Activation Code.

If the employer has forgotten or does not know their new KEIN, select Forgot KEIN.

Employer Account Activation

wcdetsl L i gLican rurmisr, B knowe i & FEIN
okl e lid Dhi Pairadty Ciealied KEIM. nol The legacy REIN

Authentication
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10.Forgot KEIN
Enter the employer Legacy KEIN (from the previous system) and the FEIN.

Select Submit to view the employer’'s new KEIN.

Display New KEIN

Ta view the new KEIM for your Kentucky Unemployment Insurance Account enter the legacy KEIM and current FEIM.

Legacy KEIN-

cancel

11.0btain New KEIN and Activation Code

The employer’s new KEIN and Activation Code can be accessed from the Kentucky
Unemployment Insurance Self-Service web page.

Select the Obtain New KEIN/Activation Code link.

Ky.gow An Offical Website of the Commonwealth of Kentucky

KENTUCKY Obtain New KEIN/Activation Code Resources Vv Contact Q

Welcome to the Kentucky Neptegar kooks
B3  Manage your account an
Unemployment Insurance repores
Self-Service webpage!
TPA Login
Access and manage your clien

If you are unemployed and seeking to file an unemployment insurance claim, go to uiclaimsportal.ky.gov
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Log in to the employer's legacy account and access the new KUIP KEIN and Activation
Code.

KEENA'NJ-&?Y Obtain New ivation Code v Contact Q
Obtain Your Legacy KEIN *
Activation Code Legacy KEIN
Log in to your account and cbtain your New Legacy Password *

KEIN/Activation Code.

Legacy Password

Note: please enter the 8 or @ digit legacy Kentucky Employer Identification Number (KEIN} as shown on your
reporl without spaces. KEIN Examples

12.Employer Reserve Account Activation

Enter the employer Federal Employer Identification Number (FEIN), new Kentucky
Employer Identification Number (KEIN), and Activation Code.

Select Authenticate.

Authentication

Enter Federal Employer Identification Nurmber (FEIN)*

&1

Enter Kentucky Employer Account Number [KEIN)

10 Fargot KEIN

Enter Activation Code-

S0123456

Cancel Authenticate

Page 11



TEAM
Kentucky Unemployment Insurance Portal KENTUCKY

Activating an Existing Employer Account in KUIP A

INSURANCE PORTAL

13.Activation Complete

The employer has now completed the activation process and will be able to access
their Unemployment Insurance account.

Select Next to navigate to the Employer Home Page.

KENTUCKY ®
Tuwsday, May 12,2026

i ——— PSN——
Qe DRA Namae A NA TPA Assaciated? Yy FEN

Compliance

Action Required $ 0.00 Q3 - 2025

Notification Center

Wane Benarting

Once your account is set up, you can:

View account details

Update addresses and change contact preferences

File Employment and Wage Detail Reports

Invite new employer users and manage their roles/access

W~

For a walkthrough of the Employer Home Page, watch the “Employer Home Page in KUIP”
video.

Page 12



