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Introduction

The objective of this job aid is to outline the processes available for Employers to adjust
previously filed wage reports.

This can be accomplished by the employer or TPAs authorized with the Update and
Submit Employer’s Quarterly Unemployment Wage and Tax Report assigned role.

Employer Adjusting Wage Reports

Overview

Employers have two options for adjusting previously filed wage reports to include:
1. Manual Entry
2. File Upload

Employers can use either option, but Manual Entry is useful if a limited number of
employees with wage details require adjustment.

The File Upload option requires the upload of a wage file containing both employer and
employee information in one of two accepted file formats - Delimited and ICESA. The
information in this file would only reflect the adjustments to be made.

Note: to view details about the Wage File Formats (Delimited and ICESA), see the Wage File
Formats Job Aid or access the File Format Guides from the KUIP Resources section of the KUIP
Modernization Web Page.

Note: to view Wage Filing History information, see the Employer: View Wage Filing Histories
Job Aid.
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Wage Adjustments: Manual Entry

Using the Manual Entry wage adjustment option, employers will update wage details for
each employee manually. The employer can also remove or add employees to the quarter’s
report.

1. Navigate to Wage Adjustments

There are two ways to navigate to Wage Adjustments and the Prior Quarter Search
screen.

First, use the Left Nav Menu from the Employer Home Page and select Wage Detail
Reporting > Wage Adjustments.

Home

SIDES Registration
Account Maintenance
Benefit Charge Activities
Collections

Correspondence

[ Wage Detail Reporting ]

Wage Submissicn

[Wage Adjustments ]

Transfer Wage Detail Adjustments
Cut-of-State Wage Credit

Submission History

Wage Detail History

Second, click the Adjust Wage Report button in the Wage Reporting section of the
Employer Home Page.

'Wage Reporting
Submit quarterly wage reports. Access or adjust previous submissions. File a Report View Wage History Adjust Wage Report
Missing Reports

Year & Quarter & Due Date 4 Status & Action &

2026 3 T/02/2026 T:59 PM EST Available Report Wages
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Select the Quarter(s) and Year to search from the Prior Quarter Search drop-down
menus. For the quarters, select All to show all the quarters from the selected year or

select a specific quarter.

Click Search.

Prior Quarter Search

Year

Pick an option

Quarter”

Pick an option

Pick an option

All

January, February, March (Q1)
April, May, June [Q2)

July, August, September (Q3)

October, November, December [(4)

Prior Quarter Search
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Review the quarterly information shown in the Search Results table then select the

Quarter to adjust by clicking the Select hyperlink in the Select column.

Select the Adjustment Filing Method

Verify the wage filing period quarter and year at the top of the Reporting Information
screen. The Submission Type is Adjustment when adjusting a previously filed wage
report for the quarter. The adjustment # will increase as additional adjusted reports

are filed.
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Select Manual Entry as the Filing Method. Click Next.

Reporting Information

Employment and Wages paid for the Quarter October, November, December (Q4)
Year 2025
Subrmission Type Adjustment #1

Filing Methods
Select from the following Filing Methods®

O File Upload - Attach electronic wage file
© Manual Entry - Enter individual wage records manually online

Previous Next

4. Select the Employee Records to Adjust

Review the employees listed in the Employer’s Quarterly Unemployment Wage and
Tax Report Records table.

To select an employee to adjust, click the checkbox for that employee. To adjust all
employees, click the Select All hyperlink.

Click Next.

Reporting Information
Ermployrrens ancd Wiages nad S the Quaner (Do, Moverbar, Deoemibes |41

Subriesian Type Aafuremecs B

Ermployess Cunrorly Unempleysment Wage and Thx Reged Recards

AL TR TE T O, webec] e Sk bca for LRt sHTDiOyee, Lreen s Tomal

bt = First s = [ 1 it My =
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o T M Cxwrd F

BEME
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3. Edit Employee Wage Information

Review the employee information in the Employee Table at the bottom of the
Reporting Information screen.

Update Ul Gross Wages, the Employment Month indicators, and Owner/Officer
indicator as needed for each employee in the Employee Table.

Select the Reason for the adjustment from the drop-down menu.

Note: for each employee listed on the wage adjustment, a Reason must be selected.

Please type in the search box provided to search the data in the table below.
Owner/
SSN & Last Nama « First Namo ~ Mi4  UnitNumber + Ul Gross Wages + Month 14 Month2a  Month3+  Officor Reason Edit Dalote
CREful) gees Wile 2 000 ‘ $7,00000 ‘ ves v‘ No v‘ | ves v‘ | No v| ‘ sSNor Name Change s | # 0
49611-8026 Redriquez Liza oeo ‘ $11550.00 ‘ Yes v‘ ves v‘ | es v‘ | Mo v| ‘ select v‘ s 0

To Edit basic employee information (SSN or Name):

e Click the Edit icon and edit the information in the data entry section at the top of
the screen.
e Select the Reason from the drop-down menu.
o Reasons for an adjustment include Clerical Error, SSN or Name Changed or
Reported to Wrong State.
e C(Click the Update button.
e Updated information will now be reflected in the Employee Table.

Ernployers Quarterly Unamplevrnent Wage and Tax Repart Resords
& T nme mmphoyes mdarmptior, smier e pioyes detsil in te felos proviced srd selecy Mo

T SebRreg) e 1, O fan el e thas olE ko sl I The rdisrreaion 3boas, Clck Updhing' o 20k s sdjucted eoarnd
* Fofefrr
» Clok R grhar wgy hpee st sllof wour gu sty e bepes imdoemyton,

efmpioyee 00t FOT e SMEGTer oo Wade feDorL £t e Dete’ € e bas,

= Ly Mame Firg Harme Bl
R IETIES | | Tadres | wiliam [
un i e L= o Vesgey Capar Sy e son
o0 | 1700000 | L] w || S5 o Harvs Changsed B
Ermglcymaant Marih I {1 Emghiyrmani Mot 2 (5] Ergd oy Month 3 (53
0 Ve O e O em @ Mo Q Ve (O W
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To Add an employee to the previously filed wage report:

e Enter the employee information into the data entry section at the top of the
screen.

e Select the Reason for the Adjustment
e C(Click Add.
e The added employee will now be reflected in the Employee Table.

Note: typing in the Ul Gross wages, only enters whole dollars. To enter wages with cents (e.g.,
$12,000.67), type in the entire wage amount to include the decimal point.

SSN Last Name' First Name M

| 407-23-6874 ‘ ‘ Solo ‘ ‘ Han ‘ |

Unit Number Ul Gross Wages® Owner/ Officer Reason

| Qoo ‘ ‘ $ 2532500 ‘ ‘ No hd ‘ Clerical Error ~ ‘
Employment Month 1 @ Employment Month 2! 0] Employment Month 3- ®
O Yes O No O Yes O No O Yes O No

feset |“

To Remove an employee from the quarter's wage report, select the checkbox in the
Delete column for that employee.

Please type in the search box provided to search the data in the table below.
owner/
SSN & Last Nama ~ First Name ~ Mla  Unit Number « Ul Gross Wages » Month 14 Month2a  Month3a  Officer = Reason Edit | Delete
A \EIED WD = o ‘ $7000.00 ‘ ‘ Yes v | ‘ No v ‘ Yes v ‘ ‘ No v ‘ ‘ SSN or Name Change v ‘ s |0
498118028 Rodriquez Lisa 000 ‘ $11550.00 ‘ ‘ Yes | Yes v ‘ Yes v ‘ ‘ No v ‘ Select v ‘ s |0
=

Once all adjustments have been made, click Next.

4. Review Adjusted Wage Details

Review the adjusted wage details. The Adjustment Preview reflects:

e Previous and Adjusted Details for information that was updated.
e Added employees.
o Deleted employees.
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Verify the accuracy of the adjustments. Once verified, click Next.

Reporting Information
Ersployrent ano Wapes paad for thi Quarmer
e

St v Ty

Adjustrment Proview
[ LSEMEALE| & /%8 CEFIECL SSECT T 1 20REH

Format = 5N = Laxt B o Ferat M = M=

Wl Grom wWagen e HEmRls Moran 2 e WareE & Owrar Cicw =

e

Farmar = ZEH = A e = it Harme - i o frae Wages = Mtk ] = e X . e Sl B =

5. Review Adjustment Calculations

Review the information at the top of the Reporting Information screen to include the
Reporting Quarter and Year, the Submission Type (Adjustment), Taxable Wage
Base, Ul Contribution Rate, SCUF Rate, and Total Rate.

Reporting Information

Employment and Wages paid for the Quarter October, Movernioer, December (Q4)

Year 2025
Submission Type Adjustrment #1
Taxable Wage Base S 11, 70000

Ul Contribution Rate Q000%

SCUF Rate 0.000%

Total Rate 9.000%

Review the breakout of the Adjustment Calculations in the Quarterly Wages table.

Each line in the table illustrates the adjustment’s total effect by quarter, the originally
Submitted amount, the Adjusted amount, and the Difference.
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Note: Adjustments made in one quarter will cause a recalculation for that quarter and
subsequent quarters in the same calendar year. Changes made in one quarter and wage
category can affect wages in other quarters and the quarterly amount due.
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Once the information is reviewed,
adjustment report for the quarter.

click Submit to successfully complete the wage
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6. Adjustment Confirmation

Review the Wage and Tax Report Adjustment Confirmation page.
Confirmation Number.

From this page, the employer can:

e Print the page by clicking the Print button.

e Report out-of-state wages by selecting the Click Here hyperlink.
e Make a payment by clicking the Make Payment button.

¢ C(Click Home to navigate to the Employer Home Page.

TEAM
KENTUCKY

UNEMPLOYMENT
INSURANCE PORTAL

Document the

Employer's Quarterly Unemployment Wage and Tax Report Adjustment Confirmation

You have successfully adjusted an Employer's Quarterly Unemployment Wage and Tax Repaort for Quarter 4 of Year 2025

Your confirmation number is 200001952_091726165319.

If you have out-of-state wages 1o report, Click Here.

If this is your final Employer's Quarterly Unemployment Wage and Tax Report due to the closure or sale of your business, Click Here.

IF you are ready to make a payment now, o o schedule a payment, click on ‘Make Payment?

Wage Adjustments: File Upload

1. Navigate to Wage Adjustments

There are two ways to navigate to Wage Adjustments and the Prior Quarter Search

screen.

First, use the Left Nav Menu from the Employer Home Page and select Wage Detail

Reporting > Wage Adjustments.

Home

SIDES Registration
Account Maintenance
Benefit Charge Activities
Collections

Correspondence

[ Wage Detail Reporting ]

Wage Submission

Transfer Wage Detail Adjustments
Out-of-State Wage Credit
Submission History

Wage Detail History
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Second, click the Adjust Wage Report button in the Wage Reporting section of the

Employer Home Page.

'Wage Reporting

Submit quarterly wage reports. Access or adjust previous submissions.

Missing Reports
Year & Quarter & Due Date &

2026 3

/0242026 159 PM EST

Status &

Available

Filaa Report [| View Waga History || Adjust Wage Report

Action &

Report Wages

Perform Prior Quarter Search

Select the Quarter(s) and Year to search from the Prior Quarter Search drop-down
menus. For the quarters, select All to show all the quarters from the selected year or

select a specific quarter.

Click Search.

Prior Quarter Search

Year

‘ Pick an option

Quarter”

Pick an option

Pick an option

All

January, February, March (Q1)
April, May, June [Q2)

July, August, Septernber [Q3)

October, Novermber, December ()

Prior Quarter Search

Search Results
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Review the quarterly information shown in the Search Results table then select the
Quarter to adjust by clicking the Select hyperlink in the Select column.

3. Select the Adjustment Filing Method

Verify the wage filing period quarter and year at the top of the Reporting Information
screen. The Submission Type is Adjustment when adjusting a previously filed wage
report for the quarter. The adjustment # will increase as additional adjusted reports
are filed.

Select File Upload as the Filing Method. Click Next.

Reporting Information

Employrment and Wages paid for the Quarter January, February, March (Q))
Year 2026
Submission Type Adjustment #1

Filing Methods

Select from the following Filing Methods

@ File Upload - Attach electrenic wage file
© Manual Entry - Enter individual wage records manually online

4. Select File Format

Verify the wage filing period quarter and year at the top of the Reporting Information
screen. The Submission Type is Adjustment.

Select the File Format to use for the wage adjustment by clicking the radio button in
the Select column.

There are two options: Delimited or ICESA (Interstate Conference of Employment Security
Agencies).

e The Delimited file format has a variable length for each row and has a .txt or .csv
file extension.

e The ICESA file format requires each row to be 275 characters in length (no more
and no less) and has a .txt file extension.

To view samples of each file format type, click the Download hyperlink.

Note: to view a detailed description of each file format, see the Wage Report File Format
Job Aid or access the File Format Guides from the KUIP Resources section of the KUIP
Modernization Web Page.
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To upload the adjustment wage file, click the Choose File button. Navigate to the file
save location on your computer and select the appropriate wage file.

Note: ensure the file is in the selected file format and that the year and quarter matches the
wage adjustment period shown on the Reporting Information screen. If the year and quarter
in the file do not match, the file will fail validations with a fatal error.

Note: Only include adjusted employee information with proper adjustment codes in the
wage file; delete any additional employee information rows. See the Wage Report File
Formats Job Aid for additional details.

Reporting Information

Empleyment and Wages paid for the Quarter January, February, March (Q1)
Year 2026

Submission Type Adjustment #1

File Format

+ For details related to the most current file formats, select the appropriate link below.
- For details related to filing multiple reporting units or Third-Party Administrator (TPA] filings click here.

« Your adjustment file should include only records that need corrections or were ormitted frorm your original submission. Do not include records from the original submission that do rot require adjustrnent.

File Typo a File Format Sample & Record Length & File Extension &
Delimited (i.e. €SV comma delimited) Download Variable length Tt or csv
ICESA (NASWA Standard File Format) Download 275 txt

Select Employment and Wage Detail File

‘Choose file by selecting the 'Choose File' button. Once the file is selected, click ‘Next. If you have problems uploading a file, contact Office of Unemployment Insurance.

= T
| Choose File ( Delimited File Format wage adjustment job aidixt X ) ((onke ) |

Erevios |“|

Once the wage adjustment file is uploaded, click Next.

5. File Preview

Verify that all adjusted employee records are listed in the File Preview table. When all
records are included and correct, click Next.

Reporting Information

Employment and Wages paid for the Quarter January, February, March (Q1)
Year 2026
Submission Type Adjustment #1

File Preview

The following are all of the accepted S records from your file. If a record has an error, it will be displayed in the File Error' section below. If there is a problemn with the file, please select ‘Previous' to resubmit a new file.

Ul Gross
Record Number & SSN 4 Last Name & First Name & Mix Unit Number Wages+  Owner/ Officer s Month1a Menth2 4 Month3 «
2 232.37-8867 Doe John 3 000 51000099  No % ¥ v
3 407.32.8932 Jones Mary 000 51500000 No % ¥ N

Click here for detailed Error description

Home. Breviows |“
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6. File Errors

If a record has an error, it will be displayed in the File Error section. [f there are no
errors, the File Error section and the Action Type selections will not be displayed.

Errors will be identified as either Fatal or Non-Fatal. To view the description of fatal
and non-fatal errors, click the “here” hyperlink.

e Records with Non-Fatal errors will be included in the quarter's wage report.
e Records with Fatal errors will not be included in the quarter’s wage report.

If there are errors in the file, there are two options for proceeding.

e Ignore errors and continue. If this option is selected, the records with fatal errors
will not be processed or included in the wage filing.

o If this option is selected, employers can add the missing record later by filing a
wage adjustment. Follow the processes in this job aid to file another wage
adjustment.

e Make corrections and resubmit. This option will navigate back to the file upload
screen so the corrected wage file can be uploaded.

Reporting Information

Errployrrant ard W paid for bhe Quarter Jaruary, Debrusry Mo 10
Viaar

Suamamen Teps gl

Facord MuUnGH - S5 - L Finz M = C LR iz & Wngas s Owrn' OMicer = anth & Homhla aren i+

Once all corrections have been made or the Ignore option is selected, click Next to
proceed.
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Note: If the uploaded file has 20% or more fatal errors, the file cannot be processed and
must be corrected to proceed.

Ay The file cannot be processed as it contains more than or equal to 20 percent fatal error messages. Please make the necessary corrections and re-submit

Note: to view correct layouts for each file format and common errors, see the Wage Report
File Format Job Aid.

7. Review Adjustment Calculations

Review the information at the top of the Reporting Information screen to include the
Reporting Quarter and Year, the Submission Type (Adjustment), Taxable Wage
Base, Ul Contribution Rate, SCUF Rate, and Total Rate.

Reporting Information

Ermmployment and Wages paid for the Quarter October, Movernber, Decermnber (Q4)
Year 2025

Submission Type Adjustment #1

Taxable Wage Base EN,700.00

Ul Contribution Rate SO0

SCUF Rate 0.000%

Total Rate SO0

Review the breakout of the Adjustment Calculations in the Quarterly Wages table.

Each line in the table illustrates the adjustment’s total effect by quarter, the originally
Submitted amount, the Adjusted amount, and the Difference.

Page 16



Kentucky Unemployment Insurance Portal

Employer Adjusting Wage Reports

TEAM uils
KENTUCKY

Note: Adjustments made in one quarter will cause a recalculation for that quarter and
subsequent quarters in the same calendar year. Changes made in one quarter and wage
category can affect wages in other quarters and the quarterly amount due.
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Once the information is reviewed,
adjustment report for the quarter.

click Submit to successfully complete the wage
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8. Adjustment Confirmation

Review the Wage and Tax Report Adjustment Confirmation page. Document the
Confirmation Number.

From this page, the employer can:

e Print the page by clicking the Print button.

e Report out-of-state wages by selecting the Click Here hyperlink.
e Make a payment by clicking the Make Payment button.

¢ C(Click Home to navigate to the Employer Home Page.

Employer's Quarterly Unemployment Wage and Tax Report Adjustment Confirmation

You have successfully adjusted an Employer's Quarterly Unemployment Wage and Tax Repaort for Quarter 4 of Year 2025

ion number is 200001952_091726165319.

t-of-state wages to report, Click Here

our final Employer's Quarterly Unemnployment Wage and Tax Report due to the closure or sale of your business, Click Here.

u are ready Lo rake a payrnent now, or to schedule a payment, click on 'Make Payment!
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