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Introduction 
The objective of this job aid is to outline the process for to Inactivate and/or Reactivate an 
Employer account. 

 

Inactivate and Reactivate an Employer Account 

Overview 
There may be times when an employer will need to Inactivate their account (e.g. 
Bankruptcy, Business Closed, No Covered Employment, etc.). Inactivated accounts can also 
be reactivated if UI eligibility criteria are once again met.   
 
This job aid will walk through the process to inactivate or reactivate an account.   
 
 

Inactivate an Employer Account 
1. Navigate to Inactivate Employer Account 

Navigate to Account Maintenance > Inactivate Employer Account in the Left Nav 
Menu on the Employer Home Page.  
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2. Select the Reason for Inactivation 

On the Inactivate Account screen, select the Reason for Inactivation.  

 

Note: certain selections may require OUI approval of the request and/or require the 
completion of additional screens within KUIP. 

Note: if Bankruptcy is selected, the Bankruptcy Case Number and the State where the 
bankruptcy was filed will be required.  

 

3. Complete Required Information 

Enter the Date of Last Wages Paid by typing in the date or using the calendar icon.  

Answer the three questions.  

• Are the officers of the business being compensated for their services? 

o Officers of corporations are considered employees and are specifically in 
covered employment for unemployment purposes. Therefore, wages, dividends, 
distributions, commissions, bonuses, or payment in any medium other than 
cash are considered wages.  

• Does this employer have workers in Kentucky considered to be independent 
contractors? 

• Are the employees being leased from an employee leasing company? 
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Enter the Contact Information. This may be necessary should the Agency need to 
obtain additional information.  

Once the screen is completed, click Next.  
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4. Review Inactivate Account Summary 

Review the information on the Inactivate Account Summary screen.  

Once reviewed, click Next.  
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5. Account Inactivation 

Depending on the reason for the inactivation request and the information provided, the 
request may be approved immediately, or it may be forwarded to OUI staff for review.  

 

 

 

 

Reactivate an Employer Account 
1. Navigate to Request Reactivation 

Navigate to Account Maintenance > Request Reactivation in the Left Nav Menu on 
the Employer Home Page.  

Note: once an employer account in inactivated, the Left Nav menu item changes to Request 
Reactivation.  
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2. Verify Information 

Review the Inactivation and employer account information to include Inactivation 
Date, Date of Last Wages Paid, Liability Type, Principal Business Activity, FEIN, and 
Organization Entity Type.  

Answer the provided questions.  

Enter the Date Wages Resumed and the Reason for Reactivation.  

Click Next.  

 

Note: the employer can reactivate the account only if payroll has resumed with the same 
FEIN.  
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3. Review the Reactivate Account Summary and Submit 

Review the Reactivate Account summary information.  

Once reviewed, click Submit.  

If not correct, click Cancel.  

 

 

 

4. Notice of Reactivation 

Upon submission, review the Notice of Reactivation pop-up window.  

As indicated, correct or update the following information as necessary: Additional 
Addresses, Owner/Officer Information, and Reporting Units. If the NAICS code requires 
update, contact OUI at (502) 564-2272.  
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Inactivation/Reactivation Correspondence 
1. Inactivation Correspondence 

Navigate to Correspondence > View Correspondence in the Left Nav Menu on the 
Employer Home Page to view the 1363 Notice of Inactivation.  

Click the Document ID hyperlink for the correspondence in the Search Results table 
to open the document in a new browser window.  

 

 

To download or print the correspondence, click the appropriate link in the upper right 
corner of the screen.  
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Note: once correspondence is viewed, recommend closing the browser window. The 
correspondence window will “time out” for security in accordance with the KUIP automatic 
log out timeframes (15 minute of no activity = warning; 30 minutes of inactivity = logged 
out). If the correspondence browser window times out, all KUIP windows will be logged out.  

 

2. Reactivation Correspondence 

Navigate to Correspondence > View Correspondence in the Left Nav Menu on the 
Employer Home Page to view the Reactivation Notice.  

Click the Document ID hyperlink for the correspondence in the Search Results table 
to open the document in a new browser window.  

 

 


