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Introduction 
The objective of this job aid is to outline the process for Employers to authorize Third-
Party Administrators (TPAs) to perform Unemployment Insurance (UI) tasks on their 
behalf. 

This can be accomplished by either the TPA initiating the request for authorization or the 
Employer authorizing the TPA directly from their Employer Home Page.  

This job aid will provide both methods.  

 

Associating the Employer with TPA(s) 

Overview 
TPAs can be authorized to perform some or all of the following tasks for the employer: 

• Update/Edit/Submit Roles 
o Edit Account Maintenance 
o Manage Benefit Charges 
o Edit Claims Notification and Response 
o Update and Submit Employer’s Quarterly Unemployment Wage and Tax 

Report 
o Update and Submit Payments 

• View Roles 
o View Account Maintenance 
o View Employer’s Quarterly Unemployment Wage and Tax Report 
o View Payments Update and Submit 
o View Claims Notification and Response 

 
The Employer can authorize multiple TPAs to perform actions on their behalf, however, 
different TPAs cannot perform the same role at the same time. In other words, the TPAs 
performing the same function cannot overlap.  
 
Note: to view the TPA association request process, see the TPA: Assign Employer to TPA Job 
Aid.  
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Employer: Accept TPA Request for Association 
When the authorization invitation is initiated by the TPA, the employer will have 14 days to 
approve or deny the request.  The authorization is accessed from the Employer Home 
Page. If the employer does not approve or deny the request within that timeframe, the 
requested roles are automatically granted to the TPA. 

 

1. TPA Authorization Notification 

When an authorization request is received from a TPA, the employer will be notified in 
the Notification Center of their Employer Home Page of a pending TPA 
Authorization.  

The employer will also receive the Notification of Request for TPA Association 
correspondence.  

 

 

Note: to access the correspondence, see the Locate/View Correspondence Job Aid and/or the 
Locate/View Correspondence video.  
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2. TPA Authorization 

Scroll down the Employer Home Page to the Associated TPA(s) section. Click the 
arrow (>) to expand the section. Click the Authorize hyperlink.  

 

 

3. Authorize TPA Request 

Review the roles requested by the TPA and the start date for services. Select Approve 
or Deny. Then select Submit.  

Note: when the Employer selects Approve, all the roles listed are approved and access is 
provided to the TPA. If the employer does not want to assign one or more of the roles to the 
TPA, the Employer should select Deny and have the TPA re-accomplish their request with only 
the desired roles.   
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4. TPA Roles Authorized 

To view authorized TPAs, scroll down the Employer Home Page to the Associated 
TPA(s) section. Click the arrow (>) to expand the section. Authorized TPAs and their 
approved roles are listed in the table.  

Note: to update or modify the assigned roles, click the TPA ID hyperlink to navigate to the 
Third Party Administrator (TPA) Authorization screen and click Search . Click the TPA ID 
hyperlink from the search results to update a TPA role or to remove a TPA from the Employer 
account.   
 

 

 

Employer: Maintain Third Party Administrator (TPA) Authorization 
Association with a TPA can also be established by the Employer from their Home Page. 
When the authorization invitation is initiated by the Employer, the TPA is granted access 
to the assigned roles immediately.  

 
1. TPA Associated? 

The Employer will be able to see whether they are currently associated with a TPA from 
the Employer Home Page.  If the Employer is associated with a TPA, the TPA 
Associated? link will be Yes. If the Employer is not associated with a TPA, the link will be 
No.  
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2. Third Party Administrator (TPA) Authorization 

To add a new TPA to the Employer account, navigate to the Third Party 
Administrator (TPA) Authorization screen.  

There are multiple ways to navigate to this screen: 

• Click the TPA Associated? No link from the Employer Home Page 

• Click the TPA Authorization hyperlink in the Associated TPA(s) section of the 
Employer Home Page (see the screenshot for #4 on the previous page) 

• Select Maintain Third Party Administrator (TPA) Authorization from Account 
Maintenance in the Left Navigation Menu 

To add a new TPA, click the New button.  

 

Note: the Third Party Administrator (TPA) Authorization screen is also where the Employer 
will Search for associated TPAs to modify their assigned roles or remove access to the 
Employer account.  
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3. Assign Third Party Administrator (TPA) 

Enter the TPA ID of the TPA to associate with the Employer account. Select Next.  
 
Note: If the Employer does not know the TPA ID, they will need to contact the TPA to obtain 
this information.  

 

 

4. TPA Services Begin Date and End Date 

Enter the TPA Services Begin Date using the calendar icon or by manually typing the 
date. This is the date the TPA will be authorized to perform services on the Employer 
account.  

The TPA Services End Date is the date the TPA will cease performing services for the 
Employer. If this date is left blank, the TPA will be authorized to perform services 
indefinitely or until an end date is entered.  
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Note: the Services Begin Date will determine the date TPAs can take action for an employer. 
For example, if the TPA has the Submit Wage Reports role with a start date of 01/01/2026, 
the TPA will not be able to file reports due before that date  (Q1 2026).    

Note: an Employer can be supported by multiple TPAs, however, the TPAs cannot perform 
the same role for the Employer during the same timeframe.   

 

5. Assign Roles to TPA 

Select the Unassigned Roles to assign the role to the TPA by clicking the checkbox for 
each role the TPA will perform. To select all Edit/Update/Submit roles, select the 
checkbox below the Roles selection table.  

Once all roles to assign have been selected, click Save.  
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Note: TPAs cannot have both view and edit/update roles for the same task. For example, the 
TPA can either View Account Maintenance or Edit Account Maintenance.  

 

6. Third Party Administrator (TPA) Information 

The TPA is now assigned the roles selected by the Employer. The Employer can view 
TPA information to include the TPA ID, TPA Name, Country, and TPA Services Begin 
and End dates. Roles assigned to the TPA are in the Assigned Roles table.  

Note: the Employer can modify the TPA assigned roles or remove access to the Employer 
account by selecting the Modify button. 

 

 

 

Maintaining TPA Roles 

Modifying TPA Roles 
1. Search for Associated TPA 

Navigate to the Third Party Administrator (TPA) Authorization screen. Enter the TPA 
Name or TPA ID and select Search.  
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From the Search Results table, click the hyperlinked TPA ID.  

 

 

2. Modify Third Party Administrator (TPA) Information 

Select the Modify button on the Third Party Administrator (TPA) Information screen.  
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3. Third Party Administrator (TPA) Information 

From this screen, the Employer can: 

• Add a TPA Services End Date if the TPA will no longer be performing services 
for the Employer. 

• Add or remove assigned roles from the TPA.  
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4. Update TPA Assigned Roles 

To remove assigned roles, select the checkbox for the role(s) to be removed in the 
Assigned Roles table.  

To add new roles, select the checkbox for the role(s) to be added from the 
Unassigned Roles table. Once roles have been updated, click Save.  
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5. Confirm Changes 

The system will navigate back to the Third Party Administrator (TPA) Information 
screen where the Employer can confirm the updated roles by reviewing the Assigned 
Roles table.  

 

 


