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Introduction

The objective of this job aid is to outline the process to add, edit, inactivate, or reactivate an
employer reporting unit in KUIP.

Maintain Employer Reporting Units

Overview

Employer reporting units are physical locations for the business. Each business in KUIP
must have their primary business location identified. This reporting unit will be designated
“000” and must be in Kentucky.

Other reporting units can be added if there are multiple physical locations in Kentucky,
however, they are not required for wage filing. All locations can be filed under the Primary
Reporting Unit as wage reports are filed at the FEIN level. Units can be added, and wages
can be filed for subordinate units if desired, through the Maintain Employer Reporting
Units 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 Employer Reporting Units from the Account Maintenance menu.

Add a New Employer Reporting Unit
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.

TEAM il
KENTUCKY

Welcome to the Kentucky
Unemployment Insurance
Self-Service website!
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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 87 inapect activity on 1his syalerm ot any lire

Eopy, B meview bo-Bnaune security srd proger use of the syatem

sden all data that ik sent, recetved, procomsed, or etoned.

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 t0 use this system, you agres to thews terms, If you dio not sgees, log ofl immedisbsly

Per Tade T8, United Seates Code. Secrion K00
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3. Maintain Employer Reporting Units

From the Employer's Account Maintenance menu, select Maintain Employer
Reporting Units.

Home

SIDES Registration

I Account Maintenance I

4. Add a New Reporting Unit

On the Maintain Reporting Units screen, select the Add New Reporting Unit
hyperlink.

Maintain Reporting Units

Add e Papanting Unis

Q
Beporting Unit Humbse o Urit Hame = aghel s = (= IIP Codw = Type = Histery Action
e Ek SHETEGET FRAMEFOET s - = g A i
the R 3 Hurnbser (3} [t oy a 1 y '
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5. Provide Reporting Unit Description

Complete the required information on the Add Reporting Unit screen. Required
information is identified with a red asterisk *.

Enter the description of the reporting unit: Reporting Unit Name, Date of First
Employment, Date First Wages were paid, and Principal Product or Service.

Add Reporting Unit

Reporting Unit Name"

Date of First Employment”

‘ MM/DD/YYYY m] |

Date First Wages Paid for this Reporting Unit*

‘ MM/DD/YYYY m] |

Principal Product or Service

Reporting Unit Number

‘ 001 |

6. Provide the Physical Address
Complete the Physical Address section for this reporting unit.
e Select the “Is this a remote worker's address?” checkbox if appropriate.

e Select Yes or No to “Is this Reporting Unit being created as a result of the
purchase or acquisition of a business?”. If Yes is selected, experience transfers
screens will need to be completed.

Enter the physical address for this reporting unit.

Attention

O s this a remote worker's address?

Address Line 1"

| Enter Text |

Address Line 2

[Emerron |

City

= |

State”

Pick an option ~ |

ZIP/Postal Code”

| S |
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Phone Number

‘ [t SHAEE-SHE

Fax

‘ (48) st

Email

Principal Business Activity”

Physical Location Correspondence Preference

‘ Ernail

O Yes O Mo

Is this Reporting Unit being created as a result of the purchase or acquisition of a business?-

7. Provide the Reporting Unit Benefit Charging Forms Address

Complete the Reporting Unit Benefit Charging Forms Address section.

Attention

Reporting Unit Benefit Charging Forms Address

Address Line 1

| Enter Text

Address Line 2

| Enter Text

City

| Enter Text

Stater

| PFick an option

ZIP/Pastal Code”

| S

O Is this an International Phone Number?

Phone Number-

| (H44) St S

Fax

| ($44) S-S

Email

Correspondence Preference

| Ernail
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8. Provide the Reporting Unit Claims Forms Address

Complete the Reporting Unit Claims Forms Address section.

Reporting Unit Claims Forms Address

Attention

Address Line T

| Enter Text ‘

Address Line 2

| Enter Text ‘

City”

| Enter Text ‘

State

| Pick an option ~ ‘

ZIP/Postal Code”

| - ‘

O Is this an International Phone Mumber?

Phone Number- Ext

| W) S ‘ | ‘

Fax

| [ ‘

Email

Correspondence Preference

| Ermnail ~ ‘

9. Provide Reporting Unit Location Details
Select the most appropriate statement in the Reporting Unit Location Details section.

e Location provides Goods or Services to General Public: provides
goods/services to individual consumers, other businesses, organizations, or
institutions.

e Location supports other locations of this company: for example, special
purpose facility such as headquarters, warehouse, data processing center,
laboratory, or repair shop.
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Select Yes or No to “Is this reporting unit performing services in covered employment
outside of <Liability Type>?"

When complete, click Next.

Reporting Unit Location Details

Which one of these statements best describes this location?”

(O Location provides Goods or Services to General Public O]

(O Location supports other locations of this company @

Is this reporting unit performing services in covered employment outside of Experience Transfer?:

O Yes (O No

cancel m

10. Review the Reporting Unit Summary

Verify the information for this reporting unit.

Reporting Unit Summary

Verify the information for this reporting unit. To assign a Third Party Adrministrator (TPA) to this reporting unit after subrnission, select the Assign and
Maintain TPA function from Account Maintenance,

Reporting Unit Name Craig's Ice Cream West

Date of First Employment 01012026

Date First Wages Paid for this Reporting Unit 0115/2026

Principal Product or Service Sales of ice crearmn and treats to consumers
Reporting Unit Number ool

Attention NfA

Is this a remote worker's address? No

Address Line 1 250 Millpond Ave

Address Line 2 NfA

When done, click Submit.

Reporting Unit Location Details

Which one of these staternents best describes this location? Location provides Goods or Services to
General Public.

Is this reporting unit performing services in covered employment outside of Experience Mo
Transfer?
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11. Confirmation of Unit Creation

Review the confirmation pop-up window. It provides the assigned unit number and
name. When done, click Home.

Confirmation of Unit Creation

You have successfully created a reporting unit
The assigned reporting unit number is 001, Craig's lce Crearm West .

To assign a TPA to this Reporting Unit, go to the Assign and Maintain TPA or click '"Home' to

Home

return to the Maintain Units Home Page.

Update an Employer Reporting Unit
1. Update an Employer Reporting Unit

From the Employer's Account Maintenance menu, select Maintain Employer
Reporting Units.

Home

SIDES Registration

rpro————
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2. Select the Reporting Unit to Update

Select the hyperlinked Reporting Unit Number to open the Review/Update Reporting
Unit screen.

Maintain Reporting Units

£ Mrar Empariing Und
| 8
Srmoming Unt e s i Heme s Ay = thy = T Coda = Troe = Wimary Arion
200 ac F0 MIETI T ERSAEDET e P——" —— View [rpa———
o8 Crodgn brw Dy i T FALIECRT BT LERRAGTO e Fererirnce Trorsiee View Ictreate

Selen e Depa e Us e Rl (0] 1k oo u Doae raode g ol s o of L) @Bl viLle 3 Fel g une

3. Update Reporting Unit Information
Update the necessary information on the Review/Update Reporting Unit screen.

Note: the information for the primary reporting unit “000” is read only. To update the
address for this reporting unit, navigate to Account Maintenance > Address Information and
update the Physical Address. This will update the address for the “000” primary reporting
unit.

Review/ Update Reporting Unit
Use this section to modify unit information. Select 'Next' to submit this information.

Reporting Unit Name*

Craig's Ice Cream West |

Date of First Employment

‘ ololz0ze ] |

Date of First Wages Paid for this Reporting Unit*

‘ 01/15/2028 ] |

Principal Product or Service

Sales of ice cream and treats to consumers |

Liability Type Experience Transfer
Reporting Unit Number oo
Attention

O Isthis a rernote worker's address?

Address Line 1°

‘ 250 MILLPOND AVE |
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Once updates are done, click Next.

Reporting Unit Claims Address

Attention

Address Line 1"

| 250 MILLPOND AVE |

Address Line 2

| Enter Text |

City”

| LEXINGTON |

State

= 7]

ZIP{Pastal Code*

= |

County

| FAYETTE ~ |

Phone Number” Ext

| (502) 898-7412 | ‘ |

Correspondence Preference

| Email ~ |

Brevions “

4. Review the Reporting Unit Summary

Verify the information for this reporting unit. When done, click Submit.

Reporting Unit Summary

Werify the information for this reporting unit. To assign a Third Party Administrator [TPA] to this reporting unit after submission, select the Assign and
Maintain TRPA function from Account Maintenance.

Reporting Unit Name Craig's lce Cream West
Date of First Employrment oyozoze
Date First Wages Paid for this Reporting Unit 01115/2026

Reporting Unit Location Details

Which one of these staternents best describes this location? Location provides Goods or Services to
General Public.

Is this reporting unit performing services in covered ermployrment outside of Experience No
Transfer?
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5. Verify the Updated Information

Verify the updated information for this reporting unit in the Reporting Units table.

Maintain Reporting Units

Add New Reporting Unit

Reporting Unit Number « Unit Name & Address 4 City « 2P Code ~ Type & Histary Action
o000 STARLORD ENTERPRISES LLC 500 Mero St Frankfort 406011987 Regular {Non-Agricultural) View Net Applicable
ool Star Lord Enterprises Louisville Office. 459 ELM STREET LOUISVILLE 40601 Regular {Non-Agricuftural) View Inactivate

Select the Reporting Unit Number (7) link to update reporting unit information or to inactivate a reporting unit.

Inactivate an Employer Reporting Unit
1. Inactivate an Employer Reporting Unit

From the Employer’'s Account Maintenance menu, select Maintain Employer
Reporting Units.

Home

SIDES Registration

Account Maintenance

nployer Account Profile
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2. Select the Reporting Unit to Inactivate

Select the Inactivate hyperlink to open the Review/Update Reporting Unit screen.

Maintain Reporting Units

S Mrar Empariing Lind

S aQ

Ereaning Uit Bmiser & ek Meme s Mbrkran s Cys T Codn v L Winary Acsdon

o0 ac ELORIETI T ERRAREET wt) ma Fererimes Troe st Ve Hrd Agplinhie
. o e ——— p— - S Vi
|

Selert the DL LeE Rmbes (U] 17k 00 u Doale Ta0em g orvl e s i o 10 AaIlvE LE § Rl LG Ghe

3. Complete the Inactivate Reporting Unit Information
Complete the information on the Inactivate Reporting Unit pop-up screen.
Click the " certify that the information provided is true and accurate” checkbox.

Click Inactivate.

Inactivate Reporting Unit X

Date of Last Wages Paid for this Reporting Unit?

[roorere a

Enter Inactivation Reason’

e

You hawve 250 characters remaining.

Is this unit being Inactivated due to the purchase or acquisition of the unit?-
O Yes (O No

O certify that the information provided is true and accurate.”
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Review the Reporting Unit Inactivated confirmation pop-up window. Click Home to
return to the Employer Home Page.

Reporting Unit Inactivated

You have inactivated reporting unit 001

Click 'Home' to return to the Maintain Units Home Page.

Home

Reactivate an Employer Reporting Unit
1. Reactivate an Employer Reporting Unit

From the Employer’'s Account Maintenance menu, select Maintain Employer
Reporting Units.

Home

SIDES Registration

I Account Maintenance I

Employer Account Profile

Page 15



Kentucky Unemployment Insurance Portal
Employer Maintain Employer Reporting Units

2. Select the Reporting Unit to Reactivate

TEAM i
KENTUCKY

UNEMPLOYMENT
INSURANCE PORTAL

Select the Reactivate hyperlink to open the Review/Update Reporting Unit screen.

Maintain Reporting Units
o,
Eeperaeg Unk Mamiber o L=yt M =
= 111] BT A DVER SO LTIONG
act WFRA Ermztoyar Sciution Bt
=1 BFRA Dmsioyar Solution Vst
i, - Kk | L Il st

ddderem Ty s T Cocde o
RO ET FILEMEETET S0 T
G AN ST FRAAMRFDET L]
T S FRAHRFCAT L]

Tops =

Ewgurar Mom deriodtirsl|

Fagusr Mo dgricdtursd|

Faguinr Pom-dgricatural]

Acid M Bwparling Lind

by dman
Yiem Hed Apei ksl
s razihaie

3. Complete the Reactivate Reporting Unit Information

Complete the information on the Reactivate Reporting Unit pop-up screen.

Enter the date wages resumed and update the address information as necessary.

add a new Reporting Unit.

Reactivate Reporting Unit

Use this section to modify unit information before reactivating. Select 'Next’ to submit this
information. If the physical address has changed for this Reporting Unit, you will need to

X

Date Wages Paid Resumed-

Reporting Unit Number Qo
Reporting Unit Narme

KRM Employer Solutions East
Date of First Employment 0&/01/2025
Date of Last Wages Paid for this Reporting Unit 12/15/2025

‘ 01152026

Attention

Address Line 1"

‘ 250 E MAIN 51
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Select the Reason for Reactivation from the drop-down menu.
Click the “I confirm to reactivate the reporting unit [xxx], [name of location]” checkbox.

Click Reactivate.

Principal Business Activity

ermployer services

Principal Product or Service

employer services

Reason for Reactivation®

Resurme Payroll 1% |

O 1 confirm to reactivate the reporting unit 001, KRM Employer Solutions East-

Review the Confirmation of Unit Reactivation pop-up window. Click Home to return
to the Employer Home Page.

Confirmation of Unit Reactivation

You have successfully reactivated reporting unit 001

To assign a TRA to this Reporting Unit, go to Assign and Maintain TRA or click ‘Horme' to view

Home

your active Reporting Units.
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