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Introduction 
The objective of this job aid is to guide employers on how to establish and manage a 
payment plan in KUIP, including: 
 

• Requesting a Standard Payment Plan 
• Requesting a Custom Payment Plan 
• Making Payments on an Active Payment Plan 

 

Overview 

KUIP allows employers to request a payment plan to help them manage their 
Unemployment Insurance (UI) debt. Employers can request a standard payment plan or in 
some cases, a custom payment plan.  

• Standard Payment Plan: requires a 10% downpayment with 12 monthly payments  

• Custom Payment Plan: the employer can request adjustments to the 
downpayment and the payment period to better meet their needs. Custom 
payment plans will be reviewed by OUI staff.   

 

When requesting a payment plan, it is important to be aware of the payment plan status 
options. These include: 

• Pending: a request for a payment plan has been initiated. Plan will remain in this 
status until the downpayment is received.  

• Current: the down payment has been received, and payments are made on time. 

• Cancelled: current plan has been cancelled, and a new plan is requested. If the 
down payment is not received within 30 days, the request will be cancelled.  

• Paid: the payment plan has been paid in full.  

• Default: monthly payments were not received on time. Having delinquent reports 
will also cause the plan to be defaulted. Employers will receive a notification prior to 
defaulting the plan to give them a chance to file the delinquent reports.  

• Denied: a custom plan was denied by staff.  

  
Note: Only employers can request a payment plan. TPAs associated with the employer 
cannot request a payment plan on the employer’s behalf.  
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Setting Up a Standard Payment Plan 

To begin the payment plan process, log in to your KUIP Employer account. 
 
1. Request a Payment Plan 

From Payment Information in the left-nav menu, select Request Payment Plan.  

 

 

2. New Standard Payment Plan 

Click the New Standard Payment Plan button.  
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3. Review Standard Payment Plan Terms 

Review the standard payment plan terms. The standard payment plan includes a 10% 
down payment and 12 monthly payments.   

To activate the payment plan, the down payment must be received within 30 days. The 
first monthly payment is due 30 days later.  

Then, click Next.  

 

 

Note: to see the details of the debt, click the “Click here to review debt details” link. Click 
Previous to return to the Payment Plan Terms screen.  
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4. Payment Plan Conditions and Details 

Read the “I agree” and “I understand” statements on the screen. The Employer agrees 
to these conditions once the request is submitted.  

Review the Payment Plan Details to include the Total Payment Plan Amount, Projected 
Interest, Projected Total and Down Payment amount.  

 

 

 

5. Payment Plan Schedule and Acknowledgement 

Review the Payment Plan Schedule with monthly payment due dates and amounts.  

Click the checkbox to agree to the terms of the plan.  

Click Submit.  

 

 

Note: to request a Custom Payment Plan, click the “Click here to request a custom plan” link. 
Move to the Setting Up a Custom Payment Plan section.  
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6. Payment Plan Request Confirmation 

Review the Payment Plan confirmation details.  Click Make Payment to make the 
plan down payment and activate the payment plan.  

Note: the Payment Plan will remain Pending until the down payment is made. If the down 
payment isn’t made within 30 days, the payment plan will be cancelled.  

 

 

7. Payment Method (for Down Payment) 

The default payment method for the down payment is ACH Debit. 

Click the checkbox to schedule the down payment for a future date.  

Click the checkbox to set up recurring scheduled payments.  
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8. Payment Details 

Enter the banking details to include Bank Account Type (checking or savings), Routing 
Number, and Account Number. Indicate whether the account is a Business Account or 
Individual Account. 

Click the checkbox to save banking details for future payments.  

Click Next.  

 

 

9. Payment Verification 

Review the payment details and confirm accuracy.  

Then, click Submit.  
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10. Payment Confirmation 

Review the confirmation that the payment request has been received.   

Click Print to print this page or click Home to navigate to the Employer Home Page.  

 

 

 

11. Payment Plan Number and Details 

To review payment plan details and status, navigate to Payment Information in the 
left-nav menu and select Request Payment Plan. (see Step 1) 

Click the Payment Plan Number hyperlink to review the payment plan details.  
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Setting Up a Custom Payment Plan 

Complete Steps 1-3 of “Setting Up a Standard Payment Plan” to request a custom 
payment plan.  

 

4. Request Custom Plan 

Click the “Click here to request a custom plan” link.  

 

5. Custom Payment Plan Explanation 

Enter the reason for requesting the custom payment plan in the Explanation field.  

 

Note: to see the details of the debt, click the “Click here to review debt details” link. Click 
Previous to return to the Custom Payment Plan Terms screen.  

 



Kentucky Unemployment Insurance Portal 
Employer Payment Plans 

Page 11 

 

6. Custom Terms Calculation 

Select Partial Payment Plan from the Install Type drop-down menu.  

Select the desired Down Payment percentage from the drop-down menu.  

Select the desired payback period from the Duration drop-down menu.  

Select Monthly as the Payment Frequency.  

Review the Down Payment Amount based on the Down Payment percentage and 
selected Duration.  

Review the Down Payment Due Date and first Installment Payment Due Date.  

Click Next.  

Note: The Payment Amount and Down Payment Amount will update as the Down Payment 
percentage and Duration are adjusted.  
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7. Payment Plan Request Verification 

Read the “I agree” and “I understand” statements on the screen. The Employer agrees 
to these conditions once the request is submitted.  

Review the Payment Plan Details to include the Total Payment Plan Amount, Projected 
Interest, Projected Total and Down Payment due amount.  
 

 

 

8. Payment Plan Schedule and Submit 
 
Review the Payment Plan Schedule with monthly payment due dates and amounts.  

Click Submit.  
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9. Payment Plan Number and Details 

The Payment Plan Type is Custom and Status is Pending.  

Click the Payment Plan Number hyperlink to review the payment plan details. Click 
Previous to return to the Payment Plan History table.  

Note: The details are for review only and no action can be taken.  

 

 

 

 

10. Custom Payment Plan Notification 

Custom Payment Plans are reviewed and Approved or Denied by OUI Staff.  

The Employer will receive correspondence notifying of the custom payment plan 
decision.  

Log in to KUIP and navigate to View Correspondence from the left nav menu.  

Select the Custom Payment Plan Notification checkbox in the Correspondence 
Name filter section.  
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Click the Document ID link to open the correspondence. The notification will open in a 
new browser window.  

 

 

 

 

Note: If email is the preferred communication method, the Employer will be notified by 
email that the Custom Payment Plan Notification correspondence is available in the 
Employer KUIP portal. The Employer will need to log in to KUIP to access the correspondence.  
If US Mail is the preferred method, the correspondence will be mailed to the Employer.  
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11. Open Custom Payment Plan Terms 

Once notification of approval is received, log in to KUIP and navigate to Payment 
Information in the left-nav menu and select Request Payment Plan. (see Step 1) 

Click the Payment Plan Number hyperlink to open the Payment Plan Request 
Verification screen.  

 

 

12. Accept Custom Payment Plan 

Read the “I agree” and “I understand” statements on the screen. The Employer agrees 
to these conditions once the request is submitted.  

Review the Payment Plan Details, Payment Plan Schedule and Monthly Amount 
Due.  

Click the Acknowledgement checkbox to agree to the terms of the plan as shown on 
the screen.  Note: the acknowledgement checkbox is only visible after OUI has approved the 
custom payment plan request.  

Click Submit.  
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12. Payment Plan Request Confirmation 

Review the Payment Plan confirmation details.  Click Make Payment to make the 
plan down payment and activate the payment plan.  

Note: the Make Payment button on this screen is only visible until the Employer leaves this 
screen. To make the down payment and monthly payments, see the “Making Payments on 
an Active Payment Plan” section of this guide.  
 

 

 

13. Making the Plan Down Payment 

Complete Steps 7-11 of “Setting Up a Standard Payment Plan” to make the Custom 
Plan Down Payment.  

Note: the custom payment plan is not activated until the down payment is received. If the 
down payment is not received by the due date, the plan will be cancelled.  The down 
payment due date for the custom plan is included in the Custom Payment Plan Notification 
correspondence.  
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Making Payments on an Active Payment Plan 

Monthly payments on an active payment plan can be made as a one-time payment or set 
up as a recurring payment.  

Note: if the Employer did not make the down payment at the time of the payment plan request, 
they will follow this process.  

To begin the payment plan process, log in to your KUIP Employer account. 
 
1. Open the Financial Transaction Summary 

Navigate to Payment Information in the left-nav menu and select Financial 
Transaction Summary.  

Click the Make Payment button in the bottom right corner.  
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2. Select Payment  

Select the Payment Plan radio button to apply the payment to the active plan.  

Note: if the Total Outstanding Balance radio button is selected, the payment will not be 
applied to the active plan. It will be applied to the debt on the account according to the 
payment hierarchy.  

 

 

 

3. Schedule a Payment 

The default payment method for payment plans is ACH Debit. 

Click the checkbox to schedule the payment for a future date.  

Click the checkbox to set up recurring scheduled payments.  

. 
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4. Payment Details 

Enter the banking details to include Bank Account Type (checking or savings), Routing 
Number, and Account Number. Indicate whether the account is a Business Account or 
Individual Account. 

Click the checkbox to save banking details for future payments.  

Click Next.  

 

 

5. Payment Verification 

Review the payment details and confirm accuracy.  

Then, click Submit.  
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6. Payment Confirmation 

Review the confirmation that the payment request has been received.   

Click Print to print this page or click Home to navigate to the Employer Home Page.  

 

 

 


