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Introduction 
The objective of this job aid is to outline the process for Third-Party Administrators (TPA) 
who participated in the Passive Role Assignment activity to set up their TPA account. 
The first part of this process can be found in the Creating a TPA Administrator Account 
section of this document.  

 

TPA Account Set Up (Passive Role Assignment) 

Overview 
KUIP requires each TPA organization representing Kentucky employers to have its own 
unique account within the system.  
 
Following the Passive Role Assignment (PRA) process prior to KUIP Go-Live, the TPA account 
will be established by the Office of Unemployment Insurance.  Employers listed in the PRA 
spreadsheet (without any identified issues) will be linked with this TPA account.  
 
Note: if any employers cannot be associated through the PRA process, the TPA can still request 
authorization directly from those employers to perform specific actions on their account. See the 
TPA: Associate Employers Job Aid for instructions to complete this process.  
 

Create a TPA Administrator Account 
TPAs must have a designated TPA Administrator, who is responsible for setting up and 
maintaining the organization’s account. The TPA Administrator will be established by the 
Office of Unemployment Insurance based on the information provided in the PRA 
spreadsheets.  
 
As part of the PRA process, the TPA Administrator will receive an email with an 
invitation to set up their KUIP account.  

Once this account is set up, the TPA Administrator will be able to access their TPA account 
in KUIP.  
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1. Open the invitation email 

Look for an email with the subject line Register with KY UI.  Click the ‘Complete Account 
Creation’ link in the email. 

 

 

2.  Create a TPA Administrator KUIP Account 

The user will be directed to the Create Account screen to enter the email and select 
Next.  
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3. Enter One-Time Passcode 

On the Enter One Time Code screen, enter the passcode sent to the email provided in 
the step above and select Next. Note: this is the email used to log in to KUIP each time.  

 

 

4. Enter Account Details 

On the Create an Account screen that appears, enter details related to the account 
being created: First Name, Last Name, Password, Re-enter Password. Then, click Next. 
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5. Set Up Multi-Factor Authentication (MFA) 

On the Keep Your Account Secure screen, select either Phone Number or Email as 
the security method. The selected method will be used to receive the MFA 
authentication code. 

For phone, enter the user’s phone number in the provided field. 

For Email, click the Use a Different Verification Option to display alternative MFA 
options.  

Once the method has been selected/entered, click Next. 

  

 

6. Enter the Code 

On the next screen, enter the code provided by the MFA authenticator before clicking 
Verify.  
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7. Notice and Consent 

Read and select Accept on the Notice and Consent screen.   

 

 

8. TPA Home Page 

The user will then be directed to the Third-Party Administrator Home screen to access 
their TPA Account. 
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TPA Administrator Next Steps 
1. Record the TPA ID:  

This ID will be necessary for support from the Office of Unemployment Insurance. 

2. Invite backup TPA Administrator(s) and Members 

Once the TPA Administrator has established their account, they must add a secondary 
or backup TPA Administrator.  

A backup Administrator is essential to manage the account in the event the primary TPA 
Administrator is unavailable or cannot access the account for any reason.  

See the Inviting New TPA Users Job Aid for the steps to add backup TPA 
Administrators and TPA Members.  

3. Associate New Employers (and those that weren’t included in PRA) 

Follow the instructions in the TPA: Associate Employers Job Aid for the process of 
inviting new employers to associate with the TPA.  

 

  


