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Introduction 
The objective of this job aid is to outline the process for new Third-Party Administrators 
(TPA) registering an account in KUIP. The first part of this process can be found in the 
Creating a TPA Administrator Account section of this document.  

Following the initial account creation, users can reference the New TPA Registration 
Process section to continue the process of registering a TPA account in KUIP.  

Note: this process is also required for TPAs that did not participate in Passive Role 
Assignment prior to Go-Live for the Tax release.  

Note: If you have already established your TPA KUIP account using the Third-Party 
Administrator User Account Creation and Login Reference Guide, you can begin with the 
New TPA Registration Process section of this document.  

 

Registering a New TPA  

Overview 
KUIP requires each TPA organization representing Kentucky employers to have its own 
unique account within the system.  
 
Following registration in KUIP, TPAs can request authorization from their employer(s) to 
perform specific actions on their account. See the TPA: Associate Employers Job Aid for 
details on this process.  
 
TPAs must designate a TPA Administrator, who is responsible for setting up and 
maintaining the organization’s account.  
 
If additional users need to access a TPA account within KUIP, the process for creating 
secondary users for a TPA account is outlined in the Inviting New TPA Users Job Aid. 
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Create a TPA Administrator Account 
1. Access the KUIP TPA Portal 

Navigate to the Kentucky Unemployment Insurance Self-Service web page and click 
the TPA Login button to access KUIP.  

 

 

2.  Create a TPA Administrator KUIP Account 

Enter the TPA administrator’s email address.  

If there is no user account with the provided email, click the “No account? Create one” 
link. The user will be directed to the Create Account screen to enter the email and 
select Next.  

  

https://ui.ky.gov/
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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.  The user will then be 
directed to the Register Agent/ Third-Party Administrator screen to begin the new 
TPA registration process. 

 

 

 

New TPA Registration Process 
8. Register Agent/Third-Party Administrator  

On the Register Agent/Third Party Administrator screen, enter the TPA’s associated 
information in the fields:  

• TPA Name,  

• Organization Type (Professional Employment Organization or Employer 
Representative),  

• Address, Street, City, State, ZIP Code,  

• County,  

• Phone Number,  

• Preferred Communication Method (Email or US Mail),  

• Email Address.  

Once all required fields have been entered, select Next. 

Note: required information is indicated with a red asterisk * 
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Note: 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 Inviting New TPA Users Job Aid for the steps to add backup TPA Administrators 
and TPA Members.  
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9. Additional Address  

On the Additional Address screen, select Yes or No to enter additional address details 
for the following address types: Physical Address, Claims Forms Address, Benefit 
Charging Address. Then, click Next.  

Note: If no Benefits Charging or Claims Form addresses are added, the correspondence will 
default to the Mailing Address.  If Benefits or Claims information is managed at a different 
location, the user must enter these addresses at this step to ensure no critical 
correspondence is missing or misdirected. Select Yes to enter these addresses.  

 

10. Confirm Third Party Administrator Information 

On the Confirm Third Party Administrator Information screen, review the details of 
the TPA Registration for accuracy before clicking Submit.  

If needed, click Previous to return to the previous screen and continue editing the 
details of the TPA Registration or Print to print a copy of the TPA Registration 
information. 
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11. TPA ID Information 

After clicking Submit, the TPA ID Information screen is displayed and alerts the user 
that the TPA has been successfully registered.  

Review the details displayed on the screen and be sure to record the TPA ID for future 
reference.   

Note: The TPA will need to provide the TPA ID to their employers.  

Click Home to navigate to the TPA Home screen. 

 

 

 

Following registration in KUIP, TPAs can request authorization from their employer(s) 
to perform specific actions on their account.  
 
Employers will have fourteen (14) calendar days to reject or accept the authorization 
request before the requested access is granted to the TPA. After fourteen days, if the 
employer has not accepted the TPAs invitation, the TPA will be granted the requested 
access. Other roles would need to be approved by the employer before being granted.  
 
See the TPA: Associate Employers Job Aid for details on this process.  
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12. TPA Registration Correspondence 

Once the TPA account is registered, TPA Registration Confirmation correspondence 
should be available in KUIP beginning the day after registration.  

Navigate to Correspondence in the Left Nav menu and select View Correspondence.  

A list of available correspondence will populate in the Search Results area.   

Select the TPA Registration Confirmation Document ID to open the correspondence 
in a new browser window.  

Note: this correspondence lists the User ID (email) to log into KUIP and the TPA ID.  

 

 


