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Introduction 
The objective of this job aid is to outline the processes available for TPAs to make UI 
contribution payments for their clients. 

These options are specific to Third Party Administrators (TPAs).  
 

TPA Payment Options 

Overview 
TPAs have multiple options for making payments to include: 

1. Make Payment Button (TPA Home Page): all associated employers/all debt or specific 
employers/specific debt 

2. Download ACH Debit Payment Allocation File Link (from Submission History 
table): an employer with quarterly wage payment from report filed 

3. Download ACH Debit Payment Allocation File Link (from Wage File History 
table): all employers and total amount due from the selected wage report  

4. Employer Payment Options: TPAs can make payments for individual employers by 
navigating to the Employer’s Home Page. TPA must have the Update and Submit 
Payments assigned role. See the Employer: Payment Options Job Aid for descriptions 
of employer payment options.  

 
Note: even though the allocation file download links are named the same (Download ACH Debit 
Payment Allocation File), the files contain different information. For additional details, see the 
associated sections in this job aid for Submission History and Wage File History.  
 
TPAs can use any payment option. When filing as a TPA, the payment method is ACH Debit 
using a file upload. The file format is explained in the ACH Debit Payment Specifications 
Guide. This guide is accessible from the KUIP Employer and TPA Resources web page (along 
with other key resources).   
 
When filing as the employer, there are three primary payment methods: ACH Debit, Credit 
Card, and Paper Check.  
 
Certain payment options, for both TPAs and employers, target the total outstanding 
balance and apply the payment based on the Payment Hierarchy (oldest debt first), while 
other options apply payments to specific quarterly debt.  

https://kcc.ky.gov/career/resources/Documents/KUIP%20ACH%20Debit%20Payment%20Specifications%20Guide.pdf
https://kcc.ky.gov/career/resources/Documents/KUIP%20ACH%20Debit%20Payment%20Specifications%20Guide.pdf
https://kcc.ky.gov/career/resources/Pages/KUIP-Employer-TPA-Resources.aspx
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The Payment Hierarchy applies payments made in the following order beginning with the 
oldest debt: 

o Tax Contributions: UI Contributions Due  SCUF  Surcharge 
o Interest: UI Interest Due  SCUF Interest  Surcharge Interest 
o Penalties: Late Filing Penalty, Dishonored Payment Penalty 

• Fee – Lien Fee 
 
Note: to view information on filing or adjusting wage reports, see the TPA: Wage Filing and 
Adjustment Options Job Aid.  
 

Make a Payment Button (TPA Home Page) 
The Make a Payment button from the TPA Home Page navigates to the Payment 
Options page where the TPA can select All Employers/All Assigned Debt or payments 
based on a file upload.    

If All Employers/All Assigned Debt is selected, the Total Amount Due for all employers is 
pre-populated on the Payment Method screen. This amount cannot be adjusted during 
the payment process.  

If File Upload is selected, the TPA can select employers and type of payment (total 
outstanding or quarterly). 

Note: to see employer KEINs included in the Amount Due with their Total Outstanding Balance, 
click the hyperlinked Amount Due on the TPA Home Page. This will download a Client 
Outstanding Balances Excel file.  
 

1. Select the Make a Payment Button 

Click the Make a Payment button on the TPA Home Page to navigate to the Payment 
Options screen.  
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2. Select the Payment Option  

There are two options for the TPA from this screen: make a payment for All Assigned 
Employers/All Debt or initiate a payment based on a file upload where the TPA can 
select the employers to include and the type of payment to make (total outstanding or 
quarterly).  

Select the “here” link for the chosen option.  

 

 

3. All Employers/All Debt Payment  

All Employers/All Debt selection navigates to the Payment Method screen with the 
total debt Payment Amount pre-populated. This cannot be edited.  

The Payment Method is ACH Debit. Enter the Bank Account information. 

Click the checkbox to “Save my banking details for future payments” if desired.  

Click Next.  
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On the Payment Verification screen verify the payment details to include Total 
Payment Amount, Bank Routing and Account Numbers, Account Type, and 
Payment Effective Date.  

Click Submit.  

 
 

4. Payment via File Upload 

To initiate a payment using File Upload, click the “here” link to download the payment 
file. Once updated, this file will be uploaded to reflect the employers included in the 
bulk payment and their specific payments amounts.  
 
To view the details of the file format, review the ACH Debit Payment Specification Guide 
section of this job aid.  
 
Navigate to the downloaded file on the computer and update the payment file.  

• For each employer, identify whether the payment is a Total Outstanding 
Balance Payment (code “L”) or a Quarterly Report Payment (code “R”).  

• Update the payment amounts for each included employer.  
o Total Outstanding Balance Payments do not need to equal the full amount 

owed. Partial payments are allowed.  
o Quarterly Report Payments do not need to equal the full quarterly amount 

due. Quarterly payments need to include the Quarter End Date for the 
quarter being paid.  

o Payment amounts need to include a decimal point with two digits even if 
the payment is an even dollar amount (e.g. 150.00).  

• Delete lines for employers if the payment amount is zero or leave the payment 
amount as “0” and include the employer in the record count.  

• Update the record count in the file (the number of employers with payments).  
• Save the file.  
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Click the Choose File button and upload the updated payment file.  Click Submit.  
 

 
 
Review the file details on the File Upload Complete screen. Click Make Payment.  
 

 
 
The Payment Method is ACH Debit. On the Payment Method screen, enter the Bank 
Account details and click Next.  
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Review the details on the Payment Verification screen and click Submit.  
 

 
 
 

5. Review Payment Confirmation 

Review the payment information on the Payment Confirmation screen. The screen 
includes the Effective Date, Transaction Date and Time, Remaining Balance, Total 
Payment Amount, Payment Confirmation Number, Payment Method, and 
Payment Type.  
 
Click Print to print the confirmation page. 
 
Click Home to navigate back to the Employer Home Page.   
 
Note: Bulk TPA payments are batch processed and will show in the Payment histories once 
processing is completed (see the yellow notification message). 
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Download ACH Debit Payment Allocation File Link (from Submission 
History Search Table) 

The Submission History Search shows the wage file reports submitted by the TPA as a 
Bulk File Upload and those submitted as the Employer.  

This file generated from the Download ACH Debit Payment Allocation File link in the 
Submission History Search Results table is a Quarterly Report Payment file and reflects 
the UI contribution amount for the selected employer for that specific quarter.  
 

1. Select the Download ACH Debit Payment Allocation File Link 

Navigate to Wage Detail Reporting > Submission History from the TPA Home Page.  

  
 
Perform a search to populate the Search Results table with the quarters requiring 
payment. Click the Download ACH Debit Payment Allocation File link for the 
employer and quarter to be paid to download the payment file for that employer’s 
quarterly wage report.  
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Note: this payment file is a Quarterly Report Payment file and reflects the quarterly 
amount due for that quarter/year. This report includes the “R” code and the Quarter End 
Date. If the quarterly payment amount is not populated, enter the desired payment amount 
in the appropriate field.  
 

 
 

• Line 1: TPA ID (with leading zeros), file download date, number of employer 
records.  

• Line 2: Employer KEIN, total outstanding balance (for the employer), payment 
amount (for the selected quarter), Quarter End Date (4th quarter 2025), quarterly 
payment “R” code.   

 

2. Upload the Updated Payment File 

Update the payment file if necessary.  
 

• To make a partial quarterly payment, update the payment amount in the 
appropriate field. To pay the full quarterly amount, leave the amount as is.  

When making updates, remember the payment amount cannot exceed the total 
outstanding balance and must include a decimal point with two digits after for cents, 
even if the amount is an even dollar amount (e.g. 150.00).  

Once updates are made, save the updated payment file.  

Click the Choose File button and upload the updated payment file.  Click Submit.  
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Review the file details on the File Upload Complete screen. Click Make Payment.  
 

 
 

3. Enter Payment Information and Submit 

Payment Method is ACH Debit. On the Payment Method screen, enter the Bank 
Account details and click Next.  
 

 
 
Review the details on the Payment Verification screen and click Submit.  
 

 



Kentucky Unemployment Insurance Portal 
TPA Payment Options  

Page 12 

 

Download ACH Debit Payment Allocation File Link 
1. Select the Download ACH Debit Payment Allocation File Link  

Navigate to Wage Detail Reporting > Wage File History from the TPA Home Page.  

 
 
Perform a search to populate the Search Results table.  
 
Click the Download ACH Debit Payment Allocation File link for the quarter to be paid 
to download the payment file for all employers included in that quarter’s wage 
report.  
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Note: this payment file is a Quarterly Report Payment file and reflects the quarterly 
amount due for each employer and quarter/year reported by the TPA in the selected wage 
report. This report includes the “R” code and the Quarter End Date.  
 

 
 

• Line 1: TPA ID (with leading zeros), file download date, number of employer 
records.  

• Line 2-x: Employer KEIN, total outstanding balance (for the employer), quarterly 
UI contribution due (for the selected quarter), Quarter End Date (4th quarter 2025), 
quarterly payment “R” code.   

Note: The quarters included in the payment file reflect the quarters reported in the TPA Bulk 
File Upload and can be different for each employer.  

 

2. Upload the Updated Payment File 

Update the payment file if necessary.  
 

• To make a partial quarterly payment, update the payment amount in the 
appropriate field. To pay the full quarterly amount, leave the amount as is.  

When making updates, remember the payment amount cannot exceed the total 
outstanding balance and must include a decimal point with two digits after for cents, 
even if the amount is an even dollar amount.  

Once updates are made, save the updated payment file.  

Navigate to Payment Information > Payment Options and click the Choose File 
button and upload the updated payment file.  Click Submit.  
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Review the file details on the File Upload Complete screen. Click Make Payment.  
 

 
 

3. Enter Payment Information and Submit 

Payment Method is ACH Debit. On the Payment Method screen, enter the Bank 
Account details and click Next.  
 

 
 
Review the details on the Payment Verification screen and click Submit.  
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4. Review Payment Confirmation 

Review the payment information on the Payment Confirmation screen. The screen 
includes the Payment Method, Transaction Date, Effective Date, Payment Amount, 
Remaining Balance, and Payment Type.  
 
Click Print to print the confirmation page. Click Home to navigate back to the Employer 
Home Page.   

 
Note: Bulk TPA payments are batch processed and will show in the Payment histories once 
processing is completed (see the yellow notification message). 

 

 

ACH Debit Payment File Specifications Guide 

These are the requirements and instructions to submit bulk ACH Debit (electronic funds 
transfer) which are required for TPA payments.  
 

Payment File Requirements 
Like a wage file, the payment file includes TPA information on the first row with employer 
information on subsequent rows.  
 
• The payment file can reflect one or more employers. Each employer’s payment 

information will be on a separate row.  
•  



Kentucky Unemployment Insurance Portal 
TPA Payment Options  

Page 16 

 
• The payment file can be configured for Total Outstanding Balance Payments and 

Quarterly Report Payments.  The Total Outstanding Balance will be pre-populated in 
the file, however, the Quarterly Report Payment amount may or may not be pre-
populated depending on the payment option selected (Make a Payment button, Make 
Payment Link, Download Payment File link).  

• Total Outstanding Balance payments will be applied based on the Payment Hierarch. 
Quarterly Report Payments will be applied to the quarter identified by the Quarter End 
Date in the file.  

• The payment amount cannot exceed the Total Outstanding Balance.  
• Partial payments are allowed. The payments can be less than the Total Outstanding 

Balance (payment type “L”) and/or the Quarterly Report Payment amount due (payment 
type “R”).  

• Payment amounts must include a decimal point followed by two digits for the “cents”. 
 
 

Anatomy of a Payment File 
Format Walkthrough: 
 
Line 1: TPA ID, File Download Date, Record Count  
Line 2: KEIN, Total Outstanding Balance, Payment Amount, Quarter End Date, Payment 
Type 
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Example File: 

 
 
In this file: 

• Employer 1 is making a Quarterly Report Payment (code “R”). The payment is less 
than the Total Outstanding Balance (and could be less than the quarterly amount due). 
The Quarter End Date is 06302026. 

• Employer 2 is making a Total Outstanding Balance payment (code “L”). The payment 
is a whole dollar amount but includes the decimal point with “00” as the cents. No 
Quarter End Date is required. Note the two commas together where they Quarter 
End Date would be if used.  

• Employer 3 is making a Quarterly Report payment (code “R”). The payment amount 
is “0”. Instead of including this row with the zero, this row could be deleted as a 
payment is not being made. If the row is deleted, adjust the number of records (3 
instead of 4). 

• Employer 4 is making a Quarterly Report Payment.  
 

Search Payments 

Search Payments 
Navigate to Payment Information > Search Payment in the Left Nav menu.  
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Enter search criteria on the Search Payments screen.  

Note: to see all payments, clear the Transaction dates from the field and leave other search 
fields blank. 

Click Search.  

  

 

Review payments made in the Search Result table. The table provides the payment 
Confirmation Number, the Transaction Date, the Effective Date, the Payment Method, 
the Status, and the Amount.  

 

Note: click the Export to Excel link to export the Search Results.  
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View Payment Details 
To see the details of a payment, click on the Confirmation Number hyperlink to navigate 
to the Payment Detail screen.  

 
 
Click on the Amount hyperlink to view the Payment Distribution pop-up window.  

 
 
The Payment Distribution pop-up window displays the application of the payment to the 
Debt Type, Period (year and quarter), and the Amount Applied to each debt type/period.   

 
 
Click the “X” to close the window. From the Payment Detail screen, click Previous to return 
to the Search Results.  


