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Introduction

The objective of this job aid is to outline the process for new Professional Employer
Organizations (PEOs) to register in KUIP. The first part of this process, user account set up,
can be found in the Creating a PEO Administrator Account section of this document.

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

Note: /f 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 PEO Registration Process section of this document.

Registering as a New PEO

Overview

KUIP requires each PEO organization representing Kentucky employers to have its own
unique account within the system.

PEOs will register as a TPA with an organization type of Professional Employer Organization
(rather than Employer Representative). Once the PEO information is entered on the TPA
registration screens, the PEO will be directed to the Employer Registration screens to
complete the process.

Following registration in KUIP, PEOs will need to register their client employers using the
Client Registration menu from their TPA Home Page. For more information on
registering client employers, see the Registering a New Employer Job Aid or follow the
steps in the Register PEO as an Employer section of this job aid using client information.

PEOs must designate a PEO Administrator, who is responsible for setting up and
maintaining the organization’s account. The Administrator will be the individual registering
the PEO account. This administrator will add additional administrators and users by
following the process for creating secondary users for a TPA/PEO account as outlined in the
Inviting New TPA Users Job Aid.
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Create a PEO 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.

[EAM ol Obtaln New KEIN/Activation Gode  Resources~  Gantact a

Welcome to the Kentucky
Unemployment insurance
Self-Service website!

If you are unemployed and seeking to file an un

2. Create a TPA Administrator KUIP Account
Enter the PEO 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.
KENTUCKY KENTUCKY
Login Create Account
Welcome to the Kentucky Unemployment Welcome to the Kentucky Unemployment
Insurance Portal (KUIP) Insurance Portal (KUIP)
[Email address Emai |

| B anesunts Leate one | Have an account? Sign in instead

=0 Back Nex
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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.

TEAM s
KENTUCKY
€ testuserky1@maildrop.cc

Enter one time code

We just sent a code to testuserky1@maildrop.cc

|Fr"t‘r code |

Next

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.

KENTUCKY
Create an Account
‘We just need a little more information to setup
your account. For enhanced account secunty, a

minimum of 15 characters is suggested for
password.

First Name
Last Name
Preferred Name
Password

Re-enter password

e |[GEEED
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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.

TEAM el
KENTUCKY
testuserky11@maildrop.cc

Keep your account secure

Add your phone number so we can text you
whenever we need to verify it's you.

+1 ~ [Phone number

| Use a different verification option I

Message and data rates apply.

Cancel Next

6. Enter the Code

On the next screen, enter the code provided by the MFA authenticator before clicking
Verify.

A
KENTUCKY

testuserky 1@maildrop.cc

Enter code

We just sent a code to +1 I Enter the
code you receive.
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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.

Motice and Consent

Register PEO as a Third-Party Administrator (TPA)
1. Register Agent/Third-Party Administrator

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

e TPA Name,
e Organization Type: for a PEO, select Professional Employment Organization,
e Select Group Rated or Non-group Rated

o Group Rated: PEO reports wages under the PEOs FEIN. All PEO clients
will receive a group experience rate.

o Non-group Rated: PEO reports wages under the Client FEIN. All PEO
clients will receive an individual experience rating.

e Address, Street, City, State, ZIP Code,

e County,

e Phone Number,

e Preferred Communication Method (Email or US Mail),

e Email Address.
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Once all required fields have been entered, select Next.

Note: required information is indicated with a red asterisk *

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.

Register Agent/Third Party Administrator

Complete this form to register as a Third Party Administrator (TPA). Once submitted, a TPA ID will be assigned. This will allow you, the TPA, to act on behalf of employers when they
have granted you access rights. Provide your TPA 1D to your clients. This will allow each of your clients to locate and assign you as an autherized user for select tax account
functions. If you are not acting as a TPA for employers in KY but need to report wages for your business as an employer, you must register your business by completing an
Employer Account Application with OUI and file wages for your employees under the company Kentucky Employer Identification Number.

TPA Name*

Qrganization Type*

Select One ~ ‘

Address Line 1

Enter Text ‘

Address Line 2

Enter Text ‘

City*

Enter Text ‘

State*

Pick an option v ‘

ZIP/Postal Code*

‘ HHHRH-HHER ‘

TPA Hame*

KRM Empleyer Solutions

Crganization Type*
Professeonmal Employer Qrganization [FEQ] L

FEQ rating method*

O Croup ated (1) v Mon-group @ated (1
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Profeured Crmmanication Mothad

Ermasl Adjciress

Fe-erter Email hddress

2. 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.

Additional Address

Woukd you ke to enter Benefit Charging Address Type?
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3. 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.

Confirm Third Party Administrator Information

Federal Employer Identification Number

TRA FEIN

4. PEO Client Upload
Enter the PEO client FEINs into the provided fields.

Note: Click the Add button to add more FEINS when all existing fields are filled.

The PEO can also select a text or CSV file to upload the FEINs. Click the Browse button
to select the file to upload.

Note: the system will reject the file if the format is invalid or contains invalid FEINS.

Note: to download a sample FEIN file, select the “click here” link.
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Once all the FEINs have been added or the FEIN file has been selected, click Next.

The PEO will be directed to the Employer Registration screen to complete their

registration as a PEO

PEO Client Upload

[ HO-MHO00O

Afer you have uploaded all PED Clienls, you will be directed to Emplayer Registration (o cormplate your registration a3 a FED in Kentucky.
List tha FEIMs af all clianis that will b managed by the PES rptharinn for this scoount. Select !Nt when you are dana.

| W JOER O | | M- | - B |
| D000 000000 | | RS E e | LESE R |
l L | 0 FO O, | b Ch | B B |
| OO0, | O 000 | oo | - W, |
l L | 0 JO TR, | 0, | I B0 |
| pE B | WO SO0, | OO | WO NN, |

Click ‘Acdd’ button Lo add maore FEIM fields when all existing ones ane filled.

Wau can also select & texl of CEV Mle 1o uplsad the FEINS To dewnlond b sample file elick Berg,
Choose the file by selecting the 'Browse' button. Once the file is selected, click Next.!
The system will reject the file if the farmat is imalid or containg invalid FEINS

Register PEO as an Employer

8. Welcome to KY Ul Tax Registration

Review the introductory material on the Welcome screen and the Necessary
Registration Information list. This is information you will need to complete the

registration process.

The tracker at the top of the screen will show where you are in the registration

process. There are six steps where you will enter required information necessary to

approve your application and determine your Ul contributions.

Page 11




TEAM .0
Kentucky Unemployment Insurance Portal KENTUCKY

Registering as a PEO in KUIP JUNEMPLOYMENT
e Introduction
e Employer Identification Information
e Liability Information
e Business Information
e Owner/Officer Information
e Summary Review and Submit

Note: click the hyperlinks to review important information like KRS references.

Note: hover your mouse over the tool tips (“i” in the circle) to read additional information
such as definitions and examples.

9. Complete the Introduction Screen

Answer the questions and fill in the required information to complete the
Introduction screen. The PEO will complete the Employer Registration process as
the PEO entity (do not include client information).

Information to provide:

e Have you paid wages, or are you currently paying wages for services performed
in Kentucky?

e How many individuals are being paid for services performed in Kentucky?
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e Enter the date services were first performed in Kentucky.

e Enter the date this employer first paid wages to individuals performing services
in Kentucky.

e Enter (and re-enter) the employer’'s Federal Employer identification Number
(FEIN). This FEIN must be the same FEIN entered on the TPA registration
page for the PEO.

Once you have entered this information, click Next.

Note: once the KUIP Employer Registration process is complete, the PEO will receive an
employer KEIN and a TPA ID and will have an active status. At this time, the PEO can register
clients in KUIP.

Note: A PEO in KY must also complete the PEO Certification process through the Department
of Worker's Claims. Contact DWC at 502-564-2869 for more information.

Motification

¥out will Be asked o cortity that all information provided in This Ming is Complate, True, and ACourate, Kentuscky Law peovides 1o Sl fings and criminal panalties Tor
S RRIERRrTTATICR, Bt on, willlul nendsciogune and Taileoe o refusal 10 furnsh ceporDs o isguesied irfod magion 10 ol ¥

Ta begin regitration, provide the faliowing mformastion

Complete the KLIP Employer Registration answering o questions as the PED entity. Do net include client information

Cirgs yoa buves com pletesd your BIIP Emgloger Registration, you will recehe sn KEIN, Whien yous TR 1D ard BEIM e sdsigried, Lha artity will b an sctiee PED for
Unemgdoyrment Insurance purposes ard clients can be registered in KUIE,

& PEC im Kentiscky must alsa complote the PED Cortification process throwgh the Department of Worker's Claims Contact DWC at 5025652853 Tor mane infarmation.

Have you pakd wages, or are you curnenthy paying wages for sendces performed (5 in Kerucky?

s K

Hiowe mary indidduals are being pasd Tor services perioermed in Kentucky T

Enter the date services were first pedormed in Kentuckye

o]
Entaf the date this emplaser finst paid wages 1o those indidduats perceming services in Kanoucky
o]
Enter this emplayen’s Federal Emplayer identilication Humber [FEIN) Dont have an FENT Aegister with the 185 bere -
RAe-grter this ermployers Feders] Employer ldentification Murmber [FEIN|-
Please soloct the reason for ot prowiding FEIN
Pick an oplion e |
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10. Start Employer Identification Information Section

Confirm the Introduction section is 100% complete.

Click the Start link to begin the Employer Identification Information section.

Note: this is the main Employer Registration menu and will be shown as each section is
completed during the process. To go back and make changes to any section, click the Edit

link.

Employer Registration

&

Intreducticon — . i # D

Ermplayer identification Infarmation I Saeur

e @

2 2 @

11. Employer Identification Information Screen

Complete the information. Required information is identified with a red asterisk *.

Legal Name

Doing Business Name
Address

County

Phone Number

Fax Number

Language Preference allows the user to choose the language for all written
correspondence. Options include English and Spanish.

Communication Method: Email or US Mail

Business Email Address and Business Web Address
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o Legal Entity Type: select from the drop-down menu.

o Entity Types include Sole Proprietor, C Corporation, C Corporation-
Subchapter S, Partnership, LLC-Sole Proprietorship (Form 1040), LLC-
Partnership (Form 1065), Estate, Governmental Entity, Limited Partnership,
LLC-C Corporation (Form 1120), School, LLC-S Corporation (Form 1120-S),
Trust, University, LLC-Wholly Owned by another entity.

Employer Identification Information

Provide the mailing address and other information about this employer.

Legal Name-

| KAM Home Care Services ‘

Doing Business As (DBA) Name

Attention

Address Line 1*

| 500 Mero Street ‘

Address Line2

[Emerron |

City*

Frankfort

State*

| Kentucky - ‘

ZIP/Postal Code’

| 40801 ‘

County’

| FRANKLIN ~ ‘

O Isthis an International Phone Number?

Phone Number Ext

‘ (520) 2369874 | ‘ ‘

Fax

(2tst) et s ‘

Language Preference @

English v ‘

Communication Method-

‘ Us Mail ‘

Business Email Address

Re-enter Business Email Address

Business Web Address

Legal Entity Type'

Sole Proprietor ~ ‘

Page 15



TEAM il

Kentucky Unemployment Insurance Portal KENTUCKY
Registering as a PEO in KUIP INSURANGE PORTAL

Note: the selection of Entity Type will determine the remainder of the screens through the
registration process. KUIP will provide the required screens based on your selection.

Pick an option
Sole Proprietor
C Corporation - Subchapter S
Partnership

LLC - Sole Proprietorship (Forrm 1040)
LLC - Partnership (Form 1065)

Estate

Governrmental Entity

Limited Partnership

LLC - C Corporation (Form T120)
School

LLC - S-Corperation (Form 1120-5)
Trust

University

LLC - Wholly Owned by another entity

C Corporation ~

When done, click Next.

You will be prompted to complete the Address Verification popup window. KUIP interfaces
with the US Postal Service database to verify addresses. Make your selection and click
Continue.

Address Verification

Mailing Address

Use Manually Entered Address
() 500 Mero Street, Frankfort, KY, 40601

Use Suggested Address
() 500 Mero St, Frankfort, KY, 40601-1287

Previous Continue
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12. Start Liability Information Section
Confirm the Employer Identification Information section is 100% complete.

Click the Start link to begin the Liability Information section.

Employer Registration
@ Introduction e— 100% Complete # Edit
Employer Identification Information — 100% Complete # Edit

Liability Information P-Start

Business Information

Qwner/Officer Information

® ©@ ® © O

Summary CANNGT START

13. Employment Liability

Answer Yes or No to the question “Before starting employment in Kentucky, were you
required to pay tax under FUTA or subject to the unemployment laws of another state, US
territory, or Canadian provide in the current or preceding years? *"

If Yes is selected, click Next. You will be directed back to the Employer Registration
main menu. This section is completed.

1 2 ploy Information © uabliityinformation 4 Business Information 5 Owner/Officer Information 6 Summan y

Employment Liability

Before starting employment in Kentucky, were you required to pay tax under FUTA (D) or subject to the unemployment compensation laws of another state, US territory, or Canadian province in the current or
preceding years?:

O Yes O No

If you answered No to the question, select your Employment Type from the drop-
down menu and complete the associated questions.
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Employment Type*

Regular (Non-Agricultural)

Pick an option

Regular (Non-Agricultural)

Agricultural

Domestic

Employment Types include:

e Regular (Non-Agricultural): any service performed for wages or under any
contract of hire that is not Agricultural or Domestic.

e Agricultural: all services performed on a farm in connection with raising or
harvesting any agricultural or horticultural commodity. It also includes employment
in connection with packaging, processing, storing, or delivering to market any
agricultural or horticultural product in an unmanufactured state, provided the
operator(s) produced more than half of the product.

e Domestic: services performed in a private home, local college club, or local chapter
of a college fraternity or sorority for a person who paid cash remuneration of $1000
or more in the current calendar year or the preceding calendar year to individuals
employed in such domestic service in any calendar quarter.

Each employment type has its own requirements for the number of employees and wages
paid in a quarter during the current or preceding year.

Regular (Non-Agricultural): $1,500 in a quarter or at least one worker for 20 weeks (weeks
do not have to be consecutive but must be in the same calendar year).

Agricultural: $20,000 in a calendar quarter or at least 10 workers for 20 weeks.

Domestic: $1,000 in a calendar quarter.
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14. Employment Liability Criteria Met

Select Yes if the Employment Type criteria are met. Enter the date when the amount
was first met.

Once done, click Next. You will be directed back to the Employer Registration Main
Menu.

1w 1 wm-a--wmu--n-wnwm 5 S o i DemmTHor e i ey

Employment Liability

oforg tharting crrploymant bn Komtucioy wer you requined to pay tan uredor FUTA (I or tubject 2o the uromploymens compansation lows of sncther state, L sormtony, o Canadlan pravinge imthe cersort or
prececling pera-

O Vs @ Mo
[rephayTran Type

Fiegudal [MoneAg i cultaal -

Weryss sm priicd s s e @ Bvwrid. LN i cpumarbam Tor dommnd ssrvicnin ren-agricullursl fregale] (0 amployrset dusirg T cumenl o precsd g eyt
& v O Ma
SR B cLiAE wiiorn ThE A oLl wer Tk met

ENERSER a|

15. Start Business Information Section
Confirm the Liability Information section is 100% complete.

Click the Start link to begin the Business Information section.

Employer Registration
(O] Introduction e— 100% Comnplete £ Edit
@ Employer Identification Information — 100% Complete # Edit
@ Liability Information e— 10 0% Cornplate # Edit
@ Business Information Pstart

% Com

® Owner/Officer Information CANNOT START
® Surmnmary
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Verify the Legal Entity Type, FEIN, and Employer Type at the top of the screen.

TEAM
KENTUCKY

UNEMPLOYMENT
INSURANCE PORTAL

Select Yes or No for the six questions. Answering Yes to certain questions will lead to

system messages or additional screens to be completed in the registration process.

e |sthe employer the client of a PEO?

o If Yesis selected, you will receive the following message: “A PEO must register
their PEO clients from the TPA Home Page. Contact your PEO to create the PEO

Client KEIN. Exit employer registration.”

e Does this employer have workers who are considered non-covered employment?

e Has the business issued or intends to issue IRS Form 1099-NEC to any individuals in

Kentucky?

e Does this employer have workers in Kentucky considered to be independent

contractors?

¢ Did this employer acquire all or part of an employing unit? (To include assets,

inventory, and/or employees)

o IfYesis selected, you will be required to complete the Experience Transfer

screens. KUIP will automatically direct you to those screens during the

registration process.

Enter Employer Business Information

Legal Entity Type Sole Proprietar
FEIN ©3-7441528
Employer Type Regular (Non-Agricultural)

Is the employer the client of a PEQ?"
O Yes @ No

Does this employer have werkers who are considered non-covered employment under Commonwealth of

ky law 2+

O Yes © No

Has the business issued or intends to issue IRS Form 1099-NEC to any individuals in Kentucky?-

O Yes © No

Does this employer have workers in Kentucky considered to be independent contractors ()7

O Yes @ MNo

Did this employer acquire all or part of an employing unit? (Te include assets, inventory, and/or employees)
O Yes @ No

Is there more than one physical location () in Kentucky?

O Yes @ MNo
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17. Enter Formation/Incorporation Information (only required for certain entity
types)

Enter your Secretary of State Organization Number, Articles of Incorporation Number,
Business formation/incorporation date, Business formation/incorporation state, and
Business formation/incorporation country.

Note: this information is optional and will only show on the screen for certain entity types.

Once entered, click Next.

Enter Formation / Incorporation Information
Legal Name KAM HOME CARE SERVICES

Enter the employer's Secretary of State Organization Number

Articles of Incorporation Number

Business formation/incorperation date

‘ MM/DD/YYYY m] ‘

Business formation/incorporation state

‘ Pick an optien ~ ‘

Business formation/incorporation country

‘ Pick an opticn ~ ‘

m reviors “

18. Enter Physical Location Address
Select Yes or No to the following question: Do you have a physical location in Kentucky?

Note: you must have a physical location in Kentucky. The address cannot be a Post Office
box or private mailbox.

The Physical Address is where services are being performed and workers receive
direction. If the business has multiple Kentucky locations, the physical address should
be the primary business site.

Select the checkbox if the physical address is a remote worker’s address.
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If the Physical Address is the same as the Mailing Address (entered in Step 1), select
Mailing Address from the Same As drop-down menu.

Physical Location Address
Enter the Kentucky location address for this employer. This address cannot be a Post Office box or private mailbox. When you are done, select 'Save.

Do you have a physical location @in Kentucky?-

O vYes O No

O Isthis a remote worker's address?

Same As

Select one ~

If the Physical Address is different from the Mailing Address, enter the address
information in the fields provided.

Physical Location Address
Enter the Kentucky location address for this employer. This address cannot be a Post Office box or private mailbox. When you are done, select 'Save!

Do you have a physical location () in Kentucky?-
@ Yes O No

O Isthis a remote worker's address?

Same As

[ setectone ~]
Attention
Address Line I
Address Line 2
City
State
Kentucky -]
ZIP/Postal Code-
‘ SOCOK-XOOK ‘
County”
‘ Select one “ ‘

Phone Number Ext

‘ (s458) dass-sraesis ‘ ‘ ‘

Fax

‘ (shieh) -t ‘

19. Enter Business Records Address

Enter the Business Records Address. This address is the location where the
business/payroll records are stored and/or maintained and may be reviewed by the KY
Office of Unemployment Insurance (OUI).

If the Business Records Address is the same as either the Mailing Address or the
Physical Address, select the address from the Same As drop-down menu.
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If the Business Records Address is different, enter the address information into the
provided fields.

Business Records Address

Enter the business record address (i) of this business

Same As

‘ Select cne v |

Attention

Address Line 1+

Address Line 2

City

State

‘ Kentucky v |

ZIP/Postal Code

‘ HHAHH K |

County"

‘ Pick an aption v |

[ Isthisan International Phone Number?

Phone Number- Ext

‘ (B8 HHE-f ‘ ‘ |

Fax

‘ (#rs) mat-ma |

20. Specify Additional Addresses

You have the option to specify your Claims Forms and Benefits Charging addresses.

If these addresses are different than those already entered, select Yes and enter the
address information.

If you do not wish to specify these additional addresses, select No. These addresses will
default to the mailing address.
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When done, click Next.

Additional Address

You have the option of specifying additional addresses where certain types of correspondence will be sent. The additional address types follow
= Claims Forms
« Benefit Charging

If any of the non-required address types do not have an entered address, that address will default to the mailing address.
Would you like te enter a Claims Forms address?-

O Yes O No

Would you like to enter Benefit Charging address?

O Yes O No

m Dievious “

21. Enter Business Description

You will be required to enter detailed information to ensure the correct North Americal
Industry Classification System (NAICS) code is assigned. This information will be used
by OUI to determine your Ul contribution rate.

In the space provided, describe the activities you perform and provide an approximate
percentage of sales/revenues resulting from each activity. There are examples
provided. You can also click the hyperlink above the entry box that says, “Click here
for more examples.”

Enter Business Description

G e o L b P 0 R G 1 L ST G ik i Bl ot ry € i st o 5 v A ) 05 e b rvindd B 170k Bkl rie. 1 S i o ool Al | 1 Bl il st o, gpovescss,
procusis or services a3 thowghyou wore oiing 3 praspective cmclayes wht you de. Deserbe the sctafties ard Srovide the approwimats perce=taoe of mlmer soverurs mauftrg from aach sthay, Soe
conarvel ek Bk, Porselages ihould necal WO

Efat

Cauks youw eesari iR Scts] 1 Serises wou Bvits? To i oo i Seovias thiss S RAes™ Wigt e your Tajef 2CTvEes i1 you efer corsulting, Beskeras, Maragerners, & simiiar sorvees?
Canstruczonor Bulkdng Tracks

1 Chi s riesslhy cptidendial er raredendial ® Srghe of rmili Ty ? P o e oaeling®

Conendi o Dyohiets

st e e e bl 3 ) 10 Everri? ) Y Seadgn, ey lact ure, sl GEre Ty 1 Crnm Tt ot e 1 wnis b, il sepuss, o0 o0 as e g s wEh the m el e Theue goods.on prodicts
mageal?

Marfactunn:

sl ar e EtHE e n enc s ® Wihak are your mosl amperiant rmaberial s ¥ Wist s The mein groclaction mstboris?

Click Brg for v casrrgios

Diesserie ENe Bushies: SA s, Qe pradusts, o Serdos:

Wew bupen 7390 charactem rnmal e
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22. Select NAICS Classification

Select the NAICS code from the drop-down menu or perform a search by keyword.
Once you have determined the most appropriate code, select the code.

Note: the NAICS code for PEQOs is 561330 Professional Employer Organizations.

One you have selected the NAICS code, click Next.

Selact MAICS Classification

Each emplayer is assigned a Morh Amasican Industry Classfication Sysmorm (MAICS) code based on the classification catogories balow. Chocsa the category that reprosents tha
principal business activity of the unit locatan and select "Next” 1o proceed to the nest question

Click belrg for mors atsstance in salecting the MAICS code

S51530-Professional Employer Qrganizations \.

Kentucky Unemployrment Insurance Portal is reguired to assign correct NAICS codes to each employer account. Pleass ensure the accuracy of the HAICS information

o eator.
151 Classification

S5:-Adminktrative and Support and Waste Management and Rermmediation Servioes

2nd Clagsification
S51-Adrmmnigiratiaag and SUppot Sendces

Yo Clasaification
SG13- Erniplorgrrsany Sarvioes

ath Clyssification
S5155-Profeddions! Employer Organizations

Sth Classification
SE1330-Prafessional B player Onganizaticns

) |

After clicking Next, you will be asked to confirm your NAICS code selection.

Click the checkbox to certify the NAICS information is accurate. Click Submit.

Confirm NAICS Information
Based on the information you provided, your NAICS code is 621610, and you are classified under Industry Sector 62-Health Care and Social Assistance. If the information is not accurate, please select “Previous” to
correct the classification. Otherwise, select "Submit” to continue. Your NAICS Code is subject review by Kentucky Labor Market Information (LMI) and may be changed after a review.

NAICS Description

st Classification  62-Health Care and Social Assistance
2nd Classification 621-Ambulatory Health Care Services
3rd Classification &216-Home Health Care Services
4th Classification 62161-Home Health Care Services
5th Classification 621610-Home Health Care Services

I certify that the NAICS information entered is accurate

You have now completed the Business Information section.
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23. Start Owner/Officer Information Section

Confirm the Business Information section is 100% complete.

Click the Start link to begin the Owner/Officer Information section.

Employer Registration
(O] Introduction — 1007 Complete 4 Edit
@ Employer Identification Information —100% Compicte 7 Edit
® Liability Information —00% Compicto 7 Edit
@ Business Information —_ # Edit
® Owner/Officer Information »-start
0% Complen
® summary CANNOT START

24. Add Owner/Officer
Click the Add Owner/Officer button to add an owner or officer of the business.

Click the Add a Business as Owner if the owner is a business legal entity. This selection
will only be provided for specific entity types.

T mrvitins N T e oehumsbe oo Y ekttt temnaton 17 Babonars .__.__E T

Review/Select Owner/Officer Information

Hitewen & BARLATIH = L Jsb Tk & Cortin Infermation = H Dwnariiip & LN insctive =
M Bt Pt
St W Pl 1 St T a Tl Bl sl $F i Fanie Bae

T A s Char s SO, Sl et "ADD DAANES CF R

To AL 2 kgl erany 22 3 Dusiress gwrer, select "ADD & BUSINESS CWHER"

Tor BT & Foees by craafiied wnley, Sadec? B E2IT 11k DREklo I kel o] arasvar OOTICT

To BLACTIVATE 2 newsy crested enary, seledr e Irecve’ ink Desie the desiied owe evoh oer
&ner compleTng 51 updes 1o the CwnenDi oer informanon, se ks "Hest

AD m BURINESS ma OWHER
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25. Enter the Owner/Officer Information

Enter the owner or officer's Name, |dentification Number, State, Driver's License

Number, and Date of Birth.

Select the Job Title from the drop-down menu.

Enter the Percentage of Ownership.

TEAM i
KENTUCKY

UNEMPLOYMENT
INSURANCE PORTAL

Enter the First Date of Ownership using the calendar icon or by entering manually.

First Name-

Add/Modify Owner/Officer Information

Middle Initial

Last Name-

Identification Number

) SSN (O ITIN

State Drriver's License Number

Select One ~ ‘ ‘

Date of Birth~

| MM/DDMYYY

Job Title:

| Select One

Percentage of Ownership-

First Date of Ownership~

| MM/DDMYYYY
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26. Enter the Owner/Officer Address

Enter the owner or officer's address, phone number, and email.

Click Save.

Address Line I

Enter Text |

Address Line 2

| Enter Text |

City

| Enter Text |

State

| Pick an option ~ |

ZIP/Postal Code

| SRR |

Country”

| Pick an option v |

O Isthis an International Phone Number?

Phone Number Ext

| (st -y | ‘ |

Fax

| (ma) Hun ey |

Email*

Re-enter Email-

« Select the 'Save’ button to SAVE the entered Owner/Cfficer to the list and return to the prior screen
= Select the 'Previous' button to navigate to the prior screen without saving the infermation.

m BaeioL “

27. Add Additional Owners or Officers

The owner/officer just added is now shown in the Owner/Officer table. This table
shows their Name, SSN/ITIN or FEIN, Job Title, Contact Information, and % Ownership.

If this information needs to be updated, click the Edit link in the Edit column. To
Inactivate the newly entered owner/officer, select the Inactive link beside that
owner/officer.

Continue to add owners and officers.
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Note: Total percent of ownership cannot exceed 100%.

Once complete, click Next.

TEAM i
KENTUCKY

UNEMPLOYMENT
INSURANCE PORTAL

Review/Select Owner/Officer Information

Name & SSN/ITIN & FEIN & Job Title &
Mae, Missy 404-56-9875 CEO
Total Number of Owner/Officers 1 Total Percentage of Ownership

To ADD an Cwner/Officer, select "ADD OWNER/ OFFICER”

To ADD a legal entity as a business owner, select "ADD A BUSINESS OWNER"

To EDIT a newly created entry, select the "Edit’ link beside the desired owner/officer

To INACTIVATE a newly created entry, select the 'Inactive’ link beside the desired cwnerfofficer
After completing all updates to the Owner/Officer information, select "Next"

Contact Information &

5789 OLD BOTTOM ROAD, WINCHESTER, KY 40391

51.00%

% Ownership 4 Edit & Inactive &

m

5100% dit Inactive

Add Owner/fOfficar ADD a BUSINESS as OWNER
m “

This section is now complete.

28. Start Summary Section

Confirm the Owner/Officer Information section is 100% complete.

Click the Start link to begin the Summary section.

Employer Registration
[©) Introduction
Employer Identification Information
Liability Information
Business Information

OwnerfOfficer Information

® © 6 © 0

Summary

— 100% Complete

— 100% Complete

P Start

0% Complete
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29. Review Registration Information

To review or update the information entered for each step of the registration process,
click the Review hyperlink beside the section.

I | Inbmiton 3 Erpioperiderefceon Momaien 3 | Laakyinkoean 4 Bawram bomston 3 M-‘J—:rrwwm

Registration Summary

L e Ttk i al Pl eerngrkoe Tio doaive or uofacliatin inaboese AN i @ S Dy, ik o Dfie o0 ool s Fudeskon s, “indina [k

D (B R —_—
l:-" Employer identification Infarmation — - e
& Uiabulity infoarmation — . N ——
@ Dusiness Inlormalion = & R

& CramerOfficer Inforrmatian — B Fevew

This will open a pop-up window displaying the information entered for that section.

To update information, click the Modify button. If all the information is correct, click the
“X" to close the window.

Employer Identification Information X

Legal Name KAM HOME CARE SERVICES

Address 500 MERO 5T, FRANKFORT, KY, 40601-
1987, Us

Phone Number (502) 369-8745

Communication Method Email

Business Email Address kamhomecare@mail.com

Legal Entity Type C Corporation

Note: if you update or modify information for a section, you will be required to proceed
through all the remaining sections to confirm the information entered is still correct.
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30. Acknowledge and Submit

Once you have confirmed all the information is correct, read the Acknowledgement
statements at the bottom of the screen and click Submit.

Registration Summary

our regsinsion & almesioompiees? Toreview or updase imigmratonin a sacton, dicoen The corepandenos header's Fewea® lirk,

o] IrILrged g L — @ ooy
e} Empiays Identifiction intarmation — ® P
@ =Ny — @ Eoen
@ — @ Porves

— ® [oview

s ratan

dization will B LBsd 53 BeSanmi ng |3 BTy 52 DSy I She uneTaioymant fund 33 srescrbod in KITS Chapnee BA] S0 0507 PUTRGASE Suthoriood Dy BE50s, Ioem iy that al of
L T e p—p———

32. TPA ID Information

After clicking Submit, the TPA ID Information screen is displayed and alerts the user
that the TPA has been successfully registered. The screen provides the TPA ID and the
employer KEIN (for the PEO).

Review the details displayed on the screen and be sure to record the TPA ID and
Employer KEIN 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.

TPA ID Information

i have sussessfully redgestered as 8 Third-Pary Administrator in this System vous wall nesd 10 proide your TPA ID 1o ermployes o gasn ao0ess 1o their assgned funations.

Youwill need 1o provide your TRA 1D o employers togain access to their assigned functions.

Email S-Staffuserisgiabids dslab ky.gov
TRAID mss
KEIN FOOOONSES

Activation Complete

Soiect tho Home button to perform system functions, including tha follzwing

& Wignw guisting account informanon
= Manage aocount
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33. TPA Registration Correspondence

Once the TPA account is registered, a TPA Registration Confirmation Notice
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 Notice 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.

Correspondence Query
Dmies crve o e Following seasch criteria iobocwis § ooresgondenos: Docurmen iD TR FER o0 T0A 0 Dmgloyes or TR Harme., Dormesgondenos Riarme, Delveny Rsi hod
e ————
N
Search Fesuits
Filtesr Dy
Correspondence Name u s ne Haaai ! Wasn 18 P06
Oelivery Method - - - Tmm—— B -
. — " mbn N
Status .
Brirt date
KRM Employer Services : 3
500 Mero St Mail Date: 09/02/2026
Frankfort, KY 40601 Employer Name:
JESSICA JONES
KEIN: 200001985

Corres ID: 12432362

TPA REGISTRATION CONFIRMATION NOTICE

You have registered as a Professional Employer Organization (PEO) with the Kentucky Unemployment Insurance
Portal (KUIP) and a PEO account has been established for you. Please maintain a copy of the following identifiers to
access your account

You will represent your Employer in the following categories
« Edit Account Maintenance Update and Submit
* Manage Benefit Charges
« Edit Claims Notification and Response
« Submit Employer's Quarterly Unemployment Wage and Tax Report
« Edit Tax Payments Update and Submit

Through the Employer services screens of your TPA account, you must register your client(s) to gain full access to the
roles. After successful registration of your client's account, you will be granted online access to the account and will be
able to perform all employer functions. Contact OUI at Open to change a client's reporting method, if the client was
previously registered with the reimbursable reporting method. Access to PEO Clients accounts occurs only after
logging into your TPA account
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Note: per the correspondence, as a PEO, you must register your client(s) to gain full
access to the roles. You will register the clients from the Client Registration menu of your
TPA Home Page after logging into your TPA account.

31. Employer Registration Correspondence

Employer correspondence will include a Registration Summary, Notice of
Subjectivity, and Contribution Notices.

If you selected Email as your primary method of communication, you will be notified via
email that you have correspondence available in KUIP. You will then log in and navigate
to Correspondence in the Left Navigation Menu.

For correspondence with Appeal Rights, you will also receive these by US Mail at the
mailing address provided. For registration, these include the Contribution Rate Notices
and Notice of Subjectivity.

~ DBA Name TPA Associated? No FEIN 637446541

Correspondence Query

Enter one of the sriteria to locate a Documen 1D, KEIN, FEIN or TPA ID, Employer or TPA Name, Correspondence Name, Delivery Method, Status, or Print Date (mmydd/yyyy
format)

Search Filter Search

| [ g

O Contains

Search Results
Filter By
Correspondence Name B xport to excor J§ exporc 1o poF

Documant
D~

12431896  Cont

Delivery Method 12451899
O s Mail (4) 12431902
Q Email(s)

12431906 Conu

Status

12431897 _ Contritution Rate Notice Email Pending NA
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KENTUCKY EDUCATION AND LABOR CABINET
Office of Unemployment Insurance
PO Box 948
Frankfort, KY 40602-0948
(502) 564-2272
Email: UiTax@ky.gov

KAM HOME CARE SERVICES

500 MERO ST Mail Date: 08/11/2026
FRANKFORT, KY 40601-1987 Employer Name: KAM
HOME CARE SERVICES
KEIN: 200001853
Corres 1D: 12431898
REGISTRATION SUMMARY
Introduction
Have you paid wages, or are you currently paying wages for services performed in Yes
Kentucky?
How many individuals are being paid for services performed in Kentucky? 5
Enter the date senaces were first performed in Kentucky 01/01/2024
Enter the date this employer first paid wages to those individuals performing services in 011512024
Kentucky
Enter this employer's Federal Employer Identsfication Number (FEIN) 63-7446541

Employer Identification Information

To learn more about locating and viewing correspondence, see the Locate and View
Correspondence Job Aid or Video.
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