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Employer Portal Overview
Welcome to Employer Portal with the Idaho Department of Labor.

Employer Portal is a self-service system that allows each employer to securely manage unemployment insurance tax
and benefits account information directly with the Idaho Department of Labor (IDOL).

Home Idaho.gov

Ul Tax Rates User Guide | FAQ | Resources | Other Agencies ‘ Forms ‘ Contact Us

Employer Portal Login

With Employer Portal you can report wages and employee separations, pay Ul taxes, manage your Ul account and
communicate with the department in a secure environment. If you have not registered your business for Unemployment
Insurance coverage, go to business.idaho.gov.

Create New Employer Portal User Login Existing User

Email *

New User Registration

Password *
| Forgot Password?
Important
If you are using a computer in a public setting, must log out and dose the browser before i from the . This prevents.

unauthorized individuals from accessing secure information. Log out by selecting the £gg out link at the top of the screen.

Employer Portal was designed for Internet Explorer 9 and newer releases. To open links with Internet Explorer 8 you will need to right dick on the links
and choose either "Open in New Tab” or “Open in New Window.” Not all features may be fully functional with other browsers such as FireFox, Chrome,
Safari, etc_ If you have problems entering or viewing information using a different browser or Internet Explorer version, use Internet Explorer with the
correct version. If the problem still exists, call the Idaho Department of Labor at (208) 332-3576.

The Employer Portal User Guide has been created to help Idaho employers properly navigate and use Employer Portal.
Find how-to processes for each feature in Employer Portal coupled with relevant background information.

Employer Portal URL: https://Labor.ldaho.gov/EmployerPortal

Navigation Options

The Employer Portal uses standard navigation techniques that provide employers easy access to required information.

Tile Navigation is a series of green, square tiles that depict an image and short description. Each tile acts as a

gateway to screens where specific functions can be performed.

» Home

2o

nd

<— Tiles

Add or Select
Employer

Message Center

defaults to white. When a tab is not selected, it defaults to green.

Tab Navigation is a series of white and green tabs used to manage employer

» Home » Add New Employer

Add Employer |[ESEedeE e e Tabs

Add New Employer

Please enter the Employer Account Number and Personal Identification Number. If you do not have the PIN, leave the field blank

EAN ¥
\ |
PIN

\ |

information. When a tab is selected, it
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Special Features

The Employer Portal uses a number of special features throughout the site.

Success Dropdown Bar - A green success dropdown bar is viewable at the top of the screen after successfully saving
information. It displays different success messages related to the actions completed on the screen below it. Remove
the dropdown bar by simple clicking the blue ok button located on the top right-hand corner of the dropdown bar.

Thank you for verifying your email.

25} Emﬁloyer Portaﬁlf”i,

Main Menu - A main menu at the top of each screen displays a series of hyperllnks that provide access to important

information.

— =
| Ul Tax Rates User Guide Other Agencies | Forms | Contact Us Previous Login: 3/12/2015  [[ERERd

Ul Tax Rates links to the annual Unemployment Insurance Tax Rate Class Array.

User Guide links to the Employer Portal User Guide PDF for employers.

FAQ links to a list of frequently asked questions about Employer Portal.

Resources links to a list of other helpful websites employers can use as resources.

Other Agencies links to a list of other state agency websites.

Forms links to a list of forms that are available to employers.

Contact Us links to the contact information for Idaho Department of Labor.

Badge - A blue badge at the top of each screen of a logged in Employer Portal user displays the user profile’s basic
information. When an employer has been selected for data management, basic employer information is displayed
below the user information in the badge.

Resources

féé«ééé«é«é

Name: NN Update User Information
Logged in User: I Phone #: (208) I extension I

Site Navigation - A simple site navigation displays the screen to which a user has navigated, allowing quick movement
from one area to another within Employer Portal.

» Home » Add New Employer

Slider Screen - A white slider screen flies out from the right-hand side of each screen when actions requiring data entry
are selected. A slider screen is outlined in red in the image below.

Home Idaho.gov

UlTaxRates | UserGuide | FAQ | Resources Other Agencies Forms | ComtactUs

» Home » Contact Idaho Department of L Hidg
Select the department where you want to send your message:
Contact Idaho Depart,
|
Here's how to contact us:

Benefits

Separations / Unemployment Insurance Claims

Employer Portal Support

Suggest an improvement or report a problem with the EmployerPortal portal
Tax

Employer Accounts / Unemployment Insurance Tax

4 | Employer Portal | 13



How-To Processes

The Employer Portal provides access to specific functionality that affects details on an employer account.

Each how-to process contained herein provides step-by-step instructions to help each registered user better navigate
the Employer Portal and manage employer information.

Click on a single how-to process listed below to be redirected to that section of the user guide.

Register a New User

Log in to Employer Portal

Reset a Forgotten Password

Grant a User Access to Employer Data
Contact the Idaho Department of Labor
Send a New Secure Email Message
Reply to a Secure Email Message

Update User Information

Change the Selected Employer

Manage Your User Roles for an Employer
Manage Authorized User Roles for an Employer
Manage the Employer PIN

Manage Employer Addresses

Manage Employer Worksites

Manage Employer Contacts

Manage Also Known As Names

File a Quarterly Report or Pay Taxes Online
New Hire Reporting

View the Benefit Charges for an Employer
Sign Up for Electronic Claim Notification
Report an Employee Separation

D b b D R B b b b b b O b b b b b b g
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Register a New User Profile

How To: Register a new user profile to access employer information on the Employer Portal.

Each new business entity that compensates workers for services rendered is required to register as a business on the
Idaho Business Registration (IBR) website at business.idaho.gov.

If the business was set up in IBR with an email address, an Employer Portal user profile is automatically set up using
the same email address.

If the business was set up in IBR without an email address, an Employer Portal user profile must be manually set up so
that employer information can be properly managed.

Begin on the Employer Portal login screen.

Employer Portal Login

With Emp

artment in a secu

Create New Employer Portal User Login Existing User

Important

‘2 You must log out and close the browser before stey

Click the New User Registration hyperlink.

A slider screen will be displayed on the right-hand portion of the screen.

Hide

Email ¥

First Name * Last Name *

Phone Number * Phone Number Extension

Message Number Message Number Extension

Job Title *

Password * Confirm Password *

Register

Enter information into the available fields. A red asterisk indicates a required field. The user profile will not be created
unless all required fields are filled in using the correct format.

Click the Register button to create a new user profile. A verification email is sent to the email address indicated during
the registration process and the Verify Your Email screen is displayed.

Before continuing to the Employer Portal Login screen the email address must be verified.
Open the email and click the verify email address link provided.

If the email cannot be found, click the Resend Verification Email button to have an additional verification email sent to
the same email address.

6 | Employer Portal | 13
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After clicking the link, the user’s home screen on the Employer Portal can be accessed. A green success dropdown bar
confirms the email was verified and the user profile has been activated.

Name: I Update User Information
Logged in User: [N Phone #: [ oxtension I

» Home

2e

Add or Select
Employer

Message Center

7 | Employer Portal | 13



Log in to Employer Portal

How To: Log in to an existing user profile in the Employer Portal.

Begin on the Employer Portal login screen.

us

~ IPMIQ "EmployerPo

P

nd employee separations, pay Ul taxes, manage your Ul account and
> environment. If you have not registered your business for Unemployment

Insurance coverage, go to business.idaho.g

Create New Employer Portal User Login Existing User

Important

you must log out and close the browser before stepping away from the computer. This prevents

Type the user’s email address that was used during the account profile registration. It is required to login.
Type the user’s password created by the user or received as a temporary password. It is required to login.

— If the user profile was established manually on the Employer Portal site, an employer account must be linked to the
user. See the Grant a User Access to Employer Data how-to process.

— If the user profile was established automatically by the IBR program, the associated employer account will be
automatically linked with the user that has administrator permissions for that employer account.

— After five attempts to login, a user will be locked. Idaho Department of Labor will be required to unlock the user and
allow access to the Employer Portal again.

— Once logged in, if a user profile is inactive in Employer Portal for more than fifteen minutes the user is au-
tomatically logged out.

Click the Login button to access the Employer Portal and display the user’'s home screen. Each screen will display
different tiles depending on the permission level of the user.

'us Home Idaho.gov

48"
Previous Login: 3/12/2015

Logged in User: I Phone #: (208) I extension NI

Name: I Update User Information ‘

Add or Select Message Center
Employer

8 | Employer Portal | 13



Reset a Forgotten Password

How To: Reset a forgotten password for an existing user profile in the Employer Portal.

Begin on the Employer Portal login screen.

us

DEPT.0FLABOR
Employer Portal Login
With Employer Portal you can report wages and employee separations, pay Ul taxes, manage your Ul account and
communicate with the department in a secure environment. If you have not registered your business for Unemployment
Insurance coverage, go to business.idaho.g

Create New Employer Portal User Login Existing User

Important

you must log out and close the browser before stepping away from the computer. This prevents

Click the Forgot Password hyperlink to access the Password Reset slider screen.

Hide

Please enter the email address that was used to register your account in the email field below and click
"Send Password Reset Email” button. You will shortly receive an email containing the instructions to
reset your password

Email *

Send Password Reset Email

Type the user’s email address that is used for all Employer Portal communication in the email field.

Click the Send Password Reset Email button. Once the email has been sent the slider screen will disappear, and a
green success drop-down bar will be displayed at the top of the screen.

Access the Employer Portal - Password Reset activity notification email, click the hyperlink provided and an Internet
browser opens to the Set New Employer Portal Password screen.

us Home  Idaho.gov

IDAHO “Emplo
o, .. .

=

ol 3%

Enter a new password in the Password field and reenter it a second time in the Confirm New Password field.
Note: This must be a different password from the previous password.

Click the Set Password button. This will be the new password to use when logging in to Employer Portal.

9 | Employer Portal | 13



Grant a User Access to Employer Data

How To: Grant a user profile access to an employer account for data management.
Note: A single user can have access to multiple roles for managing data on multiple employer accounts.

User profiles are assigned permissions to various roles for an employer account that correlates to the actions that user
will perform once logged in to Employer Portal. Administrator users can manage a wider range of employer information,
send secured email messages to Idaho Department of labor staff and control other user’s permissions for the specified
employer account. Administrators receive emails each time a new user requests permissions to the employer.

Log in to the Employer Portal and access the user’'s home screen.
Click the Add or Select Employer tile.

2o

Add or Select
Employer

Click the Add Employer tab to request access to an employer’s information for data management.

» Home » Add New Employer

PREISRl| Select Employer

Add New Employer

Please enter the Employer Account Number and Personal Identification Number. I you do not have the PIN, leave the field blank and select
Add Employer or contact us for assistance

EAN*
\ I

PIN

[ I

Type the 10-digit employer account number into the EAN field.

Note: Providing only an EAN sends an email to the administrator for the employer account requesting the permissions indicated
on the following screen.

Type the 6-digit personal identification number in the PIN field.

Note: Providing a PIN along with the EAN sets up the user profile in an administrator role for the employer, granting access to
view and manage all employer information and the ability to add, edit and delete users for that employer.

Add New Employer

EAN: [
DBA:

Name: NN
Manage Ul Manage Tax Manage Benefits | Manage Also Manage View Benefit Charge Manage Manage
Tax Filing Addresses Addresses Known As Separations Statements Worksites Contacts
M 1~ 1] [ 1] [ ] ]

| Request Selected Roles

Select the check box underneath each area of functionality that is required by the user.

— Ifa PIN was not keyed during the user’s roles request, by default all boxes are not checked and each role being
requested must be manually selected.

— Ifa PIN was keyed during the user’s roles request, by default all boxes are checked. The user will be granted all the
permissions to all roles.

Click the Request Roles button to attain access to the roles requested.

— Ifa PIN was not keyed during the request, access to the employer account will remain in a pending state until an
administrator approves the request, granting access.
— Ifa PIN was keyed during the request, the user will be granted administrator permissions on the employer account.

The screen refreshes to the user profile home screen, displaying tiles for each functional area the user was granted
access to. A success dropdown bar is displayed at the top of the screen, indicating that new roles have been approved.
An email is also sent to the user profile email address, indicating what action occurred.

10 | Employer Portal | s



The roles you requested have been approved.

Employer Portal

DEPT. of LABOR
3 o

Ul Tax Rates User Guide

A
e ke

ContactUs  Previous Login: 31122015 (R

Name:
Logged in User: [

Account Number: [N
Selected Employer: [

» Home

2o

Add or Select
Employer

Secure Messaging

cr § =

Ul Benefit Claims

Addresses and
Contacts

Update User Information
Phone # I cension IR
Change Selected Employer

DBA Manage My Roles With Selected Employer

Ul Tax Reporting New Hire
and Payments Reporting

)

Administrator SIDES &
E-Response
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Contact the Idaho Department of Labor
How To: Find contact information for Idaho Department of Labor without being logged in to Employer Portal.
Begin on the Employer Portal home screen.

Click the Contact Us menu hyperlink to access the Contact Idaho Department of Labor screen.

Home Idaho.gov

» Home » Contact Idaho Department of Labor
Contact Idaho Department of Labor

Send an email using our

Callus at
(208) 332-3576 or toll-free 1-800-4

Mail your letter to:

Click the Contact Us Form hyperlink to send an email message directly to Idaho Department of Labor.

A slider screen displays the departments to which an email message can be sent.

Hide

Select the department where you want to send your message:

Benefits

Separations / Unemployment Insurance Claims

eServices Support

SUEEest an Improvement or report a problem with the eServices portal
Tax

Employer Accounts / Unemployment Insurance Tax

Select a department name to access the message slider screen for that department.

To
eServices Support

Your Name *
Your Email Address * Your Phone Number *
Your Business Name Your Business EAN

\ | |
Your ECORE Username (Legacy Users)

\ |
Subject *

\ |

NOTE: Include as much information as possible so we can best assist you. However, keep
in mind that emails are not secure. You should not include sensitive information
such as social security numbers. To send a secure message to the department, log
n and use Secure Messaging.

Your Message *

Enter required details and attach supporting files to assist in the communication process, ensuring there is enough
detail in the request for staff to understand it and respond promptly and accurately.

Click the Send button to send the email to Idaho Department of Labor. The slider will disappear.

12 | Employer Portal | s



Send a New Secure Email Message

How To: Send a secure email message to Idaho Department of Labor while logged in to Employer Portal.
Log in to the Employer Portal and access the user’'s home screen.

Click the Secure Messaging tile to access the Secure Messaging tab as seen below.

V]
» Home » Secure Messaging
Secure Messaging
Secure Messaging
Filter By:
EI New Messag; @ My Messages For Selected Employer

O All Of My Messages

No messages

Click the New Message button to send a secure email message directly through the Employer Portal.

A slider will display the departments that a secure message can be sent to.

Zose

Select where you want to send your message:

Appeals

Benefits

Employer Portal Support
Tax

Wage & Hour

Waorkforce Development Training Fund

Select one of the hyperlinks under the Department heading to send a secure message to appeals, benefits, tax, wage
and hour, workforce development training fund or Employer Portal support. After clicking one, the secure email
message slider will appear with the selected department listed in the To section and your user profile name and email
address in the From section.

‘Zose
To From
Tax I
I
Phone Number Phone Extension
Employer
None
Subject *
Message *
-1'B I = = E#F B & £ E||® Q
Font ~|| size -|| A- B3-||?

File Attachments (allowed types: pdf, xps, doc, docx, odf xls, xlsx, csv, ods, jpg, png, tif, o, rtf,
qbv, gbf, gbb, gbw, gbm, qbx)
Browse...

Certain fields will be auto-populated but can be changed if necessary.

An employer can be listed if the email is in reference to a specific employer account, but it is not required.

Type a subject of the email in the Subject field. It is a required field.

13 | Employer Portal | s



Type a message on the Message box. It is a required field.
Attach any files relevant to the communication that will assist in the investigation by staff.

Click the Send button to send the secure email message including any attachments to the department or individual
indicated on the email. A green slider dropdown will appear at the top of the screen indicating that the message was
sent successfully. The Secure Messaging tab will refresh to display the new message in a table.

» Home » Secure Messaging

Secure Messaging @
Secure Messaging
[B3 New Message
[ e T ] s 6] owoined] s
——————————] 31162015 8.44 » N
Show[Z5_ ] entries Showing 1101 of 1 entries searce| |
Previous Next
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Reply to a Secure Email Message

How To: Reply to a secure email message from Idaho Department of Labor while logged in to Employer Portal.
Log in to the Employer Portal and access the user’'s home screen.

Click the Secure Messaging tile to access the Secure Messaging tab as seen below.

n
» Home » Secure Messaging
Secure Messaging

Secure Messaging @

Secure Messaging

New Message

) I R T
I 3116/2015 8:44 A NN

Show[Z5_ ] entries Showing 101 of 1 entries seaen| |

Previous Next

Select the Subject hyperlink for an email conversation to access a slider screen with message details.

Close

To I ; Prone
Tax (208) I extension I
Subject
Testing
Employer
L& g 171412014801 AM
This email is a test.

Your Reply Message

[w-][B I]|[= =+ ®|= = = =|[= =]|[0]

‘Font -| Size ~ |A- -|\EI

File Attachments (allowed types: pdf, xps, doc, docx, odf, xls, xIsx, csv, ods, jpg, png, tif, txt, rtf)
Browse...

Type a reply to the message.
Attach any helpful files.
Click the Reply button to send an email reply to the selected message with Idaho Department of Labor.

The slider screen will disappear and a green success dropdown bar will appear at the top of the screen indicating that
the email was successfully sent. If the email message in the table is selected, the original email and the reply are
displayed.

15 | Employer Portal | s



Update User Information

How To: Update user contact information or change a password.
Log in to the Employer Portal and access the user’'s home screen.

us

* IDMIO "Employer Portal;

) .l 2

L

Phone #: (208) I extension N

Click the Update User Information hyperlink located in the top right-hand corner of the badge to access the Update User
Information slider screen.

Close
Email *
(—— |
First Name * Last Name *
Phane Number * Phone Number Extension
Message Number Message Number Extension
Job Tide *
(— |
Set notifications to remind you to file unemployment insurance tax reports)

30 Days Before Due 14 Days Before Due 2 Days Before Due
] ~

Change Password

Current Password *

New Password * Confirm New Password *

Update Contact Information
Type new contact information into any fields that need to be updated. This includes email, first and last names,
phone number and extension, message number and extension and job title.

Click the Update button to save the new data to the user profile. The slider screen disappears and a green success
dropdown bar is displayed at the top of the screen.

Set Email Reminder for Quarterly Taxes
Select one or all check boxes to indicate each time an email reminder should be generated, at 30, 14 and 2 days
prior to the quarterly tax report due date.

Change a Password

Change a password by entering the old password into the Current Password field and a new password into the New
Password field. Re-enter the same new password into the Confirm New Password field as confirmation of the new
password.

Click the Change button to save the new password on the user profile. The slider screen disappears and a green
success dropdown bar is displayed at the top of the screen.

16 | Employer Portal | s



Change the Selected Employer

How To: Change the selected employer to manage the information on a different employer account.

A user can switch between accessing data on different employer accounts as long as access has already been granted
for each employer account.

There are two ways to change the selected employer. Both options are described below.

Option 1: Use the Badge to Change the Selected Employer

Log in to the Employer Portal and access the user’'s home screen.

Home Idaho.gov
\ o 7 —
A
rtal &
Eahaecll| B
=

L :‘Emp'lgyer Po
“ I= —=

= =

Previous Login: 7/25/2014

Name: [ Update User Information
Logged in User: Phone #: I

Account Number: [N Change

Selected Employer: I G— DBA: I Manage My Roles With

Click the Change Selected Employer hyperlink located in the middle right-hand side of the badge to access the
employer slider screen to view all employers a user has access to.

Close
Add New Employer
Employer Name Employer DBA Employer EAN
I |
I I I
Show entries Showing 1 to 2 of 2 entries
evious Next

Select the Employer Name hyperlink for an employer listed in the table of employers the user has access to. The
slider will disappear and the home screen will refresh displaying the selected employer’s details in the badge and
tiles for functional areas the user has access to for that employer.

Option 2: Use the Tiles to Change the Selected Employer

Log in to the Employer Portal and access the user’'s home screen.

Click the Add or Select Employer tile to access the Select Employer tab.

2o

Add or Select » Home » Select Employer

Employer
PRCLu ol | Select Employer

Select Employer
Add New Employer
Test Employer Marne One Test DBA One 0123456788
Test Employer NameTwo Test DBA Two 0123456789
Show entries Showing 1 to 2 of 2 entries Searc:[ |
Previous Next

Click the Employer Name hyperlink to select that employer account for information management. The badge will
refresh to display the newly selected employer information.

Pending role requests are displayed at the bottom of the tab. Click cancel to cancel a role request.
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Manage Your User Roles for an Employer

How To: Manage your own user roles for an employer. Add or remove access to functional areas for an employer.

Log in to the Employer Portal and access the user’'s home screen.

Home Idaho.gov

Name: IS Update User Information
Logged in User: I Phone #: (208) I excension

Account Number: INSEEEEG_G Change Selected Employe:
Selected Employer: NG DBA ((Wanaze My Roles With Selected Employer)

Click the Manage My Roles With Selected Employer hyperlink on the badge to access the roles slider screen.

Close
Account Number: NS
Name: N
DBA:
[ Click here to remove all of my access to this employer
Manage Ul Tax Manage Tax Manage Benefits Manage Also Known
Filing Addresses Addresses As
Approved Approved
] ] O O ]
Manage Separations | View Benefit Charge Statements | Manage Worksites
Approved Approved Approved Approved
O [m] O [m]

Add Access to a Role for Your User Profile
Select the check box under each role for which access should be granted on the selected employer.
Click the Request Selected Roles button to request access for the selected user roles.

— If the user is an administrator the change is immediate, displaying approved under each role to which access was granted.
— If the user is not an administrator, an email is sent to each administrator for the employer requiring approval of the role
request prior to the user’s access being granted.

Remove Access to a Role for Your User Profile
Select the check box under each role for which access should not be granted on the selected employer.

Click the Remove Selected Roles button to remove your access and display no access for those roles
in the table. A role change notification email is sent to all administrators for the employer account.

Instead of removing each role individually, if all access should be removed from an employer, click the Remove All
Roles button. A pop-up requires confirmation of the request to remove all roles for the user.

|
Message from webpage =
i"-_- b Remaoving all roles will remove this user from the employer Authorized
W' Users list. Are you certain that you want to continue?
[ OK ] l Cancel ]

Click the OK button and remove all your roles access from the selected employer. A roles change notification is sent to
your user profile email address.

Click the Cancel button to abandon changes and keep the user roles as they are for the selected employer.
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Manage Authorized User Roles for an Employer
How To: Manage the authorized users for an employer. Approve or deny user requests for access to specific functional
areas for an employer.

Users with administrator permissions for an employer have the ability to approve or deny requests by other users for
access to functional areas. This can be done via email or through the Employer Portal.

Users with administrator permissions for an employer automatically receive email notifications as new users are
granted access to and removed from an employer account. This assists in ensuring that only approved users have
permission to access employer information.

Option 1: Manage Authorized Users via Email
When a user requests access to an employer’s functional areas, all users with administrator access for that em-
ployer receive an email with details about the request for access.

Click the Approve hyperlink to grant the user access to all functional areas for the employer requested in the email.
The Employer Portal Result of Role Management screen is displayed in an Internet browser, indicating the roles
that were approved for a user. No further action is required. >>

Or click the Deny hyperlink to deny the user access for all functional areas for the employer requested in the email.
The Employer Portal Result of Role Management screen is displayed in an Internet browser, indicating the roles
that were denied for a user. No further action is required.

Or click the Login to manage roles hyperlink to view the user roles request directly in the Employer Portal. This
process is detailed below.

Option 2: Manage Authorized Users via the Employer Portal

A user profile can be granted access to or removed from specific roles for an employer.
Log in to the Employer Portal and access the user's home screen.

Click the Administrator tile to access the Manage Authorized Users tab.

fin

» Home » Manage Authorized Users

Manage Authorized Users Manage PIN

Manage Authorized Users

bYanapgigiianapehanage lelzge Manage H‘E’i::;i[ Manage, | Manage,
pTonzee ey | T Lz beneiich Knﬂwn% Sej ara[inni Char e% Worksites | Contacts
Filing | Addresses| Addresse:! As i Statem%ms

Administrater

ry -
Edit " i Approved Approved Approved Approved Approved Approved Approved Approved Approved
= Remove
Show[10_~]entries Showing 1 to 1 of 1 entries searm;l:l

Select the Edit hyperlink for the user profile with a pending request and access the manage authorized users slider
screen. View the current status of the selected user, pending requests for access to functional areas and areas
already approved or denied.

Close
B Remove User

Name: NG

Ad Manage Ul Tax Manage Tax Manage Benefits Manage Also Known

Ay Filing Addresses Addresses As

\ppr \pp \ppr
O O O O O

Manage Separations | View Benefit Charge Statements | Manage Worksites
Approved Approved Approved Approved

] ] [m] ]
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Select the check box for each role being approved or denied. This will trigger a button to appear.

Click the Add Selected Roles button to grant the user access to the requested roles with boxes checked. The slider
disappears, and the Manage Authorized Users tab displays the approved roles as approved.

Click the Remove Selected Roles button to deny the user access to the roles with boxes checked. The slider dis-
appears, and the Manage Authorized Users tab displays the denied functional areas as no access. This action also
triggers an email to the administrator detailing the role changes that occurred for the user.
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Manage the Employer PIN

How To: Change the PIN associated with an employer account to ensure the employer account stays secure when a
change occurs in employee status.

Log in to the Employer Portal and access the user’'s home screen.

Click the Administrator tile to access the features available to users with administrator permissions for the
selected employer. Only a user with administrator rights can access this tile.

(]

Administrator

Click the Manage PIN tab. Only a user with administrator rights has access to this screen.

» Home » Manage Employer PIN

Manage Authorized Users Manage PIN

Manage Employer PIN

An employer's PIN can grant users administrative access to the employer's account in EP. Simply provide the PIN to an Employer Portal registered
user and instruct the user to login to Employer Portal and click Add Employer. The user will be prompted to enter the PIN.

A user who does not have PIN can request access to an employer's account by logging inte Employer Pertal and clicking Add Employer. The user will
indicate the permissions the user needs and an email will be sent to all Administrators for the employer account to approve or deny access

IMPORTANT: When a user is granted access using your PIN, the user is given Administrative permissions for your employer account.

If you want the user to have other than Administrative permissions, you can either modify the user's permissions after
the user has added your account or tell the user to select different permissions when the user adds your account

The PIN is visible only to users with administrative permissions for the employer account

Note: Resetting the PIN will not inactivate any existing users or change their permissions.

Click the Reset PIN button to remove the PIN and activate a new PIN that will be linked to the employer.

Any user attempting to access the employer information using the previous PIN will be unable to do so. This does not
adjust a user’s authorized roles. It simply invalidates the old employer PIN. To ensure security of the employer infor-
mation, changing an employer PIN should be done in conjunction with removing all roles for any users no longer re-
quiring access to the employer information.
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Manage Employer Addresses

How To: Update employer addresses associated with an employer account.
Log in to the Employer Portal and access the user’'s home screen.

Click the Addresses and Contacts tile to access the Address Management tab.

» Home » Address Management

Addresses and
Contacts.

PRI WPNEE S| Worksite Management | Contact Management | Also Known As Management

Address Management

Ul Tax Mailing Address

nent to add additional Separation Notification Mailing Addresses

Please ensure that all worksites have a designated Separation Notification Mailing Address by going to Worksite Management

From the Address Management tab, three different addresses are displayed.

o Ul Tax Mailing Address is used for all mail related to unemployment tax such as report forms, billings and
experience rate notices. The Ul Tax Mailing address can be edited in the Employer Online Reporting application.

e Primary Physical Address in Idaho is the employer’s Idaho headquarters or the location in which work is performed.
P.0. Boxes are not allowed. This address can only be changed by an Idaho Department of Labor staff. To request a
change, send a secure message to the Tax inbox.

e Separation Notification Mailing Address is the address used to mail notice of claim and separation statement
notifications. By default, the separation notifications mailing address is the Ul Tax Mailing address. However, if
another destination is preferred for notice of claim and separation statement letters, the primary separation
notification mailing address can be changed.

Edit the Primary Separation Notification Mailing Address
Under the Separation Notification Mailing Address header, click the Edit icon to access the Separation Notification Mail-
ing Address slider screen.

B ciose

Separation Notification Mailing Address

Address *

City * State * ZIP Code *

All fields displayed are required fields when editing the address.

Enter the address into the fields displayed or make changes to the existing address.

Click the Update button to save changes entered on the slider screen.

Or, click the Close button to abandon changes and return to the Address Management tab.
Remove the Primary Separation Notification Mailing Addresses

Under Separation Notification Mailing Address, click the Remove icon to remove the main separation notification
mailing address listed on the screen. A popup will appear asking for confirmation of the address removal.
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Click the OK button on the popup to remove the address. A green success dropdown bar will be displayed at the top of
the screen. Now all notice of claim and separation letters will be mailed to the Ul Tax Mailing address.

Assign the Primary Separation Notification Mailing Address to all Worksites

Send all Separation Notifications for all worksites to this address is a hyperlink used to remove any separation
notification mailing addresses mail separation notifications to separate worksites, but instead to mail them to the
single selected Separation Notification Mailing Address.

Manage Employer Worksites
How To: Update the worksite addresses associated with an employer account.
Log in to the Employer Portal and access the user’'s home screen.

Click the Addresses and Contacts tile to access the Address Management tab.

Addresses and
Contacts

Click the Worksite Management tab to access the worksite management features.

» Home » Worksite Management

Address Management |IUGHEACRNEREECRIELIE] Contact Management | Also Known As Management

Worksite Management
Add New Worksite

The selected employer has not had any worksites added.

Add a New Worksite

How To: Add a new worksite to an employer account, with the option to add a separation address to each new worksite.
Notice of claim and separation statement letters can be sent to the primary separation address or a specific worksite.
Begin on the Worksite Management tab.

Click the Add New Worksite button to access the new worksite slider screen.

Close

City * Stare ¥ ZIP Code *

\ | o | \

Send Separation Notification Here

Worksite Contact

New Contact

Enter data into each required field including address, city, state and ZIP code.

Select Send Separation Notification Here to identify the address to which notice of claim and separation statement
letters should be mailed: the primary separation notification address or the worksite address.

Or, if separation notifications for this worksite should be mailed to a different address, you may add a new
separation address to your account on this screen. Click the New Separation Address button to dynamically display
a new section of data entry fields that are related to the new separation address.
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Add New Separation Address

Address *

City * State * Zip*

= Cancel New Separation Address

If it turns out a new separation address is not required after all, click the Cancel New Separation Address button to
remove any information that had been typed.

Select Worksite Contact to assign from a drop-down list of existing contacts.

Or, if a new contact needs to be added, click the New Contact button. This will dynamically display a new section of
fields for data entry under the heading Add New Contact.

Add New Contact

Name * Title *

Phone * Phone Extension

Email

= Cancel

Enter data into all required fields. A new contact added from this screen and saved to the address can be viewed
and edited from the Contact Management tab.

If a new contact is not required after all, click the Cancel button to remove any new contact information entered.

This does not close the slider. It only removes contact information keyed in error on the slider screen. Continue with
the process below.

Click the Add New Worksite button to save all new worksite information entered to the employer account. The slider

disappears, a green success drop-down bar indicates that a new worksite was added and the Worksite Management
tab refreshes to display the new worksite.

» Home » Worksite Management

Address Management |IGIESICINEREECOELIE  Contact Management | Also Known As Management

Worksite Management

Add New Worksite

Edic  Worksite Address Separation Notification Address Ul Benefits Contact
- I I I

B oo p— — —

Edit a Worksite Address or a Worksite Contact
How To: Edit an address or contact associated with a worksite on an employer account.
Begin on the Worksite Management tab.

» Home » Worksite Management

Address Management |INIERAICINEREECILIE  Contact Management | Also Known As Management

Worksite Management

Add New Worksite

Edit  Worksite Address Separation Notification Address Ul Benefits Contact
] - ]

B oo —  — —

Click the Edit button next to an existing worksite address to access the edit address slider screen.
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Close

Address *
[————— |

City * State * ZIP Code *
[— | [o | [— |

Send Separation Notification Here

Worksite Contact

New Contact

Make updates to any fields requiring a change.
Select a Separation Notification address to use.
Select a Contact from the existing contacts drop-down list.

Or click the New Contact button to dynamically display the Add New Contact section.

Add New Contact

Name * Title *

Phone * Phone Extension

Email

= Cancel

Enter data into the required fields for the new contact.

If a new contact is not required, click the Cancel button to abandon changes made to the New Contact section and
return to the original slider screen options.

Click the Update button to save the changes made to the worksite address and worksite contact. The slider will dis-

appear, a green success drop-down bar will indicate that the worksite was successfully updated and the changes will be
available immediately on the Worksite Management tab.

Remove a Worksite
How To: Remove a worksite from an employer account.

Begin on the Worksite Management tab.

» Home » Worksite Management

Address Management [INVSURISSVEREESVEUIRl Contact Management | Also Known As Management

Worksite Management

Add New Worksite

Edit  Worksite Address Separation Notification Address Ul Benefits Contact
I ] I

B oeee  — I I

Click the Delete button to remove a worksite from the employer account. A popup will be displayed to confirm that the
worksite will be deleted.

Click the OK button to permanently delete the worksite from the employer account. A green success header bar will be
displayed at the top of the screen.
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Manage Employer Contacts

How To: Update the contacts associated with an employer account.
Log in to the Employer Portal and access the user’'s home screen.

Click the Addresses and Contacts tile to access the Contact Management tab.

Addresses and
Contacts.

Click the Contact Management tab to access the Employer Contact Management features.

» Home » Contact Management

Address Management | Worksite Management [[RGSRCISIVERERSIRU]  Also Known As Management

Contact Management
Add New Contact

Contact Type: Ul Benefits

[+ BB = View Worksites Associated with this Contact  Updare all worksitas to use this Contact

An employer can have one Ul Tax contact. Once a Ul Tax contact is entered, it cannot be deleted. If this contact
changes the Ul Tax contact must be edited to reflect the new person.

An employer can have multiple Ul Benefits contacts only one of which can be designated as the primary benefits
contact. Only non-primary benefits contacts can be deleted.

The first Ul Benefits contact entered on an employer account is automatically designated as the primary benefits
contact.

Click the Make Primary hyperlink to change the primary benefits contact from one contact to another.

Click the View Worksites Associated with this Contact to access a slider that displays all worksite addresses to which a
contact is linked.

Add a New Employer Contact

How To: Add a new employer contact to an employer account.

Begin at the Contact Management tab.

» Home » Contact Management

Address Management | Worksite Management [[RESNSIVERENSSI Also Known As Management

Contact Management
Add New Contact

Contact Type: Ul Benefits
[+ ER

5

v Worksites Associated with this Contact  Update all worksites to use this Contact

Click the Add New Contact button to access the new employer contact slider screen.

Close

Name * Title *

Phone * Phone Extension

Email Contact Type *
\ | v]

[as

Enter data into required fields.

Click the Add button to save all information to the employer account. The slider will disappear, a green success
drop-down bar will appear and the new contact will immediately be displayed on the Contact Management tab.
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Edit an Employer Contact

How To: Edit an existing employer contact on an employer account.

Begin at the Contact Management tab.

» Home » Contact Management

Address Management | Worksite Management [[REXNSRIVEIEERI Also Known As Management

Contact Management
Add New Contact

Contact Type: Ul Benefits

[+ EN = View Worksites Associated with this Contact  Update all worksites to use this Contact

Click the Edit button to access the edit contact slider screen.

Close
Contact Type: Unemployment Insurance Benefits Primary
Name * Title *
[Roger | [Kipling |
Phone * Phone Extension
[(208) 5557007 | |
Email

Make updates to any field requiring a change.

Click the Update button to save all changes to the employer account. The slider screen will disappear, a green

success drop-down bar appears indicating that the contact was successfully updated and the changes are avail-
able immediately on the Contact Management tab.
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Manage Also Known As Names
How To: Update the also known as names associated with an employer account.
Having a list of all names an employer uses is important when an employer may be corporately known by one name but

publicly known by another. This helps when performing research on a benefits claim to ensure that the correct
employer is being referenced on the claim.

The also known as name is different from the legal name and doing business as name.

An also known as name is not a legally registered name. It is a hame by which a business is known generally in the
public that has sprung up over time as a sort of business nickname.

Our example employer registered with the Secretary of State using the legal name of IntelliCore Inc. This same
employer registered with a doing business as hame of Computer Smarts Repair and Sales, the name listed on the
business’s local computer shop sign. Over time the business was referred to by happy clientele and dedicated
workers as simply Smart Computers. Therefore, Smart Computers became an also known as name for the
employer.

Log in to the Employer Portal and access the user’'s home screen.

Click the Addresses and Contacts tile to access the Also Known As Management tab.

Addresses and
Contacts

Click the Also Known As tab to access features that assist in managing also known as names, AKAs.

» Home » Also Known As

Address Management | Worksite Management | Contact Management [EEERGENLPERNEREEC TN

Also Known As

When a claimant files for unemployment benefits, the claimant is required to select the employers he or she worked for. Claimants are not always
familiar with an employer's formal business names. Therefore, we ask that you enter here those names by which the business is alsa known as.
These are informal names that are commonly known. Having these names will help to ensure that benefit claims are processed correctly and
correspondence is sent to the correct employer.

Professional Employer Organizations (PEQs), please list your dlient employers' names

Add New AKA

S =
"B

Show| entries Showing 1 to 1 of 1 entries Searcn:[ |

Add a New AKA

Begin on the Also Known As tab.

Click the Add New AKA button to access the slider screen to add a new AKA name.

Close

Also Known As *

Add New Aka

Type a single also known as name associated with the selected employer.

Click the Add New AKA button to save the new AKA to the employer account. The slider screen will disappear, a
green success drop-down bar will indicate that the AKA name was successfully saved to the employer account, and
the new AKA name will be displayed in the also known as table at the bottom of the Also Known As tab.

Editan AKA

Begin on the Also Known As tab.

] o

Edit = Delete Hobbit Writers Group
Edit = Deletz  The Hobbit's Hill
Show entries Showing 1to 2 of 2 entries Search l:l
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Click the Edit button to the right of an AKA name requiring a change and access the slider screen to edit an existing
AKA name.

Also Known As *

Make the required changes to the employer AKA name.

Click the Update button to save changes to the AKA name on the employer account. The slider screen will disap-
pear, a green success drop-down bar will indicate that the AKA name was successfully saved to the employer
account and the updated AKA name will be displayed immediately in the also known as table at the bottom of the
Also Known As tab.

Delete an AKA
Begin at the Also Known As tab.

] o

Edit = Delete Hobbit Writers Group
Edit = Deletz  The Hobbit's Hill
Show entries Showing 1to 2 of 2 entries Search: l:l

Click the Delete button to the right of an AKA name that was entered in error to access a popup requesting con-
firmation of the AKA name deletion.

Message from webpage L J

-
| Are you certain that you want to delete this aka?
4

[ ok || conce |

Click the OK button to delete the selected AKA name.

A green AKA successfully deleted success drop-down bar is displayed and the screen is refreshed with the AKA
name no longer displayed in the table at the bottom of the Also Known As tab.
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File a Quarterly Report or Pay Taxes Online

How To: File a quarterly report and pay unemployment insurance taxes online using the Employer Online Reporting
tool.

Log in to the Employer Portal and access the user’'s home screen.

Click the Ul Tax Reporting and Payments tile to access the Employer Online Reporting tool.

Home EServices Help Log Out

Ul Tax Reporting
and Payments

Department of Labor

IDAHO

Select an Employer

Make a Payment
Select an employer from the list below to begin.

Employer Name Actions

I None

Employer Account Number

None

Page|1 |of 1 (2 Items) | Per Page @

Accessibility Privacy & Security Copyright ® 2009 State of Idaho, All rights reserved

The credentials of the employer logged into Employer Portal will be used to automatically log the employer in to the
Employer Online Reporting tool. This simplifies the online experience for employers.
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New Hire Reporting

How To: Report a new hire to the Idaho Department of Labor. All new employees must be reported. This can be
accomplished through use of the Idaho New Hire Directory website, which can be accessed in multiple ways.

To access the Idaho New Hire Directory website directly, visit labor.idaho.gov/NewHire.

Note: Separate login credentials are required for the Idaho New Hire Directory. Contact the Idaho Department of
Labor to register a new user account.

To access the Idaho New Hire Directory website from inside the Employer Portal, begin on the user’'s home screen.
Note: Employer Portal login credentials cannot be used to log in to the Idaho New Hire Directory website.

Click the New Hire Reporting tile to be redirected to the Idaho New Hire Directory website.

\ | i

1daho.gov-|-Contact Us | Translate/Traductor [Eit S AT G S OR Ty

New Hire
Reporting

HOME-  JOBSEEKERS - BUSINESSES - CAREERINFO WAGES&STATS  CALENDAR News

«Back to Business MmATEXTSIZE EPrint YD B O 0B E
Employee Recruitment 5
Oerview Report Your New Hires
Post Jobs Online
Customized Help Idaho’s new hire reporting law requires all Idaho employers to report their new
BUrE Veretes employees to the Idaho Department of Labor within 20 days of the date of hire,

Hiring Incentives

Report Your New Hires as well as rehired employees if their previous employment was terminated at

least 60 days prior to their first day of employment.

New Hire Reporting
Report New Hires Online ©

317 W. Main St.

Boise, Idaho 83735-0610

Phone: (208) 332-8941 .

Toll-free: (800) 627-3880 Information needed to report

Fac (208) 332-7411

Email: newhire@labor.idaho.gov = Employee Name
= Address

' g = Social Security Number

= Start Date (first day employee worked for wages)

Find the best candidate
for your job opening = Employer Name and Address
- at no cost.

= Federal Employer Identification Number

Click Report New Hires Online to access the Log In screen for the Idaho New Hire Directory website.

Idaho's New Hire Directory
DEPARTMENT of LaBOR

Log In @ Logout

Note: Do not use hyphens or dashes in FEIN.

FPassword is case sensitive.

Log In

If you do not know your logen o if you are & new ser
Fless & contact: newhire@labar. idsho.gov

If you do not know your pesswerd o you need a P e sword Change
Click here: Password Changs

You may now securely log in to the Idaho New Hire Directory to report newly hired employees.

— Ifyou have a registered user account for the Idaho New Hire Directory website, you may log in using your current
Idaho New Hire Directory account credentials.

— Ifyou do not have a registered user account for the Idaho New Hire Directory website, you must contact Idaho
Department of Labor to register as a new user. (New Hire contact information is available on the Log In screen.)

From there, follow the on-screen instructions to report any newly hired employees to the Idaho Department of Labor.
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View the Benefit Charges for an Employer

How To: View an employer’s benefit charges by quarter or tax year.
Log in to the Employer Portal and access the user’'s home screen.

Click the Ul Benefit Claims tile to access the Benefit Charges tab with a table of the Current Quarter displayed
by default. This can be changed to view many different quarter options.

&

Ul Benefit Claims

» Home » Unemployment Benefits Charges

RS  Elccironically Respond to Claim Separation Notifications | Report Employee Separation

Unemployment Benefits Charges

@ Current Quarter
This is a listing of benefit payments and adjustments attributable to your unemployment O Charges In Fiscal Year Ending June 30, 2014
insurance account. A claimant's benefits are based on wages earned from all of his or her (Experience Rated Employers)
employers during a fixed period of time. If you are an experience rated employer, the O Quarter Range
charges shown may include charges distributed to you from a predecessor. If so, the B
predecessor's employer account number will be shown. Contact us if you have questions Beginning Year/Quarter: (yyyy/q)
about your benefit charges Ending Year/Quarter: tyyyy/a)
If charges are modified after the quarter ending date, the appropriate credit or additional m
charge will appear in the quarter on which the modification accurred.

e Clom Effcive Date #| Program# || Vear/Quarier #] _ Predecessor EAN. 8]

No datz available in table

Show enries Showing 0to 0 of D entries serene| |

Previous Next

View only the charges used in the current year’s tax calculation in a table.

[ ] ] [ 37312013 o1 201372
I I ] 3132013 01 201371
| [ [ ] 10/28/2012 o1 201274
I I I 162013 01 3r2
I I | 1/6/2013 o1 201371
I ] [ ] 3/3/2013 o1 201372
— I . 332013 21 201372
I I I 332013 o1 201371
] ] [ ] 12/30/2012 o1 201372
I I B 12/3012012 21 201372

Or view a specified quarter range and see each quarter’s information separately.

Unemployment Benefits Charges

© Current Quarter
This s a listing of benefit payments and acjustments attributable to your unemployment O Charges Used in Current Year's Tax Calculation
insurance account. A claimant's benefits are based on wages earned from all of his or her @ Quarter Range
employers durring a fixed period of time. If you are an experience rated employer, this

statement may include charges distributed to you from your predecessor. If so, the Beginning Year/Quarter: |2011/1 (yyyyla)
predecessor's employer account number will be shown. Ending Year/Quarter: [2012/4 (yyyy/aq)
If charges are modified after the quarter ending date, the appropriate credit or additional m

charge will appear in the quarter in which the modification occurred

(2 2012 Quarter4

(@ 2012 Quarter 3

B 2012 Quarter2

Select a single quarter to view a slider screen with all benefit claims by Social Security number for which a payment
made during the selected quarter has been charged to the employer.

Close
Statement 2013 Quarter 2
[ccseanytomr | eme | tents | ClamEfecveDae | Progen |
| | ] 332013 01
] I . 10672013 01
— I e 352013 01
] I 3502013 7
I P 12302012 01
] NS 12300012 2
| N . 12272012 o1
] I 22012 27
Show entries Showing 1 to 8 of 8 entries
seren ]
Previous Next
Quarter Total: SER—
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Sign Up for Electronic Claim Notification

How To: Sign up to receive electronic Notice of Claim and Separation Statement requests from the Idaho Department
of Labor. Once you sign up, you will no longer receive the mailed versions of the Notice of Claim and Separation
Statement request letters after a former employee files an unemployment claim. Instead, you will be notified of the
claim and separation statement request electronically in SIDES or eResponse.

Note: You are required to respond within seven calendar days to each Notice of Claim and Separation Statement
request that Idaho Department of Labor sends to you, regardless of whether the request is mailed with U.S. Postal
Office or sent electronically with SIDES or eResponse.

Log in to the Employer Portal and access the user’'s home screen.

Click the SIDES & E-Response tile to access the Electronically Respond to Claim Separation Notifications tab.

» Home » Electronically Respond to Claim Separation Notifications

GEL el | Electronically Respond to Claim Separation Notifications Report Employee Separation

SIDES is the State Information Data Exchange System, a tool employers can use to sign up for online communication with Idaho Department of
Labor.

» Receive electronic notification from the Idaho Department of Labor when a former employee files an unemployment insurance claim. This
replaces mailed notifications for all claims filed
» Respond electronically to claim notifications with important employee separation information of time-sensitive initial responses on claims filed

Two notification options are available depending on the size and type of your business.

Click here to register for SIDES or SIDES E-Response

To respond to your separation information request(s), please login using the instructions provided by the State Agency.

Click here to open E-Response.

SIDES is the State Information Data Exchange System, a separate tool employers can use to sign up for online com-
munication with Idaho Department of Labor. This includes (1) electronic notice of claim and separation statement
notification sent by the Idaho Department of Labor when an unemployment benefits claim is filed by a former em-
ployee, and (2) electronic response from the employer about the employee’s separation.

Click here to register for SIDES or SIDES E-Response is a hyperlink that provides access to the SIDES tool, where you
can sign up to receive and respond to separation statements online with Idaho Department of Labor.

Click here to open e-Response is a hyperlink used to access the SIDES tool after you have a SIDES or eResponse
account.
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