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Guide to Online Employer Self Service

Getting Started

Introduction

Welcome to the State of Nevada Unemployment Insurance Employer Self Service (ESS) system.
Employers (or their designated Reporting Service) can use this online system to view and
maintain key account information, file their quarterly contribution and wage reports, submit
electronic payments, view correspondence, and much more.

In order to gain access to this system, employers (or their Reporting Services) must first create
an online user account.

This guide provides instructions on how to perform these and other functions.

Getting Help

If you experience difficulties with the Employer Self Service (ESS) Login, the following options
are available to provide assistance:

e If you forgot your ESS Username or Password:

o To retrieve your Username, click the Forgot your Username? link on the ESS
Login screen

o To reset your Password, enter your Username on the ESS Login screen and click
the Forgot your Password? link on the subsequent screen

e If you were established as an additional ESS user by the person in your company with
ESS Administrator access, you should have received an email with a user access code to
activate your account. If you do not have the user access code, contact the person in
your company with ESS Administrator access.

. For issues regarding Security, please call the Security Help Desk:
o Northern Nevada (775) 687-6850
o Southern Nevada (702) 486-3257

Ul Tax Questions

To inquire about the services the Employer Self Service (ESS) provides, please call the following
Ul Tax Help Desk Numbers:

e How to File or Make Corrections Online to a Quarterly Report (866) 429-9757
e How to Make an Online Payment (775) 684-6345
e How to Register a New Business Online for Ul Tax (866) 429-9758
e Forall other ESS online screens and functions for Ul Tax (775) 684-6300
Ul Benefits and Claims Questions

For employer questions related to Benefits and Claims online response (forms), please contact
the Benefits Internet Help Desk:

e (775) 684-0427 (8:00 am to 5:00 pm Pacific Time)
e Email: INTERNETHELP@DETR.NV.GOV

UINV - ESS Employer-RS Guide State of Nevada Page 4
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Guide to Online Employer Self Service
Basic System Navigation

Many of the ESS system’s screens have common features that are described below:

Once you are logged into the system, there are Be sure to click the Logoff
links in the upper right corner of most screens link when you are done
that provide you with additional support. using the system

v

Good Morning RYAN2014 RYANZ014 Monday, August 4, 2014 ﬁHalp | Contact | Resnurcai\ Loga = |
N\

NLEGALSINFORMATION

P meinprlegmend hvvesecnee

Legal Information Primary Mailing Address
Fields matked with an asteritk * are raquived. * Address Line 1 : [
FEIN: o000 Address Line 2 : [
~ Employer Registration *Legal Business Name: Gty :
Qualfy Nevada Business Id: Look It Up + State: -
Legal Information + Business Type: | | * Zip Code
Officers & Ownership Formation Date of Carparationor ™ yywinpjvwvy) Grbry: [Usa <]
Addresses Partnership:
- tate of Incorporation or Formation: - Man US
- NevadaBuiness Sort Dote & ovioofrenn A —
Contacts Date First Worker Hired in Nevada: 5] (Mmjopfrryyy Phone : (999-399-3999)
Assign Agents * Date Payroll Began in Nevada: 5] trmjoorevey Fax: (999-999-9999)
Certification ,
First Nevada Payroll Amount: Unemployment [nsurance Address ||
Confirmation
* Number of Employees: For correspondsnfe regarding Unemployment Insurance dlaims of individusls vt
| Independent Contractors Used? have worked For Hfe business ko be senk ka the business legaljmailing address, ples
A 4 D (ROl () check the box qpave. IF the business would like Unemplayment Insuranc
Do you lease employees from correspondence mfiled to a different address (other than the legalimailing addres

another company? provide the addregk below under Benefits Address. Al Notices of Claim Filed, Matic
Company Website: to Base Period Emflovers, Hotices of Determination, and Natices of Benefit Paymer
Charged will be Sfnt to the Benefits address. Alsa, please provide a telephor
number where thindividualis) respensible for providing separation information |
unemployment insfance claims can be reached.

* address fine 1: |
Address fine 2: [
City:
ehtate: [ =]
+ Ziplode:
fountry: [usa -
Han U5
e
State
phone: | (so9-009-0099)
Faw: [ (soo-ooeaw)

|

Depending on the screen, some Some questions or field names have words or
screens show a navigation menu on the phrases that appear in blue, underlined text.
left side indicating where in a process You can click on these "hyperlinks" to get
you are, and that allows you to jump additional information about the information
directly to different screens. being requested.

Note that you should not use your Internet browser’s Back button to navigate through the
screens in ESS. Instead, you should use only the buttons on the screens (some screens contain
an ESS Back button) or use the navigation menu on the left side to move between screens.

Note that the screenshots used throughout this guide are meant for illustrative purposes, and
not all are intended to be readable within this document.
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Guide to Online Employer Self Service

Creating Your Initial ESS Employer Logon (Online User Account)

Background

The first step in managing your online employer account is to create a new Employer Self Service
(ESS) online user account, which includes creating your ESS username and password and
providing other basic profile information. You will need this username and password to log into
the ESS system to perform any transactions.

If you choose to allow access to the ESS account by more than one individual, each user will
need their own unique logon. This topic will show you how to create your first and primary
logon ID for your ESS account, which will be assigned the "Administrator" authorization level.
The "Administrator" authorization level provides full access to all pages within the ESS account.
Additional user logons for the ESS account may be set up using the User Maintenance menu.
User Maintenance is covered under a separate topic.

Note the following:

e |[f you already have a DETR SUTA account, during this process you will need to provide
your Federal Employer Identification Number (FEIN), your DETR-assigned SUTA number,
and the total gross wages from your most recently filed Employer's Quarterly Report
(this can be 0.00 if you have not yet reported any payroll).

e |f you do not yet have a DETR SUTA account, you will need to register as a new employer
AFTER setting up your ESS online user account (covered in the next topic).

UINV - ESS Employer-RS Guide State of Nevada Page 6
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Instructions
1. Connect your computer to the following internet address: http://ui.nv.gov

2. Select Employer / Reporting Service.

wﬁ &+ Create a New Employer SeH-Servics Azcon
; @ Employer Signin »
Uwcmplogmeat Jinwsance

DETR Home Nevada Unemployment Insurance (Ulnv) For Employers . Contact Us / File by Phone ¥

@ Please Note that Ul Tax Repart and Pay are Due by April 30th 2014

f - 2 V e to the Nevada Unemployment Insurance (Ulnv)

X For Ul Claimants (CSS)

| want to: Help and resources:

+ Register a: W el ar « Employer Guide to Onl
+ Create a new Employer Self Service account n nation for Emp

+ Maintain Reporting Service user information ly Asked Que: S
* View Ul ta: ( ada Stz c s Make a Payment

File A Quarterly Report

* Sub s fo 'S g In
« Manage a PE loyer Handbook ]
g View/Update Employer Account

% What's New in Ul Tax @ Did you know?

SUTA is the acronym for the State Unemployment Tax Act.
SUTA Dumping is any tax evasion scheme designed to

+ Bonds Issued to Repay Federal Loans manipulate the Unemployment Insurance (Ul) experience
rating system in an effort to avoid paying taxes.

« Notice of Bond Factor Sent to Employers

« Temporary Assessment

« WARNING: Payments by ACH Credit will be Rejected if Still Directected to When a low Ul rate is obtained through manipulation, payroll
from another entity with a high rate is shifted to the account
Bank of America with the lower rate. The entity with the higher rate is then

"dumped." The entity closes the higher rated account and the
charges are apportioned lo the other employers in the state,
» Electronic Filing Replaces Magnetic Media Reporting leaving them to pay the unpaid tax.

» Taxable Wage Base for 2014

3. You will arrive on the ESS tab of the Nevada Unemployment Insurance system (there is a
separate tab for claimants to file their claims and perform other functions).

e The main portion of the screen contains buttons and links you can use to perform
common functions and the bottom portion of the screen provides links to key
information and may contain special announcements from time to time.

e C(Click the Employer Sign In link in the upper right portion of the screen.

While the ESS tab contains specific buttons and links to perform certain common tasks,
all tasks can be performed from the main "Employer Self Service Login" screen, which
you can access via the Employer Sign In link in the upper right portion of the screen.

The instructions in this guide all start from either the "Employer Self Service Login”
screen, or from the “Employer Summary” screen (described in a later topic).

UINV - ESS Employer-RS Guide State of Nevada Page 7
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Good Afternoon Wednesday, November 12, 2014

EMPLOYERYLOGIN]

Important Information

Sign In: Wwelcome to the Mevada Department of Employment, Training & Rehabilt:ation Employer
Please enteryour Usemame. Self Service Website, The Following capabilities are currently available ko employers:

Username:
Continue

Unvamplegmerni Frraramee

+ Reqistration
+ Profile Maintenance
+ Benefit Information
+ Quarterly Reporting
+ Payment Processing
+ Data Review

s some browser butkons can cause unexpected resulks, please do not use the BACK

Whete do | enter my pasaword button or any other external browser buttons, Use only the navigation buttons
Forgot your username™? pravided with UNny, Alsa, Ulny does use some pop up windows to display certain
Create New User Accound infarmation such as help content and warious other links. Mast pop up blocker programs

allow you ko hold down the ctrl key on your keyboard while clicking a link, ko allow a pop

ui window to nian.

wb( pg(‘ll'lilﬁ\ncuuammmnwnn HiPros orACLE

e

4. You arrive on the “Employer Login” screen.
e Be sure to read the "Important Information" section of the screen.

e Click the Create New User Account link.

Good Afternoon Wednesday, July 30, 2014 k.

m YREGISTRATION

Vncangregment Faserance

+_Home _
=

Website Terms of Use Agreement

1. Definitions.
WWW i nv_gov is a website maintained on the World
Wide Web by the State of Nevada, Department of
Employment, Training and Rehabilitation. “The site” or
“site” refers to www uinv.gov. “User.” or collectively
“Users,” refers to any party who accesses the site.
“Department” refers to Nevada Department of
Employ Training and Rehabilitation. “Access”™
means viewing or otherwise obtaining information -

Taccept

Incallawrstionwith  BJIPros ORACLE"

®100% ~

5. Read the "Website Terms of Use Agreement” and click the | Accept button.
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Good Afternoon Wednesday, July 30, 2014 -

AREGISTRATION

Uncapieyment Insavance =

|

ESS Options Info
»_Home Are you an Employer or a Reporting Service?
Employer | Reporting Service |

@i Capgeminincaatorstionwin §1Pros ORACLE"

®100% -

6. Click the Employer button.

Good Afternoon Tuesday, December 02, 2014 -

YREGISTRATION

Uncapeyment Tnevance =

ESS Options Info

» Home ) Are you an Employer or a Reporting Service?

Employer | Reporting Service |

Cancel

@ ESS User Registration - Options ..\ =k e

Do you have an existing SUTA number?

wim Capgeminiincatasranwnn - BIPros ORACLE

wI00% v

7. If you are already registered as an employer with DETR, then you have an existing SUTA
number, so you should click the Yes button. Otherwise click the No button.

UINV - ESS Employer-RS Guide State of Nevada Page 9
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Guide to Online Employer Self Service s
Good Afternoon Wednesday, July 30, 2014 N
i =
Ll neimpogment T vecmee

Please enter the account information requested belov, If you need additional assistance, please contact DETR for further informaton.

FEIN = (35-9959928)
|» Home SUTA Number =

Gross Wages of Most Recent Quarter/Year Fled *

«® Capgeniniincalabarstionwin [IPros ORACLE

H100% v

8. If you clicked Yes in the prior step, you will need to provide your Federal Employer
Identification Number (FEIN), your DETR-assigned SUTA number, and the total gross
wages from your most recently filed Employer's Quarterly Report (this can be 0.00 if you
have not yet reported any payroll), and then click the Next button.

If you clicked No in the prior step (indicating that you do not have a DETR-assigned SUTA
account), you will automatically proceed to the next step.

UINV - ESS Employer-RS Guide State of Nevada Page 10



Guide to Online Employer Self Service

Good Afternoon Wednesday, July 30, 2014
Uit T
—— REGISTRA N

Unwnprleyment o vance

Sign Up For A llew ESS Account

Fields marked with an asterisk * are required,

Username Rules
First Name *
* Username cannot be all numbers.
» _Home Last Name *
E— * Username must be at least & characters long.
Mother's Maiden Name * * Username must not contain spedal characters.

Email Address Password Rules

ContzctFhone - (999-993-9559) -Password is Case Sensitive.
Date of Birth = MONTH  + DAY ~| YEAR ~ - Password cannot contain username.
- Password cannot contain first or last names.

Username * - password may contain special character(s).
password = - Password must be at least & characters long.

Ssswar - Password must contain at least 1 number(s).
sl - Password must contain at least 1 uppercase letter(s).

1

@i Capgeminiincatatarstanwin BIPros ORACLE

®100% ~

DETR

Mensts Bepmrme e
e ot bebon e

9. Complete the information on this “ESS User Registration” screen and click the Next
button. (Be sure to follow the Username Rules and Password Rules listed on the right

side of the screen when completing those fields.)

Good Afterncon Wednesday, July 30, 2014
s T
. 3 REGISTRATION
Uncanprivyiment osirsetisce -

First Name Sarah
» _Home Last Name Rader

Mother's Maiden Name ~ Edwards

Email Address rader@abc.com
Contact Phone 111-555-6796
Date of Birth 06/03/1937
Username sarahrader

i Capgerninincatatortionwitn IPros ORACLE"

®100% ~

(or click the Back button if you need to change any information.)

10. From this screen, review the information you entered and then click the Submit button

UINV - ESS Employer-RS Guide State of Nevada
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Guide to Online Employer Self Service R

‘Good Afternoon Wednesday, July 30, 2014

SREGISTRATION

Your user account has been created with the user id: sarahrader
To complete the registration process you must establish your s=curity profile by providing answers to the questions you choose from below. Your security profile adds an
additional layer of security by giving you an another way to identify yourself to customer service.

Uncasprlogacat Firssesance

‘P

Security Questions

» Home

—Select question 1-- -

—Select question 2 —

— Select question 3 — -

'
=

3

[0 ]
F100%

11. After your information has been accepted you will receive a message that your user
account has been created. (This may take a few moments to complete.) The next part

of the process is to create your security profile from this screen.

e Select a question for each of the three security questions, and type your answers in
their respective boxes to the right.

e Click the Submit button.

Good Afternoon Wednesday, November 12, 2014

Important Information

Sign In: Welcome to the Mevada Department of Employment, Training & Rehabiltation Employer
Please enleryour Usemame. Self Service website. The Following capablities are cutrently available ko employers:
« Reqgistration
Username: + Profile Maintenance
« Benefit Information
« Quarterly Reporting
+ Payment Processing

Continue o Data Review

s some browser buttons can cause unexpected results, please do not use the BACK

Whete do | enter ety passiiord? buttan or any ather external browser buttons. Use only the navigation buttons
Forgot your username? pravided with UNny, Alsa, Ulny does use some pop up windows to display certain
Lreate New User Account infarmation such as help content and various other links, Most pop up blocker programs

allows you to hold down the cttl key on your keyboard while clicking a link, to alow a pop
up window to open.

@ Capgeminiincastamionwtn  FIPros ORACLE'

UINV - ESS Employer-RS Guide State of Nevada Page 12



Guide to Online Employer Self Service

12. You will see a brief message that your security profile has been successfully created,
after which you will be automatically returned to the "Employer Login" screen. (If you
are not automatically redirected to this screen, you will be provided a hyperlink to click).

e Enter your Username and click the Continue button.

Good Afternoon Wednesday, July 30, 2014

Sign In:
Please use this secure Security Device to enter your password.

Fassword

‘©DETR

Sl et s .
SR

TQDEJR (enter)
j Wi

Whats this?
Eorgof vour password?

i@ Capgemini incotstoratonwin - §IPros ORACLE

#®100% ~

13. Enter your Password and click the Enter button.

Good Afternoon Wednesday, July 30, 2014

To confirm your identity, answer the following security guestion.

it year did you graduate
from college?

UL

ASUEET it o et

Mot your image snd phrase?

Forgot Answer?

i@ Capgemini incotstortonwin - F1Pros ORACLE

#100% ~

UINV - ESS Employer-RS Guide State of Nevada
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Guide to Online Employer Self Service

14. Since this is your first time logging in, you will need to establish a personalized “Security
Device” required for future access.

e Answer the security question and click the Enter button.

UINV - ESS Employer-RS Guide State of Nevada Page 14



Guide to Online Employer Self Service

Uneampiogment Snsarance

Good Afternoon Wednesday, July 30, 2014

Your Security Device

This is your personalized virtual authentication device.
From now on, never enter your password unless you see this exact device

| <= Your personal security phrase

Learn more about your device

Get a new image and phrase

To accept this security device, image and phrase, click >> ‘

i Capgeminiincaisbarationwin - [IPros ORACLE'

H100% ¥

‘GpEIR

S amiey

15. The system generates a picture and a phrase for your “Security Device” (in the future,

you should never enter your password unless you see the exact device you set up).

e [f you wish to change your assigned image and phrase, you can click the link to

obtain n

ew ones. Otherwise click the Continue button on the right.

16. At this point, your online user account and security profile have been set up.

e If you already have a DETR-assigned SUTA account, the system will display your

"Employer Summary" screen. This is your home screen and where you will begin
your work when you log in to your ESS online user account. At this point, you can
continue to use ESS, or click the Logoff link in the upper right.

e If you do not already have a DETR-assigned SUTA account, you will arrive on the

"Employer FEIN Information" screen. This is the first screen of a series of screens
that you must complete to register for a DETR-assigned SUTA account. This process
is covered in the next topic.

UINV - ESS Employer-RS Guide State of Nevada
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Registering a New Employer

Background

This topic will show you, as a new employer (an employer that is not yet registered with DETR
for Unemployment Insurance (Ul) tax), how to register with DETR using the ESS system.
(Employers are required to register for Ul tax with DETR within 30 days of their first payroll.)
During the registration process, you will be prompted to provide such information as:

Federal Employer Identification Number (FEIN)
Payroll History

Legal Information

Correspondence Information

Officer/Ownership and Contact Information
Nevada Business Identification Number (optional)

Business Location(s) and Type(s)

Note the following:

Prior to registering, you must first create a logon ID (described in the previous topic).

Upon successful completion of the Ul registration, the system generates a confirmation
number, and generates a New Employer Packet to be mailed to you. Contributory
employers are also assigned a tax rate. The system automatically generates Ul report
packets for any outstanding quarterly reports, and creates Smart Links (discussed in a
later topic) for you to use to file your reports online.

This topic is specifically for new employers who have not yet registered with DETR for Ul tax(and
who have already created their logon).

UINV - ESS Employer-RS Guide State of Nevada Page 16



Guide to Online Employer Self Service

Instructions

Note that if you are continuing with the employer registration process immediately after
having created your ESS logon, you can skip directly to step 4.

1. Navigate to the “Employer Login” screen (connect to http://ui.nv.gov and click the
Employer Sign In link).

Good Afternoon Wednesday, November 12, 2014
bt -
brisciticiy sl _ [EMPLOYERYLOGIN]

Important Information

Sign In: Welcome to the Nevada Department of Employment, Training & Rehabiltation Employer
Please enter your Usemare Self Service Website, The Following capabilities are currently available ko employers:

+ Registration
Username: « Profile Maintenance

« Benefit Information

+ Quarterly Reporting

+ Payment Processing
Continue + Data Review

s some browser buttons can cause unexpected results, please do not use the BACK

Whete do | enter my pasaword? button or any other external browser buttons, Use only the navigation buttons
Forgot your username™? pravided with UNny, Alsa, Ulny does use some pop up windows to display certain
Lreate New User Account irformation such as help content and various other links, Most pop up blocker programs

allow you ko hold down the ctrl key on your keyboard while clicking a link, ko allow a pop

ui window to nian.

@ Capgeminiincaissarstionwtn - FIPros ORACLE'

]

e

2. Enter your Username and click the Continue button.

o If you forget your Username, click the Forgot your username? link. You will be sent
to a new screen where you will be asked to provide your email address, your
business FEIN, your date of birth, and your mother’s maiden name. The system will
then display your Username.

UINV - ESS Employer-RS Guide State of Nevada Page 17



Guide to Online Employer Self Service

Good Morning

IS e S —

Monday, August 04, 2014

Sign In:
Please use this secure Security Device to enter your password,

¥
\ remarkable cattle

Whats this?
Notyour image snd phrase?
Fargot vour passnord?

@i Capgemini inzansbarstianwin BIPros ORACLE"

Done | | [ ||| Trusted sites | Protected Mode: OFF a v [®m100% ~

3. Enter your Password and click the Enter button.

e If you forget your Password, click the Forgot your Password? link. You will be sent
to a new screen where you will be asked to provide answers to your security
guestions and will then be prompted to reset your password.

UINV - ESS Employer-RS Guide State of Nevada Page 18



Guide to Online Employer Self Service

@ Help | Contact | Resources | Logoff =

Good Morning RYANZ014 RYANZD14 Monday, August 4, 2014

————
PLOYERSEEINSINFORMATION

7/ S I SNe—

Fields marked with an asterisk * are required.
(55-9995999)

Flzase Enker Vour FEIN * [
1f you do not have & FETR, get a FETN now.

+ Employer Registration

UINY ESS 2014-06-01 11:43:28 UAT
i Capgerninincatatortionwitn IPros ORACLE"
=
Dane [ [ [ [ [ [ [ Trusted sites | Protected Mode: OFF EESIERE

Enter your FEIN (Federal Employer Identification Number) and click the Next button. (If
you do not already have a FEIN, you can click the link to obtain one from the IRS
website, and then return to the ESS system to start your employer registration for Ul

tax.)

UINV - ESS Employer-RS Guide State of Nevada Page 19
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Good Morning RYANZ014 RYANZD14 Monday, August 4, 2014 @ Help | Contart | Resources | Logaff
> ~—
£, \ EMPLOYERYLIABINITY}

/S S I Se—

Please select Yes to any of the situations below which apply to your business or organization.

Are you Redistating as a result of a MeraeriAcquisition © ¥es & Mo

Is your entity a Professional Emplover Organization (Are you an Employes Leasing Company)?  ves & no

~ Employer Registration  are you 5 Tribal Employer ? © ves @ o
Qualify Are you a Governmental Entity 7  ves & o
Legal Infermation Are you a Non Profit Oraanization ?  ves & o
Officers & Ownership Are you an Domestic Enplover (.. - household help)? © yes @ po
Addresses
e Are you an Adriculbural Emplover ? C yes & np

Business Activity
Contocts
Assign Agents

Certification
Canfirmation

/

I

UINY ESS 2014-06-01 11:43:28 UAT
@i Capgerninincatatortionwitn IPros ORACLE"

/" Trusted sites | Protected Mode: OFf fa v [R100% -

5. Answer the Yes/No questions on the “Employer Liability” screen and click the Next
button.

e Note that, depending on how you respond to these questions, some of the
qguestions on the following screens may vary slightly from those shown in this guide,
or you may be required to enter some additional types of related information.

The system will determine if you are liable based upon responses to several qualification
questions. If you are deemed not liable, the system will inform you to not continue with
the registration process, and provide you with a notification that you can print.
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- EMPLOYERQUANIFYS

K ncanpricpamend Jhe vance

Please select Appropriate Answer

Has your business ever filed an IRS Form 940 under the FEIN 32-4567456 in any state?

> Employer Registration . orc, 10 becane subject toflable for/aualfied for FUTA In the currert of preceding wear snd | Yes @ Na

have: not yet filed IRS Form 940, snswer the question 'YES')

UIMY ESS 2014-08-01 11:43:28 UAT
wi» Capgeminincaabortionwin §iPros ORACLE"

Good Morning RYAN2014 RYAN2014 Monday, August 4, 2014 @) Help | Conkack | Resources | Logaff =

DETR

Mensts Bepmrme e
T st bbsbin

Done [ [ [ [ Trusted sites | Protected Mode: OFF

=
A [ Rm10% <

6. Answer the question on the “Employer Qualify” screen and click the Next button.

UINV - ESS Employer-RS Guide State of Nevada
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Good Morning RYANZ014 RYANZD14 Monday, August 4, 2014 @ Help | Contart | Resources | Logaff
> ~—
i, \ EMPLOYERYLTABILITY}

7/ S Se—

Please respand to the payroll question below.
Has the business had a total Nevada payroll of $225.00 or more in any calendar quarter?  ves & 1o

+ Employer Registration
Ifthe answer is Yes, please enter date payroll began or will begin: (MM/DDIYVYY)

UINY ESS 2014-06-01 11:43:28 UAT
@i Capgerninincatatortionwitn IPros ORACLE"

i Done /" Trusted sites | Protected Mode: OFf fa v [R100% -

7. Complete the information on the “Employer Liability” screen and click the Next button.

e If you selected "Yes" to the prior FUTA question (indicating that you had operations
in other states) you will bypass this screen and will not be asked this question, since
you are already determined liable.

e If you selected "No" for the FUTA question and for the Nevada payroll question, you
will be presented with a new set of questions to determine if you want to apply for
voluntary election of coverage (in which case, you will continue through the
remaining registration process, but your coverage will not be effective, pending
DETR approval).
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DBA

Bty =
e memprlogmend s vamee

~ Employer Registration *Legal Business Name: g

Qualfy Nevada Business Id: Look It U * State: -
Legal Information * Business Type: | ~]| *+ Zip Code
Officers & Ownership Formation Date of Corporation or l— *

Country: [UsA =
addresses Partnership: (bmjooper) oy

B sy * Nevada Business Start Date: ] ooy frutha N I |
Contacts + Date First Worker Hired in Nevada: E {MM{DDVYY V) * Phone : (999-995-9000)
Assign Agents * Date Payroll Began in Nevada: 78] (Mmoo Fax: (999-993-935%)

Certfication .
: First Nevada Payroll Amount: Unemployment Insurance Address
Confirmation

4-/ check the hox abowe, IF the business would lke Unemployment  Insurane
Do you lease employees from r correspondence maied to a differsnt address (other than the legal/maiing addres
another company? provide the address below under Bensfits address. Al Motices of Claim Filed, Notic

Good Morning RYAN2014 RYANZO14 Monday, August 4, 2014 @ Help | Contact | Resources | Logal |

Legal Information Primary Mailing Address
Fields marked with an asterisk * are required. * Address Line 1:
FEIN: 324567456 Address Line 2: [

N —

Man LS

State of Incorporation or Formation:

# Number of Employees: For correspondence regarding Unemployment Insurance claims of individuals wh
| e e e e ) (] have wnrked for the business to be sent kb the business legalimailing address, plea

Company Website: to Base Period Emplayers, Notices of Determination, and Metices of Benefi Paymer

Charged will be sent to the Bensfits Address. Also, plase provide 5 telsphor
rumber where the individualis) responsible for providing separation mformation f |
unemployment insurance claims can be reached.

+ Address Line 1: |
Address Line 2: |
sae [
istate: [ <]
# Zip Code: l—
“Country: 58 -]
wnws [
|

Mon U
State

Fax: (999-939-9393)
Preferred Method Of Communication

DETR will communicate with your account s indicated below. TF you wish to change how DETR. cammunicates with your
account, please make the sppropriate change below.

# us mal © Email
* Enter Email Address :
* Re-enter Email Address :

* Important Information
[~ Ihave authority to select and represent the business in verifying the understanding that i "email s selected a5 j
the business preferred method of communication DETR will send the business an email notiFying thefa business
representative ko log into LN to view a notice or other types of correspondence related to the business
Unemployment: Insurance account. This selection includes an acceptance of understanding that : (2) iF a
representative of the business does not log into LTy ta view the notice within twa days after receiving an emal ¥

UINY ESS 2014-08-01 11:43:28 UAT
wi® Capgenmininzalatorstionwin §IPros ORACLE =

-

| o[

Done

| |1 1| [ Trusted sites| Protected Mode: OFF FMEY R

8. Complete the information on the “Employer Legal Information” screen and click the
Next button at the bottom of the screen.

Depending on your selection for Business Type, some of the screen's fields may
change to correspond with your selected Business Type.

If you select a Country option other than "USA", some of the fields on the screen
may change to reflect address and phone formats for your selected country.

If you select “Email” as your Preferred Method of Communication, you will be
required to provide your Email Address. You must also read the "Important
Information" about selecting Email as your Preferred Method of Communication
and click the related checkbox.
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x

[ Pop-ups tempararily allowed. Ta always allow pop-ups from this site, click here...

w Good Marning RYAN2014 RYAN2014 Monday, August 4, 2014 @ Help | Contact | Resources | Lagal = |
L S—— =
3 SSYSEARCHYRESUL Y

Nate: The address you enkered has been identified s invalid/fincomplete in a cross match with US Postal Service addresses. Invalid/incomplete addresses could be a result
of & missing apartment number, an incorrect number on a street, or using strest instead of avenue ste, To proceed with the address you entered, lsave the selection "Lser
entered address’ marked and press select. To use the address suggested by the system, click on the address you wish o use and press select; or to changs the address
completely press the cancel button

¥ Employer Regis! | [Py oy

1300 5, CURRY 5T. CARSON CITY My 89703

Address{es) suggested by the system

Suggested Address 5
€ 1300 5 Curry St Carson City Ny 89703 5202

N - . |

pop-

iduals wh—]
ess, plea
Insuranc
a addres
e, Notic
it Paymer
telzphar

| frmation £
(Litem remaining) Downloading picty [ | | | | | | [/ Trusted sites| Protected Mode: OFf [ea ~ R - A4

WOAFEss CINe 17 13005, CORRT ST,

Address Line 2: |
*Ciby: [CARSON CITY
v State: [Nevada |
ZipCode: [B9705
“country: [sa <]
wnus [
4/ — D
(& Error on page. [ T [ [ [/ Trusted sites | Protected Mode: OFf [fa ~ [®n% ~ |

9. If an exact match is not found for your mailing address, the system will display an
“Address Search Result” pop-up box. Select the appropriate address and click the Select
button.

e Make sure that your browser is set to allow “pop-ups” so that you will be able to see
the verification window.

e After clicking Select, you will be returned to the “Employer Legal Information”
screen. Scroll down and click the Next button at the bottom of the screen to

continue.
=
A, The new fecount Number created is 000590471
=
Waiting for http://uiwebuat.detr.mviB030/ESS/ESSResponsibleParty.htrr [l [ [ [ [ Trusted sites | Protected Mode: OFF E RS TR
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10. A pop-up box will appear indicating that a new Account Number has been created. Be
sure to record this number for your records, and then click the OK button.

S amiey

Upon completion of the “Employer Legal Information” screen (Step 8 above), the system
saves your information each time you advance to a new screen. From now on, if you
leave the system before completing your registration, the information you entered will
be saved for 30 days, during which time you can return and complete the registration
from the point at which you left.

Good Morning RYANZ014 RYAN2014 Monday, August 4, 2014 & Help | Contact | Resources | Logaff

Fields marked with an asterisk * are required,

e

Uncapricymend Fsarance

Dfficers and Ownership

Officer / Ownership Type: ¢ Business ™ Individual

~ Employer Registration . First Name : ML * Last Name : Suffix :
Qualfy oSN : B B Date OF Birth : Tl qmpoogvviey
Legal Information «Title: [ | PercentOwned: |
Officers & Dwnership -
Certified As Preparer? |
Addresses ential add
on Residential Address
Business Activity Gt A y=ces
Contacts + address Line 1: [
Assign Agents Address Line 2: |
Certification “ City:
Confirmation T
' *+ Zip Code:
I — *Country US4 +
IF Other, select country
Non USA StatefProvince ||

*Phone : (999-999-9399)
Fax: (999-399-9999)

Add & New Mext § Clear

UINY ESS 2014-06-01 11:43:28 UAT
w@(:n])g(‘minim:anamramnwnn HiPros oracCLE"

4

Done

»
/ Trusted sites | Protected Mode: Off v [ ®10% v

11. Next, you must enter information about the business officers and owners. All

employers, except governmental entities, must include at least one officer or owner, but
you may enter more than one.

e If you select an Officer/Owner Type of “Business”, some of the field names on this
screen will update, to ask for the business owner names and business ownership
percentages.

e The Percent Owned field is not required. However, if you enter a value other than
"100", you will need to add additional officers and have the sum of their
percentages add up to 100.

e When you have completed the fields on this screen, click the Add & New button.
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Good Morning RYANZ014 RYANZD14 Monday, August 4, 2014

bt

Nate: Thie address yau entered has been identfied s invalidfincomplete in a cross match with LS Pastal Service addresses, Invalidfincomplete addresses could be aresult
of & missing apartment number, an incorrect number on a street, o using street inste=d of avenue ekc. To proceed with the address you entered, lsave the selection "User
entered address' marked and press select, To use the address suggested by the system, dlick on the address you wish ko use and press select; o to change the address
completely press the cancel buttan.

User entered address

€ 1300 5, CURRY 5T, CARSON CITY My 89703

Address(es) suggested by the system

|~ Employer Regis
Qualfy

Legal Information
Officers & Owni
Addresses

DBA

Business Activity |

Suggested Address
1300 5 Corry St Carson City Wy 83703 5202

Contacts
Assign Agerits
Certification
Canfirmation

E

|8~ [®wrx ~ 4

|| [ Trusted sites| Protected Made: Off

3 iterns remaining) Waiting for http:/ ——— | | |

UINY ESS 2014-08-01 11:43:28 UAT

linzallabarstianwith

Ll

@ Help | Contact | Resources | Logaff =

pop-

Add & New Mext § Clear

| »

-

[l [T

|/ Trusted sites | Protected Mode: OFf

i Error on page.

v [R100% -

12. If you receive the “Address Search Result” pop-up box, select the appropriate address

and click the Select button.

UINV - ESS Employer-RS Guide State of Nevada
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Good Morning RYANZ014 RYANZD14 Monday, August 4, 2014 @ Help | Contact | Resources | Logoff = |

7/ S . SNE—

‘?

JILL'S FLOWER SHOP 000699471
Fields marked with an asterisk * are required,

Responsible Party has been added successfully.

Officers and Ownership

|~ Employer Registration  Officer / Dwnership Type: { Business * Individual

Gualfy +First Name : ML [ * Last Name : suffic: [
Legal Information ssv:[ [ [ pateormirth:|  CEqmmop

Officers & Dwnership wtitle: [ <] PercentOwned: |

Addresses
Certified As Preparer? [~

DBA
—— Email Address: [
Assign Agents + Address Line 1: |
Certification Address Line 2: |
Corfirmation caw [
| cotates | <]
B <ZipCode: |
“Country [Usa =]
TF Other, select courtry | =1
Mo US StatefProvince | |

#Phone : (999-399-9339)
Fax: (999-399-9339)

Add & New Mext § Clear

1
Select Type Name SSN/FEIN poB Title % Dwned Phone Email

« Individual John Jacobs 111-22-3421 10/02{1979 Partrer 5.0 866-555-1234

T T e
LIMY ESS 2014-08-01 11:43:28 UAT s

@i Capgemini incalabostionwin  SIPros ORACT &' | >
g »

Dane [ [ [ [ [ [ [ Trusted sites | Protected Mode: OFF EESIERE

DETR

Sensts Bepmrr gy
e ot bebon e

13. The screen refreshes and displays a message that the first owner has been successfully

added (you will also see their information in the table toward the bottom of the screen).

e If you need to add additional officers/owners, complete the top portion of the
screen with the next person’s information, click the Add & New button, and repeat

the similar steps.

e When you have finished entering all the officer/owner information, click the Next

button.

UINV - ESS Employer-RS Guide State of Nevada
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3

Qnesmprilegmessé Sinscs vassee

~ Employer Registration

Qualfy
Legal Information

Officers & Ownership
Addresses

DBA

Business Activity
Contacts

Assign Agents
Certfication
Confirmation

I

Done

Good Morning RYANZ014 RYANZD14 Monday, August 4, 2014 @ Help | Contart | Resources | Logaff
——

ADDRESSES

Fields marked with an ssterizk * sre required
Business Address
“Address Types:[ -] primary Location: [
Atention: |

* Address Line 1: |

Helpful Information

T your company has more: than one
location,  please complete  the
information on this page for each
location. If not, dlick MNEXT and
continue,

Address Line 2: |
sge|
votates| «|
+ZipCode: |
County:

*Country: [UsA =

TF Other, salact =
county

Mon USA

[Province

*Phone Number: (999-999-9999)
Fax Phone Number: (999-999-9999)
* Employees At This Location:

eI Aty Address Line1 State Zip Code

Select Address Types  Name Location

Attention City Name

€ Benefi 13005 CURRY ST CARSOMCITY My 89703 -5202
UINY ESS 2014-08-01 11:43:28 UAT
wi Capgeminincalatorstionwin IPros ORACLE"

/" Trusted sites | Prokected Mode: OFf fa v [R100% -

Next, you ne

ed to enter your business address information.

e You can enter addresses for more than one location.

e All employers are required to have a "Business Records" address.

e If you are an out-of-state (non-Nevada) employer, you must provide at least one
Nevada Operations address. This address must be a physical address and not a P.O.

Box.

e Complete the information on this screen and click the Add & New button.

e If youreceive the “Address Search Result” pop-up window, select the appropriate
address and click the Select button. You will see the newly added address in the
table toward the bottom of the screen when you return to the “Business Addresses”

screen.

e If you need to add additional addresses, complete the screen for each additional
address and follow the same process.

e When you have finished entering all of your addresses, click the Next button.

UINV - ESS Employer-RS Guide

State of Nevada
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Good Morning RYAN2014 RYAN2014 Monday, August 4, 2014 @ Help | Conkact | Resources | Logoff

Doing Business As

Unrmgotspimend. Torse e

Doing Business As: |

~ Employer Registration [ EEYSRFpRm——— B Address

Qualfy [T 13105 CURRY 5T, CARSON CITY, hy-8970% 5202
Legal Informatian
Officers & Ownership
Addresses
DBA
Business Activity
Contacts
Assign Agents
Certification
Canfirmation
)
[

UINY ESS 2014-08-01 11:43:28 UAT
wi Capgeminiincaaborstionwin §1Pros ORACLE"

E
Done [ [ [ [ Trusted sites | Protected Mode: OFF hov [®100% v

15. Next, you need to enter your DBA information (all businesses are required to have at
least one DBA, or "Doing Business As"). The more information that you enter, the easier
it will be for claimants to find the correct business location when filing their
unemployment claims, therefore avoiding employer notification delays and associated
corrections.

e Enter your DBA name in the Doing Business As field (consider including store
numbers or street references to identify various locations).

e C(Click in the appropriate business location’s checkbox to indicate the location
associated with this DBA (a single DBA can be associated with more than one
business location).

e If you want to enter additional DBAs, click the Add & New button to enter them.
Otherwise, click the Next button.
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Good Morning RYAN2014 RYAN2014 Monday, August 4, 2014 @) Help | Conkack | Resources | Logaff =

'ACTIVITY SINFORMATION

Wlnesqprlegmenné Foscrncumees

Please select the NAICS code that identifies the primary economic activity for each Business Location in Nevada

Address Type Address NAICS
Mailing 1300 5 CURRY ST, CARSON CITV, Wy-89703 5202 * Lookup your NAICS Code
|~ Employer Registration g;‘;f:;ms 13105 CURRY ST, CARSON CITY, NY-88703 5202 * Lookup vour NATCS Code

Qualfy
Legal Information
Officers & Ownership
Addresses
DBA

Business Activity
Cantacts

Assign Agents

Certification
Canfirmation
]
UMY ESS 2014-08-01 11:43:28 LAT
wi» Capgeminiincaiabortionwin §IPros ORACLE"
14
Done [ [ [ [ Trusted sites | Protected Mode: OFF a v [R100% ~

16. Next, you must complete the "Business Activity Information" screen by searching for
and entering the North American Industry Classification System (NAICS) Code that
identifies the primary economic activity for each business location in Nevada.

e C(Click the Lookup your NAICS Code link for one of your addresses.

Good Morning RYAN2014 RYAN2014 Monday, August 4, 2014 ) Help | Conkack | Resources | Logaff =

B s

JILL'S FLOWER SHOP 000699471
Business Activity and Nature of Business

Address : 1300 § CURRY ST, CARSON CITY, Ny-89703 5202

e memmprlogmend s vamee

Fields marked with an asterisk. * are required.
» Employer Registration US NAICS Keyword Search
Enter Keywords that Describes your Line of Business

Find your NAICS Code from the Results

* Keywords : | TIAICS Search

* Describe in detail the nature of your business at
this location in Nevada :
-

Describe Types of Products Sold, Labor Performed, and/or Services rendered at this location and state approx. % of sales or revenues resulting from

/ each item listed {Total must be equal to 100%0)

Mature of Business  Percentage

w

LAY S5 2014-08-01 11:43:28 LAT
@i Capgemini incaiamrmnn  BIPros ORACLE

-

i Done [ [ [ [ [ [ [ Trusted sites | Protected Mode: Off Ga v Wm0 v g

17. Enter a keyword in the Keywords field and click the NAICS Search button.
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@ Help | Contact | Resources | Lagaff

DETR

Mensts Bepmrme e
e ot bebon e
-

Monday, August 4, 2014

Good Morning RYANZO14 RYANZO14

[P
indows Internet.. — [ 1] x|

2,
NAICS Code Search Result
Code Description for your business, please enter snother keyword that describes your business and click Search.
NAILS Code Decription
453998 All Other Miscellsneous Store Retailers (except Tobaceo Stores) Retsil Trade
[ Employer Regisl| 311811 Retsil Bakeries MaruFacturing
1
~WATCE Search |

i e
f & http:ffutwebuat.detr.mv:6030/ PparentF orm=businessActivityForm&actType=businessActivity Type &acti - Wi
Plesse choase the description that best describes vour business st this Iocation and clik on Select button to make the selection, If wou do nat find the NAICS
+ USNAICS Title

@i Capgernini ncatiasorationwitn IPros ORACLE"

or revenues resulting from

UIMY ESS 2014-08-01 11:43:28 UAT

=
h - R0 -

|/ Trusted sites | Protected Mode: OFf

[

DETR staff to update it later.)

18. Select the NAISC Code that most closely matches your business activity, and click the
Select button. (If you don’t find the match, select the best match, and you can ask the

State of Nevada

Page 31
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4, - NBUSINESS ACTIVITY JANDYNATUREOFYB USINESSY
I A

+ Employer Registration US NAICS Keyword Search

/ each item listed {Total must be equal to 100%)

Good Morning RYANZ014 RYANZD14 Monday, August 4, 2014

@ Help | Contact | Resources | Logoff =

JILL'S FLOWER SHOP 000699471

Business Ar y and Nature of Business

Address : 1300 S CURRY ST, CARSON CITY, Ny-89703 5202

Fields marked with an asterisk * are required,

Enter Keywords that Describes your Line of Business

Find your NAICS Code from the Results

* Keywords : |Retal Trade/all Other Miscellaneous Store Retailers (except Tobaceo Stores) FIATCS Search

a

# Describe in detail the nature of your business at
this location in Nevada :
-

' Describe Types of Products Sold, Labor Performed, and/or Services rendered at this location and state approx. % of sales or revenues resulting from

Nature of Business Percentage

*

LINY ESS 2014-06-01 11:43:23 UAT
@i Capgernini ncatiasorationwitn IPros ORACLE"

|

i Dene

| ET [ Trusted sites | Pratected Mode: OFF EESIERE

19. Next, complete the information on the “Business Activity and Nature of Business”

scre

en for this location, and click the Save button.

If you enter more than one Nature of Business, make sure the total Percentages
add up to 100.
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Good Morning RYANZ014 RYANZD14 Monday, August 4, 2014 @ Help | Contart | Resources | Logoff =

B ——

. ACTIVITY JINFORMATION

7/ S . SNe—

Please select the NAICS code that identifies the primary economic activity for each Business Location in Nevada

Address Type Address NAICS
Maiing 1300 5 CURRY ST, CARSON CITY, Ny-89703 5202 * Retal Tradejall Other Miscellaneous Store Retalers (except Tobacen Stores)
~ Employer Registration g‘;‘;gfms 1310 5 CURRY ST, CARSON CITY, Wy-89703 5202 * Lookup your NAICS Code

Qualfy
Officers & Ownership

Addresses

DB

Business Activity

Contacts

Assign Agents

Certification

Canfirmation

/

I

UINY ESS 2014-06-01 11:43:28 UAT
i Capgerninincatatortionwitn IPros ORACLE"

|

[T [T Trusted sites | Pratected Mode: OFF EESIERE

description now appears next to the address you chose on the previous screen.

e If you have additional addresses, you will need to enter business activity
information for each one. Each address will have a Lookup your NAICS Code
Click on the link and repeat the process for each address.

Sensts Bepmrr gy

e ot bebon e

20. You are returned to the “Business Activity Information Screen”. Notice the NAICS

link.

e When you have finished entering the business activity information for each address,

click the Next button.

Good Morning RYAN2014 RYAN2D14 Monday, August 4, 2014 ) Help | Conkack | Resources | Logaff =

———
INFORMATION

Fields marked with an asterisk * are required.

+ Contact Title: [Registration Contact -

~ Employer Registration * First Name: M.I:
Gualfy + Last Name:
Legal Information # phone: (999-999-95999)
Officers & Onnership Faw | (ovoenan)
Addresses

Email Address:
DEA

* Address Line 1: |

Business Activity
Contacts Address Line 2: |

Assign Agents * City:
Certfication * State: -
Confirmation * Zip Code: l—
] * Country [UsA v
4 IF Other, select courntry | |
Mon U StatefProvines | |

e memprlogmend e vamee

LIINY S5 2014-08-01 11:43:28 LAT
@i Capgeminiincaiamrmnn IPros ORACLE

-

Done [ [ [ [ [ [ [ Trusted sites | Protected Mode: Off Ghv R0 v
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21. Next, you need to enter contacts for your business. Every employer must have at least a
"Registration Contact."

e Complete this screen for your first contact. Click the Next button if there is only one
contact, or click the Add & New button if you need to add additional contacts. As
with previous screens, you may receive “Address Search Result” pop-ups for you to
validate each address.

o After entering each contact, you will see them listed in the table toward the bottom
of the screen.

e When you are done entering all your contacts, click the Next button.

Good Morning RYAN2014 RYAN2014 Monday, August 4, 2014 @) Help | Conkact | Resources | Logoff

LT S— — - e
Agent Detals Search Assan & corvespondencs sqent For Tax sndior Benefits Forms orly | you haws

slready established & business relationship with the agent.
i [~ By checking this bow, L certify that I, Ryan Daniels , am a responsible &

~ Employer Registration party for s Flawer Shop identified for Federal tax identfication
iy purposes as . [ understand that the Nevada Department of
Employment, Training & Rehabiitation (DETR) mainkains three separate
Legal Information and distinct correspondence grodps (Benefits, Tax, and Appeals) for

the purpuse of providing various natices ta employers. 1 understand

Officers & Ownership that I am granting or retracting the selected agent on this screen ko

Addresses right to receive all DETR correspondence from that correspondznce
DBA group. T understand that my assignment: or retraction thereof in no
way relieves Jil's Flower Shop of any liability that may result from Jil's
Business Activity Flower Shap's agent's failore to perform its duties. [ agree that Jils
Elrvtew Thote v il b s e Ebbs b e e T it

Contacts
Assign Agents
Cotfcton

Confirmation

UINY ESS 2014-08-01 11:43:28 UAT
® Capgeminiincaissntianwan IPros ORACLE"
Done J/ Trusted sites | Protected Mode: Off v | R100% v

22. Additionally, you can assign up to three correspondence contacts also known as
Correspondence Agents. Correspondence Agents can be listed if you want to redirect
certain mailed correspondences to a hired, outside agency. This process is described in
the topic on “Updating ESS Account Information” as well as here, as you can assign
Correspondence Agents at any time.

¢ Note the difference between a Correspondence Agent and a Reporting Service. A
Correspondence Agent receives mail on your behalf, while a Reporting Service has
authorization to perform transactions (submit quarterly Ul reports and make
payments, etc.) and receive mail on your behalf. The assignment of a Reporting
Service is performed via “User Maintenance” (after your registration is complete)
and is discussed in a separate topic.

e You should assign a Correspondence Agent only if you already have established a
business relationship with that agent.

e You have the option to assign a separate agent to receive mailed correspondence
for your Tax, Benefits, and/or Appeals correspondences, but only one
correspondence agent for each type of correspondence.
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Once assigned, these agents will continue to receive your correspondence as
directed until you remove the agent from your account.

Only Correspondence Agents/Reporting Services that have registered with DETR are
listed in the agent listing. If you cannot find your Correspondence Agent or
Reporting Service, you will need to contact the agent to request that they register

with DETR.

For now, click the Next button.

Phrcrpolopmesd Shnrce vacmee

|~ Employer Registration

Qualify

Legal Information
Officers & Ownership
Addresses

DBA

Business Activity
Contacts

Assign Agents
Certification
Confirmation

Good Morning RYAN2014 RYAN2014 Monday, August 4, 2014 @) Help | Contact | Resources | Logoff |

~—o—r

JILL'S FLOWER SHOP 000699471
Certification

*[[7] 1, Ryan Daniels, certify that the information provided on these Forms s carrect and true to the best of my knowledge.

SUbmit REgistr ation l Cancel

Registration Summary “Print |
Qualification Infarmation

/ #re vou an Agricultural Emplayer?

Are you Registering as & result of & MergerfAcquisition? KO Has your business filed IRS Form 940 under the FEIN 32-4567455 In any state? o

Is your entity  Professional Employer Organizationz KO ;Ij:rttgf?husmass had & total Hevada payrall of $225.00 o mors in any calsndar o

Are you a Tribal Employer? o Date payroll began 07/01/2014

Are you a Governmental Entity? MO

Are you a Mon Profit Organization? HO

fre you a Domestic Employer? MO o

Legal Information Edit.

FEIN 32-4567456 Formation Dake of Corparation or Partnership 06(01/2014

Legal Business Name Jis Flower Shop Dake Payroll Began In Mevads 07/0L/2014

Doing Busingss As 3i's Flowet Shop Accounkt Mumber 000855471

Hevada Business Id HYSEE9341 3456 Hevada Business Stark Date 07/01/2014

Date Payroll Began in Mewada  07/01/2014 Date First Worker Hired in Nevada 07(01/2014

First Nevada Payroll Amount 2000 Humber of Employees 2

Business Type Partniership State of Incorporation or Farmation Nevada

Frimary Mallng Address e — Benefits Address 1500 5 CLRRY 5T
CARSON CITY Nevada UsA 89703 5202 g;%%og"zgéw et LB

Phone 885-555-6757 Fax

Independent Contractars Used  NO Do you lease employees from another company nNo

Company Website jllsflowers@email com Country UsA

DBA Names Edit J

Done

L P, —
[ | ’_’_!_\ 7 Trustad sites | Protected Mode: OFF T (w0 -

23. The "Certification" page displays the information entered on the previous screens.
Carefully review this information to ensure that it is correct (be sure to scroll down so
that you can review the entire screen).

Note that if you are a Non Profit employer you are required to upload a file of a
copy of your IRS 501(c)(3) certification form. An upload button will be provided.

If you need to correct any of the information on this page, click the Edit link
associated with the section you wish to modify. (Clicking an Edit link will send you
back to the related screen. After updating the appropriate information, you will
click that screen's Next button to return to this "Certification" screen.)

Note: You cannot update any of the information in the Qualification Information
section. If you need to correct any of that information, you will need to complete
the registration as is and contact DETR Staff at (775)684-6310 to get the information
corrected.

After verifying the information on this screen, click the Certification checkbox.

Click the Submit Registration button.
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If it

Note that upon submission, the system performs a cross-match of FEIN, Legal
Name, DBA, Officer Name, and Officer SSN to see if any of that information already
exists in the system.

is determined that a match exists, you will be contacted by DETR staff to follow

up as needed.

Qneinpoicgmens Fosarasmoe

~ Employer Registration

Qualfy Submit Registration Cancel

Legal Infermation

Officers & Onnership Registration Summary Print

Addresses Qualification Information

B Are you Registering &s & result of 5 Meraer (Acauisition? MO Has your business filsd TRS Form 940 undsr the FETM 32-4567456 in any state? HO

BN Sy Is your entity a Professional Employer Organization? NO Has the business had a tokal Hevada payroll of $225.00 or mare in any calendar vES

Contacts quarter?

N Are you 3 Tribal Employer? N Date payroll began 07012014

e — Are you a Governmental Entity? no

e Are you 2 Non Profit Organization? ] .
Are you 3 Domestic Employer? HO

/ e yous an Aariculursl Employver?

Good Morning RYAN2014 RYANZ014 Monday, August 4, 2014 @) Help | Contact | Resources | Logoff |

JILL'S FLOWER SHOP 000699471

s We recommend that you print this page prior to proceeding. To continue without printing, press the Submit Registration button again.

ication

Ryan Daniels, certify that the information provided an these Forms is correct and true ko the best of my knowledge.

FEIN 32-9567456 Formation Datz of Corparation of Partnarship 06/01/2014
Legal Business Name Jils Flawer Shop Date Payroll Beoan in Nevads O(o1j2014
Doing Business s 3i's Flawer Shop Account Murber 000599471
Hevada Business 1d HYSEES341 3456 Hevada Business Start Date ov/o1fz014
Date Payroll Began in Mewada  07/01/2014 Date First Worker Hired in Newada o7(01fz014
First Nevada Payrall Amount 2000 humber of Employess z
Business Type Partnershin State of Incorparation o Farmation Nevada
Primary Mailng Address ey ——— Benefits Address 1300 5 CURRY ST

CARSON CITY Nevada USA 63703 5202 CARSONCITY Nevada LS
Phone 885-555-6787 Fax
Independent Contractors Lsed MO Do you lease employees from another company o
Company Website jilsflowers@email.com Country usa

[T [ [ [ [ [ [ Trasted sites | Protected Mode: OFF [¥a ~ [Ri00% ~ é

24. The screen refreshes and displays a message that you should print this screen for your

records.

Click the Print button.

|~ Employer Regis
Qualfy

Legal Informatian
Officers & Owner:
Addresses

DEA

Business Activity
Cantacts

Assign Agerts
Certification

Canfirmation

W Good Morning RYAN2014 RYAN2014 Monday, August 4, 2014 ) Help | Conkack | Resources | Logoff |

[&7 rttpst el st detr.rsBip 0 ESS/ESSCertificstion 7] | 84 [4#|[ X | & 6ing

| File Edit View Favorites Tools Help | % @ Convert ~

J s ) DevESS o] HRQC ) Dev 2] Train CS5 2] Train Core @) Core Cantributions @] ESS [ Suggested Sites v
J 7 Favorites (@ Register Certification | H T v B - & v Page ™ Safetyv Toals @~ 7

Registration Summary

1, Ryan Daniels, certify that the information provided on these Forms is correct and true to HO

the best of my knowlzdge.

Qualification Information YES

Are you Reqistering as a result nf Has your business filed IRS Form 940 under O began 07/01/2014
& Merger fAcquisition? the FEIN 32-4567456 in any state?

Is your entity a Frofessional o Has the business had a total Nevada payroll
Employer Organization? of $225.00 o more in any calendar quarter?
Are you a Tribal Employsr? MO Date payroll began O07/01j2014

YES

#re you a Governmental Entity? MO
Are you a Mon Profit o

Are you 3 Domestic Employer? MO
Are you an Agriculbural

Employer? Mo
Legal Information
em PO Farmation Date of Corporation o g ooy o
Partnership
Legal Business Marme s Flowsr Shop Diste Payrol Began nNevads  D7/012004
Do Buisiness fis s Flower Shop Account Homber DONEFHATL
Mevada Business Id NYS6893413456 Mevada Business Start Date 0701 /2014
B:Efa;:y’”” Beganin  povngpanie Daks First Warker Hired in Mevada 07/01/2014 «| st
- = TV Mevada USA
Dane [T [ [ [ Trusted sites | Protected Mode: OfF E RIS AR
Independent Contractors Used  HO Do you lease emplayess from another company (el
Company Website jilsFlowers@emal com Country usa

DBA Names Edi
-

[ JE[ [ [ [ [« Trustedsites |Protected Made: OFF av ®100% v
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25. The system will generate a printer friendly version of the registration information you
have entered. Click the Print button to open your printer's dialogue box to print a copy
of this information. Then click the Close button.

Good Morning RYAN2014 RYANZD14 Monday, August 4, 2014 @) Help | Contact | Resources | Logoff -~

Plrcrpolospmesd Shorce vcmee

JILL'S FLOWER SHOP 000699471

« We recommend that you print this page prior to proceeding. To continue without printing, press the Submit Registration button again.

Certification

, Ryan Daniels, certify that the information provided on these Forms s correct and true ko the best of my knowledge.

~ Employer Registration

Qualfy Submit Registration Cancel
Legal Informatian

Officers & Ownership Registration Summary Frint

iy
DBA fre you Registering as a result of a MergerjAcquisition? WO Has your business filed TRS Form 340 under the FEIM 324567456 in any state? HO
Business Activity Ie your entlty & Prafessional Emplayer Organization? Ho Has the business had a total Nevada payroll of $225.00 or more in any calendar \ES
Contacts quarter?
Assian Agents Are you a Tribal Employer? o Date payroll began 07j01/2014
[ Are you & Governmental Entity? (1]
Rl Are you a Non Profit Orgarization? [1ls] |
Are you 5 Domestic Emplayer? (1]
/ tire: you an Agricultural Emplayer? Ho
—
FEIN 32-4567456 Formation Dats of Corporation or Partnership 06/01/2014
Legal Business Name Jil's Flower Shop Date Payroll Began n Mevada 07/0L/2014
Doing Business As Jil's Flowrer Shop Accaurt Humber 000659471
Hevada Business Id V56893415456 Nevada Business Start Date 07/0L/2014
Date Payroll Began in Mevads  07/01/2014 Date First Worker Hirsd in Mesvada 07/01fz014
First Nevada Payroll Amounk 2000 Humber of Employees 2
Business Type Fartniership State of Incorporation or Formation Nevads
Frimary Mailing Address S U 5T Benefits Address éi?fsf; EUC?TR\\/ SNTE ot Lo
CARSON CITY Nevads LiSA 69703 5202 eree e
Fhone E6-555-6767 Fax
Independent Contractors Used MO Do youlease employess from another company O
Company Website jilsflowsrs@emai, com Country usa

-
T o [ AL [ [ [ [V Trusted sites | Protected Mode: OFF a v [R100% +

4

26. You are now ready to submit your registration information. Click the Submit
Registration button.

Good Morning RYAN2014 RYANZD14 Monday, August 4, 2014 @ Help | Conkact | Resources | Logoff =

LI —

JILL'S FLOWER SHOP 000699471
Confirmation Page (2203 ] important Information

Congratulations! You have successfully registered your business with the Nevada Department of  The "Home" button tskes you to your UL Account
I i habili Homepage. If you have any reports due, the Smart Links

Training 1
Your confirmation number is 1451648 o the right side of the hemepage will take you o the

» Employer Registration I Quarterly Reporting Options page. You may also access
|- omeover Red Enekyerleoaliione L BETEEIED the GQuarterly Reporting Optians page from the menu on
Erplayer Account Number 000659471 the left hard side of vour homepage by selecting
Quarterly Reporting and then entering the quarter and
UL Tax Rate 2.95% year For the report you wish ta file,
CEF Tax Rate 0.05%
Date, Time: 0B/0412014 10:30;17 A

o will be receiving additional information soon cancerning yoUr new account

Press the Home button to view your homepage or fils quarkerly Conbribution and Wage Reports,

Pleass print this page and kesp for your records.
i

J

UMY ESS 2014-08-01 11:43:28 UAT
SN incallaborationwitn - EIPros ORACLE’

-

Done | [ [ [ [ [ Trusted sites | Protected Mode: OFF v [Ri0% v
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27. The "Confirmation" screen displays your legal name, account number, Ul and CEP tax
rates, and the date and time the registration was submitted. There is also a Print button
if you would like to print a copy of your confirmation information for your records.

e (Click the Home button.

Good Morning RYAN2014 RYANZ014 Monday, August 4, 2014 @) Help | Contact | Resources | Logoff |

IWER SHOP D00699471

P nempsleiment T venme

Doing Business As : Jil's Flower Shop Business Type : Partnarship FEIN: 324567456
Profile Information Smart Links
Frimary Address 1300 5 CLRRY 5T -

CARSON CITY, Ny 89703 - 5202

Home Ph: 888-555-6787

¥ Summary Inf

e Renorts Currerk Year : ke 2014 : UL 2.95%; CEF 0.05%
[rtake Payments Liable Dats o7/01jz014
I+ Profile Maintenance Status Active
Change Account Status All Other Miscelansous Store Retalers (except Tobscen  Payment Date Payment Amount Payment Type

Busingss Activity

My Documents Stares)
— Total Due Amount $0.00
» Maintain Users
[+ Benefits Information UL Tax Due $0.00
| Multi Claimant Group P &10ue $0.00
[* Payments CEP Tax Due $0.00
Reserve Balance $0.00

/

Employer Requests

Req Type ReqDate Status Sts Date Req Amt

Quarterly Report Summary =

Qtr/Year Total Wages Taxable Wages Contr Due ContrPd  Interest Due Interest Pd Penalty Due Penalty Pd CEPDue  CEPPd  Balance

32014 $0.00 $0.00 $0.00 $0.00 40.00 $0.00 $0.00 40.00 $0.00 $0.00 $0.00
-
Done | | ||| Trusted sites | Protected Mode: OFF RIS

28. You have successfully completed your registration. The system now displays your
"Employer Summary" screen. This is your home page and will be displayed each time
you log in to your account.

At this point, you can continue to use ESS, or click the Logoff link in the upper right.

UINV - ESS Employer-RS Guide State of Nevada Page 38



_ _ _ TODETR
Guide to Online Employer Self Service ¢ e

Maintaining ESS Users for Employers

Background

Each ESS employer account must have at least one user with "Administrator" access. The user
who initially creates the ESS online account is designated by the sytem as the “Administrator.”
That user will have the ability to maintain (add, update, and delete) the list of internal and
external users having access to the account. (Internal users are those who are employed by the
employer; External users are those employed by authorized reporting services or agencies.) The
As the “Administrator” you are responsible for maintaining each user's information and
authorization level (described in this topic).

An “Administrator” also has the ability to associate multiple accounts that have the same
Federal Employer Identification Number (FEIN), allowing their users to access those accounts
using the same set of usernames and passwords (if it is applicable to do so based on the
employer's business practices).

This topic will instruct an ESS employer administrator how to:
e Add, edit, and delete an internal user.
e Add an external user (grant a reporting service access to their account).

e Associate another account (with the same FEIN) with this account (allowing the same
internal users to access accounts for related business entities).

Note the following:

e To add an external user (reporting service), the reporting service needs to already be set
up within the ESS system.

e When you associate another account (with the same FEIN) with this account, the system
will automatically generate correspondences to both the newly associated account and
the initiating account.

e Note the difference between a correspondence agent and a reporting service: a
correspondence agent receives mail on the employer's behalf, while a reporting service
has authorization to perform transactions (submit reports and filings, etc.) on their
behalf. This topic shows you how to assign reporting services, but the assignment of
correspondence agents is performed via Profile Maintenance and is described in the
topic on “Updating ESS Account Information.” If you want the reporting service to
receive any mail you must designate the reporting service as the correspondence agent
for the particular mailing.
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Instructions

1. Loginto ESS or navigate to your “Employer Summary” screen.

Good Evening SARAHRADER SARAHRADER Tuesday, August 12, 2014 @ Help | Contact | Resources | Logoff |

Umeamploganend Ssaramce

ANDY DONUTS 000699332

Doing Business s : Business Type : Proprictarship FEIN : 325678912
Prirary Address 1340 5 CURRY 5T
CARSON CITY, v 89703 - 5145
Home Fh: 111-555-9080
» Summary Infe
Currert Year : Rate 2014 : UL 2.95%,; CEP 0.05%
S Liable Dat 07/01/2014
Make Payments 1abe bate s
Status fetive
Status Date o7jotjz014 Recent Payments
Change Account Status g ooz r— Payment Date Payment Amount  Payment Type
My Documents Tatal Dus Amourt 40,00
¥ Maintain Users
_ LI Tax Due $0.00
¥ Ben Information
P &1 Due $0.00
Multi Claimant Group
CEP Tax Due $0.00
Reserve Blance $0.00

/

[E—— Employer Requests

Req Type ReqDate Status Sts Date Req Amt

Quarterly Report Summary —]

Qtr/¥ear Total Wages Taxable Wages Contr Due ContrPd  Interest Due Interest Pd Penalty Due Penalty Pd CEPDue  CEPPd  Balance
32014 $0.00 $0,00 0,00 $0,00 40.00 $0.00 $0,00 40.00 $0.00 $0.00 $0.00

-

|
[T [T [ Trusted sites | Pratected Mode: OFF EESIERE

2. Click the Maintain Users link from the left hand menu. Then click the User Information
link.
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Good Evening SARAHRADER SARAHRADER Tuesday, August 12, 2014 @ Help | Contact | Resources | Logoff =
e AC— MATNTENANCE}
Doing Business As : Business Type : Proprietarship FEIN : 32-5678912
Internal Account Users Add |
Sel User Name Contact Name Telephone Email
Home © PATSYCLINE Ratsy Cline 111-555-9999 patsy@abe.com
| Summary Information " SARAHRADER Sarah Rader 111-555-6796 rader@abe.com
| > File Reports
| Make Payments
|» Profile Maintenance
I+ Submit a Request Fesand Hew User Code A | Delete
B L External Account Authorizations (Reporting Services). | Bd |
| My Documents Sel Reporting Service Name Contact Name Telephone Email
| * Maintain Users ©° JAON TAE FIRM John Jaxon 111-555-4545 jaxontax@abe.cam
User Information
Changs Password
Add Additional Account
» Benefits Information
™Multi Claimant Group
> Payments Related Employer Accounts |
sel Account Number Employer Name FEIN
. 4
UINY ES5 2014-08-08 16:40:39 LAT
wim Capgeminiincatasranwn - BIPros ORACLE
=
Done [T [T Trusted sites | Pratected Mode: OFF RS

DETR

Sensts Bepmrr gy
e ot bebon e

3. The system displays the "User Maintenance" screen. Current users for this employer
will be listed in the appropriate sections. The user who initially created the online
account will always be listed but there may be multiple additional users listed for an

account.

Notice that there are separate sections used to maintain internal (employer) users,
external users (reporting services), and to add a related employer account(s).

The next several steps will show you how to add a new internal user to this employer’s

account.

e C(lick the

Add button to the right of the “Internal Account Users” section.
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Mulki

7/ S . SNE—

Doing Business As : Business Type : Proprietarship FEIN : 32-5678912
Add User Account
Fields marked with an asterisk * sre raquired.
Home User First Mame: |
¥ Summary Information  Lser Last Name:" [

> File Reports User Telephone: (999-399-9399) Ext:

Make Payments

¥ Profile Maintenance

¥ Submit a Request

Change Account Status

My Documents

Mext Cancel
aitai Users [ ] et
» Bel infor

¥ Payments

|

i Deone

Good Evening SARAHRADER SARAHRADER Tuesday, August 12, 2014 @ Help | Contart | Resources | Logaff

CANDY DONUTS 000699332

LUser Email:*

Retype User Emali+ [

Auth Level:* [ -

UINY E5S 2014-06-08 16:40:33 UAT
@ Capgeninincatatortionwitn - JiPros ORACLE"

o/ Trusted sites | Protected Mode: OFf Fa v [R100% -

Complete the "Add Internal User" screen for the user you wish to add.

Fields denoted by an orange asterisk (*) are required.

Each user’s email address must be unique within the system. If the user's email
address has already been used the system will display a message asking you to enter
another email address.

The Auth Level list provides you different combinations of what you would like this
user to be able to view and/or perform:

e View and update an employer's profile information (change of address)

e View and update an employer's "Quarterly" (view and file reports and
payments)

In addition, there are two other options:

e Administrator access (full access to this account, including being able to
maintain users)

e Benefits access (view and access information from Claimant Fact Finding smart
links)

After completing this screen, click the Next button.
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-

Good Evening SARAHRADER SARAHRADER

[/ S . SNe—

Doing Business As :

Add User Account

User First Mame:
Home User Last Name:
Wﬁurmaliun User Telephone:

| File Reports

User Email:

Make Payments P

ange Account Status

My Documents

¥ Payments

Business Type : Proprietorship

Tuesday, August 12, 2014 @ Help | Contart | Resources | Logaff

FEIN : 32-5678912

DY DONUTS  0D0699332

udy
Dove

BB5-055-6767
judydove@email.com

Quarterly Update

== I

send New User Code

UMY ESS 2014-08-08 16:40:33 LAT
Niincallaboratimnwitn - EJIPros ORACLE’

|

DETR

Mensts Bepmrme e

i Dane, but with errors on page.

[

|+ Trusted sites | Protected Mode: OfF

fn-\&unn% \

e

Verify the information displayed is correct, and click the Send New User Code button.
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Good Evening SARAHRADER SARAHRADER Tuesday, August 12, 2014 @ Help | Contact | Resources | Logoff
bty it M
Doing Business As : Business Type : Praprietarship FEIN : 325678912
User added successfully.
Internal Account Users d
Home Sel User Name Contact Name Telephone Email
* Summary Information & PATSYCLINE Patsy Cline 111-555-9999 patsy@abc. com
» File Reports  SARAHRADER Sarah Rader 111-585-679%6 rader@abc.com
Make Payments (ol Judy Dowe BEA-555-67E7 judydove@email.com
¥ Profile intenance
¥ Gubmit a Request
Change Account Status
My Documents External Account Authorizations (Reporting Services) o
aintain Users Sel Reporting Service Name Contact Name Telephone Email
» Benefits Information  JAKON TAX FIRM John Jaxan 111-555-4545 jaxontax@abc.com
Multi Claimant Group
¥ Payments
i
Related Employer Accounts | Bd |
Sel Account Number Employer Name FEIN
LIINY ESS 2014-08-09 16:40:39 LAT
@i Capgeninincatatarstionwin [IPros ORACLE"
Done o/ Trusted sites | Protected Mode: OFf Fa v [R100% -

6. The system returns to the "User Maintenance" screen with a message indicating that
the new user has been successfully added.

An email will be automatically generated and sent to the user containing
information on how to access their newly created user account access. The email
will contain a link which the new user must click, enter the user code provided in the
email, and then follow the instructions provided to complete their access to this
account.

e Notice that the newly created user information is listed in the "Internal Account
User" section of the screen. (Note that the User Name field will not display until
after the user has completed their online user access process.)

If desired, you can update an internal user’s information or access level by selecting
the user, clicking the Edit button, updating the appropriate information on the "Edit
Internal User" screen, and clicking that screen’s Update button.

Likewise, you can remove an internal user by selecting the user, clicking the Delete
button, and then confirming the deletion. However, note that you cannot delete a
user with "Administrator" level access unless there is at least one other user with
that same administrator access. (You may need to browse through the listed users
by selecting them one at a time and clicking Edit to determine if there is another
administrator or to change one to be an administrator.)

The next several steps will show you how to add a Reporting Service as an external
user to this employer’s account.

e C(Click the Add button to the right of the “External Account Authorization (Reporting
Services)” section.

UINV - ESS Employer-RS Guide State of Nevada Page 44



DETR

Mensts Bepmrme e

Guide to Online Employer Self Service R

Good Evening SARAHRADER SARAHRADER Tuesday, August 12, 2014 @ Help | Contart | Resources | Logoff =

7/ S . SNE—

ANDY DONUTS 000699332

Doing Business A Proprietarship FEIN : 32-5678912

Add External User Account Important Information

Fields marked with an asterisk * are required.

THome By checking this box, [ certify that [, Sarah Rader , sm a resporsitle.
——— . ;RE"F’“"“J ST S = party For CANDY DONUTS identified For Fedsral bax idsntification —]
Summary Information e pUrposes a5 32-5676912 1 understand thak T am granting o retracting
the selacted reparting service on this screan ful and exclusive power
{biased on the autherization level(s) indicated) to represent CANDY
Make Payments User Last Hame: DOMNUTS befare the Mevada Departrent of Employrient, Training &
Lser Teleghone: Bt Rehabiltstion (DETR) in connection with allmatters affecting CANDY
DONUTS umemplayment insurance accounk induding al caims for
benefits, benefit charges, tax cantributions, tax refunds, merit rating,
appeals, andfor hearings unti T otherwise notify DETR. 1 nderstand
|_Change Account Status .y avel: [ e | that it is my respanshility to mainkain and keep current CANDY -
™My Documents TILTT 21 et it oot i sttt

» Maintain Users

» Bent Information

LUser First Mame:

LUser Email:

UMY ESS 2014-08-08 16:40:33 LAT
“apgeminincaiaortionin  §IPros ORACLE

mC

|

Dane [ [ [ [ [ [ [ Trusted sites | Protected Mode: OFF EESIERE

7. Click the Search link to search for the Reporting Service (you must search for the name —
you will not be able to type in the Reporting Service Name field).

Good Evening SARAHRADER SARAHRADER Tuesday, August 12, 2014 @ Help | Contact | Resources | Logoff =

& hittpe/fuiwebuat. detr.ma 8080/ Form=essAddBelseFormavariables = priyldatarget=priyIdarefreshotru - Windows Internet., — | Ll_
Agent Search -

Agent Name FEIN Search

H =i 0l cose | maresponsble
, vteaon =
¥ Summary Informatio nting or retracting
clusive power
_ esent CANDY
Make Payments nit, Training &
Fecting CANDY
Il claims for
s, merlt rating,
. Tunderstand
b CANDY -

¥ Payments

-

it/ uiwrebuat detr. m8080/ESS/ESSAddExtUser. htm?_st=# | [E T [ [T Trusted sites | Protected Mode: OfF h v [EA00% v

8. Enter part of the Reporting Service’s name in the Agent Name field and click the Search
button.
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@ Help | Contact | Resources | Lagoff =

Good Evening SARAHRADER SARAHRADER Tuesday, August 12, 2014

7/ S I SNe— " 5 s
8 et A e Bt Wodowienetgier ||

Agent Search
Agenk Mame James Tax Office Search

[Fome ——— T = i % fmareeats 2]
| > Summary Informatio| IAMES TAR OFFICE 324545454 886-555-1212 iﬁgﬁ‘?t}iﬁamg
> File Reports N ;:e\ﬁu& per
Make Payments —— ok Training &
[ Profile Maintenance fecting g;iﬁnv
¥ Submit a Request 5, merk rating,
| Change Account Stat - é:;gifstand =

My Documents

¥ Maintain Users

s Information

Multi Claimant Group

[+ Payments

|

It Auiwebuat,detr. e B 080/E SS/ESS A EtUser. itm ?_st=# [T T Trusted sites | Pratected Mode: OFF EESIERE

9. Select the desired Reporting Service and click the Select button. (You can re-conduct
your search by changing your search name if the desired company was not returned.)
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Good Evening SARAHRADER SARAHRADER Tuesday, August 12, 2014 @) Help | Conkack | Resources | Logaff =

K mecmpricgmend S vamee

NDY DONUTS 000699332

Doing Business As : Business Type : Froprietorship FEIN: 32-5676912
Add External User Account Important Information

Fields raarked with an asterisk * ars required.

Home By checking this box, I certify that I, Sarah Rader , sm a resporsitle
- *Reporting Service [ e AR GFFICE Search o parky For CANDY DOMUTS identified For Federal bax identification —
formation Name: purposes as 32-5678912 1 understand that [ am granting or retracting
Ie Reports User First Hame: Jack the selected reporting service on this scresn full and exclusive power
{biased on the autherization level(s) indicated) bo represent CANDY
Make Payments U LRk JEIES DONUTS befare the Newada Department of Employment, Training &
I+ Profile Mainte User Telephone: BEE-ESS-1212 Ext: Rehabiltation (DETR) in connection with all matters sffecting CANDY
DONUITS umemplayment insurance accaunk induding al caims for
User Emal: fackjames@email,com benefits, benefic charges, tax contribdtions, tax refunds, meric rating,
appeals, andfor hearings until T atherwise notify DETR. T understand
* Auth Level: [ =l that it is my responsility to mainkain and keep current CANDY -
™My Documents ARILIT2™ et i et st hd

» Maintain Users

+ Bene Information Add & New

Multi Clai

* Payme

UINY ESS 2014-08-08 16:40:39 UAT
i Capgeminiincaiiaborstianih
-
Done | | [ ||| Trustedsites | Protected Mode: OFF EMEY TR

10. Notice the Reporting Service’s information now displays on the screen.
e Select the desired Auth Level to determine their authorization privileges.
e Read the “Important Information” to the right and click the checkbox.

e If you want to assign another Reporting Service, click the Add & New button and
repeat the process. Otherwise, click the Next button.

Good Evening SARAHRADER SARAHRADER Tuesday, August 12, 2014 @) Help | Contact | Resources | Logoff =

~——
IMATN TENANCE?

CANDY DONUTS 000699332

Doing Business As : Business Type : Proprietorship FEIN: 32-5678912

memmprbogumend e vamee

User added successfully.
Internal Account Users

“Add |
Hi Sel User Name Contact Name Telephone Email
|¥ Summary Information © PATSYCLINE Patsy Cline 111-555-9959 patsy@ahe,com
* File Reports  SARAHRADER Sarah Rader 111-555-6796 rader@abc.com
ol Judy Dove B85-555-6767 judydove@smail.com
Request
| Change Account Status Resend New User Code EdlE | Delete
| My Documents External Account Authe jons (Reporting Services
sel Reporting Service Name Contact Name Telephone Email
 JAMES TAY OFFICE Jack James 636-555-1212 jackjames@zmal. com
 JARON TAY FIRM John Jaxon 111-555-4545 jaxonta@abe. com

/
Related Employer Accounts

sel Account Number Employer Name FEIN

UINY ESS 2014-08-08 16:40:39 UAT

wi Capgenminiincaliabarstianwin

=

Done [ [ [ [ [ [ [ Trusted sites | Protected Mode: OFf Ghv R0 v g
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11. The system returns to the "User Maintenance" screen with a message indicating that
the new user has been successfully added. Notice that the newly created user
information is now listed in the "External Account Authorizations (Reporting Services)"
section of the screen.

If desired, you can update an external user’s information (authorization level only) by
selecting the user, clicking the Edit button, updating the authorization level on the "Edit
External User" screen, re-clicking the “Important Information” checkbox, and clicking
that screen’s Update button.

Likewise, you can remove an external user by selecting the user, clicking the Delete
button, and then confirming the deletion.
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The next several steps will show you how to associate another DETR employer account
with this employer’s account.

Good Evening SARAHRADER SARAHRADER Tuesday, August 12, 2014 @) Help | Contact | Resources | Logoff =

CANDY DONUTS 000699332

Doing Business As : Business Type : Proprietorship FEIN : 32-5678912

Plrcrpobopmesd Sharce vecmee

Internal Account Users Ad
Sel User Name Contact Name Telephone Email

| Home  PATSYCLINE Fatsy Cline 111-555-9399 patsy@abe.com

¥ Summary Information  SARAHRADER Sarah Radsr 111-555-6796 rader@abe.com

| File Reports
Make Payments

¥ Profile Maintenance
| Submit a Request Resend New User Code Edlt | Delete
I L S T External Account Authorizations (Reporting Services) o
| My Documents sel Reporting Service Name Contact Name Telephone Email
| ~ Maintain Users  JAMES TAY OFFICE Tack James 605-555-1212 jackjames@zmal.com
User Information © JHON TA% FIRM John Jaxon 111-555-4545 jaxontax@abe. com

Change Passward
fdd Additional Account
¥ Benefits Information

Multi Claimant Group

¥ Payments Related Employer Accounts ﬁ
, Sel Account Number Employer Name FEIN
UINY ESS 2014-08-08 16:40:39 UAT
i Capgeminincalatorstionwin. §iPros ORACLE"
=
Done [ [ [ [ [ [ [ Trusted sites | Protected Mode: OFf EESIERE

12. You can associate another account to your account if the account has the same Federal
Employer Identification Number (FEIN) as your account. Once associated, you will only
need to log in once to access all of the associated accounts. (In order to do so, you
must have the account number and Contribution Report information in order to set up
this association.)

e Click the Add button to the right of the “Related Employer Accounts” section.
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Good Evening SARAHRADER SARAHRADER Tuesday, August 12, 2014 @ Help | Contart | Resources | Logoff =
. S—

7/ S . SNE— - —
CANDY DONUTS 000699332

Add UI Tax Account to User ID
Flzase enter the account information requested below, IF you need additional assistance, please cantact DETR,

FEIN:* (99-9999999)

Home SUTA Number:

> Summary Informaltion  Gross wages of Mast Recent Quarter/Vear Filed: [0

» File Reports

e

¥ Profile Maintenance

¥ Submit a Request

Change Account Status

My Documents

¥ Maintain Users
Bi nl

Multi
¥ Payments
]
LITNY S5 2014-08-08 16:40:39 LIAT
@ Capgeminincatatortionwitn - [JiPros ORACLE"
|/
Dane [ [ [ [ [ [ [ Trusted sites | Protected Mode: OFF EMESIERE

13. Complete the information on the “Additional Account for User” screen, and click the
Add button.

Upon returning you to “User Maintenance” screen, you will see the newly
associated employer appear in the “Related Employer Accounts” section. The
system will also notify both the newly associated account and the initiating account
of the new association via written correspondence.

To disassociate an associated employer, go to the “User Maintenance” screen (Steps 1
through 3), select the desired employer, and click the Delete button.
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Updating ESS Account Information

Background

This topic shows you, as an employer (or designated reporting service), how to update your
existing ESS account profile information. This maintenance is performed under the "Profile
Maintenance" section of the ESS main menu using screens similar to those used during the
employer registration process.

This topic will show you how to add or change the following information:
e Business legal information
e Officer/Owner information
e Contact information
e Addresses and location information
e Correspondence agent(s)
Note the following:

e There are certain attributes (e.g., on the "Legal Information" screen) that cannot be
updated using the ESS screens. Updates to those attributes will require assistance from
DETR.

e For the most part, the rules for maintaining account information are similar to those
when initially registering a new employer. (Refer to the topic on Registering a New
Employer for more information.)

e Note the difference between a Correspondence Agent and a Reporting Service. A
Correspondence Agent receives mail on the employer's behalf, while a Reporting Service
has authorization to perform transactions (submit quarterly Ul reports and make
payments, etc.) and receive mail on the employer's behalf. This topic shows you how to
assign Correspondence Agents, while the assignment of Reporting Services is performed
via User Maintenance and is discussed in a separate topic.

e There is a separate topic that shows how to update an employer account status.
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Instructions

1.

2.

The first several steps will show how to update your Legal Information.

Log into ESS or navigate to your “Employer Summary” screen.

Good Morning Harry Smith Friday, July 20, 2012 | @ Help | Contact | Resources | Logoff &

HARRY SMITH 601117

Doing Business As :Harry Repair Service Business Type : Proprietorship FEIN: 34-2345677

Unconplegment Fosisvamoe

Frimary Address 300 E Willams 5t \Uage Repart Dus: 022012
Carson City, NV 69701
Home Phe 775-234-0098 \age Report Due: Q1Y2012
[* Summary Information
_ Current Year : Rate 2012: 2.95%
» File Reports
T —— Liable Date 01/01/2012
Make Payments e fo1/
¥ Profile Maintenance Status Active
¥ Submit a Request Status Date 01/01/2012 Recent Payments
Change Account Status  gginess Actuty Unonn Payment Date Payment Amount  Payment Type
| My Documents Total Due Amount 50.00
¥ Ha sers
Ul Tax Due 50.00
TMul mant Group
——— P &I Due $0.00
¥ Payments
— CEP Tax Due $0.00

| Reserve Balance

Employer Requests

Req Type Req Date Status Sts Date Req Amt

Quarterly Report Summary

Qtr/Year Total Wages Taxable Wages Contr Due Contr Pd  Interest Due Interest Pd Penalty Due Penalty Pd Other Due OtherPd  Balance

v

Done & Internet v EWI00% -

Click the Profile Maintenance link from the left hand menu. Then click the Legal
Information link.

Mensts Bepmrme e
T st bbsbin
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Good Morning Harry Smith Friday, July 20, 2012 | @ telp | Contact | Resources | Logoff 4
. S

Unonplogment o vamo
HARRY SMITH 601117

Doing Business As :Harry Repair Service Business Type : Proprietarship FEIN : 34-2345677
Prmry ain dirss
* Addressline 1: [300E Wilams5t |
Home FEIN: 34-2345677 Address Line 2: ‘ |
» Summary Information * Legal Business Name: Harry Smith * City:
» File Reports Nevada Business Id: Look It Up - State:
Make Payments * Business Type: Proprietorship - Zip Code:

~ Profile Maintenance Formation Date of Corporation or «Country: [UsA |9

Fiekds marked with an asterisk * are required.

Legal Information Partnership:

Offcers & Ownership State of Incorporation or Formation: Mon LS

e * Nevada Business Start Date: 01/01/2012 Monusswte [ |
Cantacts * Date First Worker Hired in Nlevada: 01/01/2012 * Phone: (7752590099 | (395-595-5995]
Employer Agents * Date Payroll Began in Nevada: 01/01/2012 Fax: __775'234*3099 (993-593-3995)
el EgE e First Nevada Payroll Amount: 450 S —

Fe  Humber of Employees
Maintzin PEO Clients
Independent Contractors Used? [ ]

¥ Submit a Request
Change Account status Do yeulease employees from |-

P Documents Companywebste ]
* Mai Uses

Multi Claimant Group s
¥ Payments = Address Line 1: ]
Address Line 2: ]
/ “ City:
State:
“ZipCode:| |
* Country:
Monus | v
MNon US State
“phone: [ |

Preferred Method Of Communication

|

O us.Mal O Emai

* Important Information

7] I have authority to select and represent the business i verifying the understanding that if "email®is selected as
the business preferred method of communication DETR wil send the business an emal notifying the/a business
representative to log into UTnv to view a notice or other types of correspondence related to the business
Unemployment Insurance account. This selection indudes an acceptance of understanding that : () if
representative of the business does not log into U 1o view the natice within two days after recenving an email ¥

UINV ESS 2012-07-20 07:07:35 DEV3
@i Capgerninincaatortonwitn [IPros ORACLE"

(m{[3

l

Done € Internet B S L

3. The "Employer Legal Information" screen displays the information needed in
determining how and when you qualify as an employer. Some information on this page
cannot be changed using ESS. If you that feel any of the "read only" information is
incorrect, please contact the DETR Registration Help Desk (866-429-9758) for assistance.

e Information that you can update is shown in edit boxes. To update any of that
information, type the new information in the box, or select a new value from the
pull down list, or use the field’s Look It Up link. Then click the Update button
toward the bottom of the screen.

e If you change your preferred method of notification to “Email”, be sure to provide
an Email Address, read the “Important Information”, and click the “Important
Information” checkbox.

The next several steps will show how to update your business location information.
e Click the Profile Maintenance link from the left hand menu.

e Then click the Locations link.
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Good Morning Harry Smith Friday, July 20, 2012 | @ Heln | Contact | Resources | Logoff
UPDA'I:E ADD']iONAL IADDRESSES

Doing Business As :Harry Repair Service Business Type : Proprietorship FEIN: 34-2345677

Uncnplogment o vamon

sterisk * are required.

Additional Addresses Helpful Infor
Home * Address Types:

» Summary Information T l:l

» File Reports
ki'” * Address Line 1: ]
Make Payments
Address Line 2: | |

= City: —|
Officers & Onnership cstates] W]
Locations = Zip Code:

Fields marked with

~ Profile Maintenance

Legal Information

Contacts County:
Employer Agents * Phone Number: (399-959-8559)
Report Merger and Fax Phone Number: (999-999-3999)

Acquisition i i
* Employess At This Location:
Maintain PEO Clients
|+ Submit a Request
Change Account Status Add 8 New
My Documents Select Address Types HName Attention Address Linel City Name State Zip Code
intain Users ©  MNevada Operations 0EWiiams St Carson City NY 89701

imant Group ©  BusiessRecords 300 E Wiliams St Carson City Ny 89701
[» Payments

[ Y - I c---- ) - H

UINV ESS 2012-07-2007:07:35 DEV3

@i Capgerminiincaliaborationwin - §

Done & Internet v BI00% -

DETR

Mensts Bepmrme e
Truess st ek scsinn

The "Update Additional Addresses" screen provides the functionality to change, add, or
delete address information associated with a business. Select the appropriate location

you wish to update and click the Edit button.
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w....,,..r.,,...; E

Home

¥ Summary Information
¥ File Reports
Make Payments

~ Profile Maintenance

Legal Information

Officers & Onnership

Locations

Contacts

Employer Agents

Report Merger and

Acquisition

Maintain PEO Clients
» Submit a Request

Change Account Status

My Documents

¥ Maintain Users

Multi Claimant Group

¥ Payments

|

(£ ______________ EmEmEes

| @ el

Good Morning Harry Smith Friday, July 20, 2012

ADDITIONAL ADDRESSES

HARRY SMITH 601117

Doing Business As :Harry Repair Service Business Type : Proprietarship FEIN : 342345677

| Contact | Resources | Logoff

arked with 2n asterisk * are requires

* Address Types:
Attention: |:|
* Address Line 1:[300 E Wiliams St |
Address Line 2: | |
“Zip Code: [se701 |
County:

T|775-234-0099 | (999-899-5999)

“ Phone Number:
(399-999-8559)

Fax Phone Number:

* Employees At This Location: |2

Select Address Types Hame Attention Address Line1 City Hame State Zip Code
) MNevada Operations 300 E Wiliams St Carson City Ny 89701
©  BusinessRecords 300 E Wilkams St Carson City Ny 89701

UINV ESS 2012-07-20 07:07:35 DEV3
@i Capgeminiincataborstionwin §1Pros ORACLE"

Done

& Internet

h v ®00% -

Notice that the screen refreshes and the "Additional Addresses" section is populated

based on the address you selected.

o Update the desired information and click the Update button. Depending on the
change you made, you may see it reflected in the table toward the bottom. (If the
change you made is not visible in the address list, you can confirm your update by
selecting the address record and clicking the Details button below the list.)

To delete an address, select the location on the “Update Additional Addresses” screen

and click the
have a Busin
locationin N

the Add & N

To add an address, fill in the information in the "Additional Addresses" section and click

Delete button. But recall that the system will require that all businesses
ess Records address, and any out-of-state employers with a business
evada must also have a Nevada Operations address.

ew button.

The next sev
[ ]

Click the

eral steps will show how to update your contact information.

Profile Maintenance link from the left hand menu.

Then click the Contacts link.
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m Good Morning Harry Smith Friday, July 20, 2012 | @ Help | Contact | Resources | Logaff

WUncnplogment o vamon
HARRY SMITH 601117

Doing Business As :Harry Repair Service Business Type : Proprietorship FEIN: 34-2345677

Fieids marked with an aste

fcomnes——————— —  Licvmimomtn |

Home * Contact Title: =
+ Summary Information = First Hame: |7 M.‘[.:l:l
¥ File Reports “ Last Hame:
Make Payments * Phone: (999-999-3999)
~ Profile Maintenance FaxPhoneNumber:|  |(399-999.9999)
Legal Information Email Address: I:l
Officers & Onnership
[ < Address Line 1: ]
e —— Address Line 2: ]
Emplayer Agents sgty: ||
Report Merger and - State:
Acquisition mpcode:| |
= oy 5
Thange Account Status If Other, select country
Tiy Documents MNonUSAStatefProvince [ |
e o
imant Group
¥ Payments i
Select Contact Title First Hame ML Last Name Phone End Date
/o Registration Contact Harry K Smith 775-234-008%
| | B | ]

UINV ESS 2012-07-20 07:07:35 DEV3
:.ﬂ?(?‘rﬂ)},‘(‘lﬂillﬁIn(u\\zmmmnwuh HiPros ORACLE’

& Internet v WI00% -

6. The "Contact Information" screen displays all contacts registered within the system and
provides the ability to change, add, or delete information associated with a contact.

e To add a new contact, complete the screen with the new contact’s information and
click the Add and New button. After doing so, you will see the new contact list in
the table toward the bottom of the screen.

Update or delete an existing contact: select the appropriate contact from the table
toward the bottom of the screen, and then click either the Edit or Delete button.

The next several steps will show how to update the Correspondence Agent
assignments on your contact information.

e Click the Profile Maintenance link from the left hand menu.

o Then click the Employer Agents link. Doing so will bring you to the “Update
Employer Agents screen”.
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Good Evening MARYSMITH MARYSMITH Thursday, November 6, 2014 @ Help | Contact | Resources |Logoff
(A ] e - EE I] ] a:l :!133‘] 3
Doing Business As : Business Type : Corporation Non Profit FEIN : 83-0000000
Assign Correspondence Agent Important Information
Agent Details Search As: orms only if you have
Home : =
. [« [ By chedking this box, I certify that I, Mary Smith , am aresponsble
¥ Summary Information party for MARY SMITH identified for federal tax identification purposes [—
S Fle Reports as . Tunderstand that the Nevada Department of Employment,
Training &Rehabilitation (DETR) maintains three separate and distinct
Make Payments correspondence groups (Benefits, Tax, and Appeals) for the purpose  |E

of providing various notices to employers. Tunderstand that T am

granting or retracting the selected agent on this screen to right to

R receive all DETR carrespondence from that correspondence group. I |
understand that my assignment or retraction thereof in na way

DEA relieves MARY SMITH of any liability that may result from MARY

~ Profile Maintenance

I

Officers & Onnership SMITH's agent's failure to perform its duties. I agree that MARY L
rrrrr o el b im et Bt b b T it 1l £mmb o]

Addresses

o |

Business Activity

Employer Agents

Report Merger and

Acquisition

Maintain PEO Clients

» Submit a Request
Change Account Status
My Documents

¥ Maintain Users
+ Benefits Information
Multi Ct

imant Group

» Payments

|

UINV ESS 2014-11-04 12:08:50 TRN
@i Capgemini ncallamorstonwin §iPros ORACLE"

®100% ~

7. The "Assign Correspondence Agent" section allows you to assign up to three
Correspondence Agents to receive DETR correspondence on your behalf (or to retract
that right if already established). Correspondence Agents can receive Tax, Benefits,
and/or Appeals correspondence. Note the following:

e You should select a Correspondence Agent only if you already have established a
business relationship with the agent.
e You have the option to select a separate agent for your Tax, Benefits, and/or

Appeals correspondences, but only one Correspondence Agent for each type of
correspondence.

e Once assigned, these agents will continue to receive your correspondence until you
remove the agent from your account.

¢ Note the difference between a Correspondence Agent and a Reporting Service: a
Correspondence Agent receives mail on your behalf, while a Reporting Service has
authorization to perform transactions (submit quarterly Ul reports and make
payments, etc.) and receive mail on your behalf. The assignment of Reporting
Services is performed via User Maintenance (after your new employer registration is
complete) and is discussed in a separate topic.

e If you already have Correspondence Agents assigned, they will appear in the lower
half of the screen.

e To add a new Correspondence Agent click the Agent Details Search link under the
“Assign Correspondence Agent” section.

UINV - ESS Employer-RS Guide State of Nevada Page 57



Guide to Online Employer Self Service

ODETR

Mensts Bepmrme e
T st bbsbin

ing MARYSMITH

Thursday, November 6, 2014

@ httpi//uiwebtrain.detr.nv:8080/ESS/agentSearchNV.htmform=assignAgentsBvariables= priyld&utarget=priyldBrefresh=true

2

Agent Name

FEIN

N
— I

@ Help | Contact | Resources | Logoff

[FETN : 83-0000000

and/or Benefits forms only if you have

1 vith the agent

I, Mary Smith , am aresponsble .
r federal tax identification purposes
Department of Employment,

iaintains three separate and distinct

Tax, and Appeals) for the purpose | =
joyers. Tunderstand that T am

agent on this screen to right to

om that correspondence aroup. 1

retraction thereof in no way

ity that may result from MARY
its duties. T agree that MARY

it ~ll £y il

8. Enter the Correspondence Agent’s name in the Agent Name field, and then click the
Search button. (To be assigned as a Correspondence Agent, they must first be set up in
the system as a Reporting Service.)

e Alternatively, you can also search for a specific Correspondence Agent using their
FEIN number, if you know it. Performing this search will help narrow your search
results if there are multiple Reporting Services with similar names.
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ODETR

G iing MARYSMITH ITH Thursday, November 6, 2014
ey L]
i T e FATESEMPTOYERRAGENTS]

(2 Agent Search - Windows Interr

@ hitp://uiwebtrain.detr.nv:2080/ESS/agentSearchMV.htm?refresh=true

Agent Name ABC FEIN
= |
¥ | Business Name FEIN Telephone =

CARSONABC 123456789 12312312348
ABCD 873456234 123-123- 1234
ABCDE 873456234 12312312348
A8C 566666615 1234512345
ABC REPORTING SERVICE PROFILE 123456789 123-456-709 188
MAC ABC 122348237 785-687-6837)
NEWAGENTABCD 0 B74-59 1-2654@
NEWAGENTABC 104571 951455'2557@
AGENTABC 104661 974-586-321508

8 | [IE}

9. Select the appropriate agent and click the Select button.

@ Help | Contact | Resources | Logoff

[FETN : 83-0000000

jor Benefits forms only if you have
the agent

ia Department of Employment,

I, Mary Smith , am aresporsble |«
or federal tax identification purposes

aintzins three separate and distinct
Tax, and Appeals) for the purpose | =
ployers. Tunderstand that 1 am
agent on this screen to right to
om that correspondence group. 1
retraction thereof in no way
ity that may result from MARY
its duties. I agree that MARY

T it =il Emmbiml

e T

Mensts Bepmrme e
T st bbsbin

e If your agent is not listed (and you've tried different search criteria), you should
check with the agent to see if they are registered with DETR. They need to register
as a Reporting Service with DETR in order for you to select them in the system. (If
they have registered, ask them for their FEIN number to simplify your search.)
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Good Evening MARYSMITH MARYSMITH Thursday, November 6, 2014 @ Help | Contact | Resources |Logoff ~ ~

)‘_.

MARY SMITH 000696994

Unwonplegyment o vance

Doing Business As : Business Type : Corporation Non Profit FEIN : 83-0000000
Assign Correspondence Agent Important Information

Agent Detalls Search Ass

alre: ess hip

H e
ome = [ By checking this box, I certify that I, Mary Smith , am a responsible A

¥ Summary Information party for MARY SMITH identified for federal tax identification purposes
as . Tunderstand that the Nevada Department of Employment,

* File R rts

| fre Reports Trairing & Rehabilitation (DETR) maintains tree separate and distinct
TMake Payments correspondence groups (Benefits, Tax, and Appeals) for the purpose | =

ST of providing various notices to employers. Tunderstand that Tam

| ™ Profile Maintenance granting or retracting the selected agent on this screen to right o

receive all DETR correspondence from that correspondence group. I

Legal Information
understand that my assignment or retraction thereofin no way

DEA relieves MARY SMITH of any liability that may result from MARY
Officers & Ownership SMITH's agent's failure to perform its duties. I agree that MARY

,,,,, e s A e
Addresses

Goracs

Business Activity

1
Employer Agents
Report Merger and Select Business Name Contact Information Address Type
Acquisition @ Abc Reporting Service Profile Testfname Testiname 1234 5 Curry 5t Carson City NV 89703 Benefit

Maintain PEQ Clients —
Assign

| Submit a Request

| Change Account Status
| My Documents

[» Maintain Users

|+ Benefits Information

| Multi Claimant Group
|» Payments

)

e —

UINV ESS 2014-11-04 12:08:50 TRN
@i Capgenini ncallamrstonwin §IPros ORACLE"

®100% v

10. Notice that the agent you selected is now displayed in the lower section of the screen.
o Verify that this is the correct agent.
e Read the "Important Information" section and click the associated checkbox.

e C(Click the Assign button and you will see the agent listed in a separate table toward
the bottom of the screen.

e To add another agent, click the Search link and repeat the process above.

To remove an agent, select the agent from the table toward the bottom of the screen
and then click the Delete button.
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Updating ESS Account Status

Background

An employer can inactivate their account online if they go out of business and no longer have
employees. They may also reactivate their account if they have been inactive and now have
employees and it is within two years of their inactivation date. (Reporting Services can also
make these status changes on the employer’s behalf if they have "Profile Update" level access to
the employer's account.) This topic will describe how to inactivate an employer's account.

Note the following:

The changes are reflected immediately to the account and the system keeps a history of
all changes.

The system will send you correspondence based on the update.

The system will adjust the account Smart Links appropriately (when inactivating your
account, your existing Smart Links for past due reports prior to your inactivation
effective date will remain, but any reports past the inactivation effective date will be
removed).

When an employer account is inactivated, you can still log into the account and view
information and access any remaining Smart Links.

When an account is reactivated, the system will create Smart Links for any now past due
reports based on the effective date you entered.

The system won't allow you to inactivate your account if there are quarterly reports or
levies posted for quarters during the period being requested as 'inactive'.
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Guide to Online Employer Self Service

1. Loginto ESS or navigate to your “Employer Summary” screen.

L meamprlogmentd St vamee

Home

‘Good Afternoon DANIELSERRAH DANIELSERRAH

Doing Business As :Etm3002
Profile Information
Primary Address 17000 WEDGE PARKWAY

RENO, NV 83511
Ph: 123-123-12346

HMonday, November 10, 2014

Business Type : Assodation

¥ Summary Information

Current Year : Rate

2014 : UI0.0%; CEP 0.05%

Wage Report Due: Q3Y2014
Wage Report Due: Q2Y2014
Wage Report Due: Q1Y2014

@ Help | Contact | Resources | Logoff

FEIN : 92-0000005

NV9205 000696996

|

¥ File Reports
Vage Report Due: Q42013
ot payments Lizble Date 01/01/2010 - e i
¥ Profile Maintenance Status Active
¥ Submit a Request Status Date 0101/2010 Recent Payments
Change Account Status g ciness Activity Casino Hotels EanmenErat (e TEEL L P
01/01/2012 $135.00 Manual ™
My Documents Total Due Amount $4,284.29 o1
09/30/2014 $202.52 Manual
UL Tax Due $4,284.29
09/30/2014 $470.85 Manual
P &IDue $1,861.69
09/30/2014 $247.26 Manual
CEP Tax Due $49.28
09/30/2014 $74.37 Manual
Reserve Balance 75122 =

Employer Requests

Req Type

Req Date

Sts Date

Req Amt

Quarterly Report Summary m

Balance

m

DETR

Mensts Bepmrme e
T st bbsbin

Qtr/Year Total Wages Taxable Wages Contr Due ContrPd Interest Due Interest Pd Penalty Due Penalty Pd CEPDue  CEPPd
42014 £0.00 £0.00 £0.00 $0.00 £0.00 £0.00 £0.00 $0.00 $0.00 £0.00 €.00
32014 $10,000.00 $10,000.00  $0.00 $0.00 £0.00 £0.00 £0.00 $0.00 $5.00 ($5.00) £0.00
272014 $5,000.00  $5,000.00  $0.00 $0.00 £0.00 £0.00 £0.00 $0.00 52.50 (s2.50) £0.00
42013 $15,562.4 $15562.46  $459.09 $0.00 $18.36 £0.00 $67.24 $0.00 §7.78 £0.00 §552.47
H100% ¥

2. Click the Change Account Status link from the left hand menu.
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m Good Afternoon DANIELSERRAH DANIELSERRAH Monday, November 10, 2014 @ Help | Contact | Resources |Logoff  *
owi
Unowmplegment Soursance zmm] §m n

?

Doing Business As :Et3002 Business Type : Association FEIN : 920000005
Fields marked with an asterisk * are required.
Home Change account status to Inactive s of 8] Moo vy
¥ Summary Information Reason*: e
¥ File Reports Comments=: L

Make Payments

» Profile Maintenance
» Submit a Request
Change Account Status

Requester Information:

r——— First Name: Dariel
¥ HMaintain Users Last Name: Serrah
its Information Phone: 111-555-333308)
Multi Claimant Group ~ Email Address: DANIEL @ABC.COM
» Payments
7

UINY ESS 2014-11-04 12:08:50 TRN
i Capgeminincatatortionwitn 1Pros ORACLE"

®100% ~

3. Complete the fields on the “Change Account Status” screen and click the Change Status
button. Note the following:

Your Change account status to Inactive as of date must be the current date or
earlier. You cannot inactivate or reactivate an account using a future date.

e You cannot enter a date that is earlier than any reports that you have already filed.

e You will receive an error message if you attempt to inactivate your account and you
have quarterly reports or levies posted for quarters during your requested 'inactive'
period.
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Good Afternoon DANIELSERRAH DANIELSERRAH HMonday, November 10, 2014
~—

ACCOUNT STATUSICHANGE JCONFIRMATION

il

WUnwonprleyment o vance

Doing Business As :Etm3002 Business Type : Assodation

Status Change: Inactive
Begin Date: 10/01/2014
Home
_ . Reason: Business Temporarily Closing
¥ Summary Information
¥ File Reports Comments: Business closing for six months due to low seasonal sales.
Make Payments First Name: Daniel
Fororic ronie
Profile Maintenance st N corah
» Submit a Request
phone: 111-555-33330)

Change Account Status

My Documents Email Address: DANIEL@ABC.COM

+ Maintain Users

UINY ES5 2014-11-04 12:08:50 TRN
i Capgerminincatatortionwitn §1Pros ORACLE"

@ Help | Contact | Resources | Logoff

NV9205 000696996

FEIN : 92-0000005

—_ Cancel
Multi Claimant Group
¥ Payments

]

®100% ~

DETR

Sensts Bepmrr gy
e ot bebon e

4. Verify that the information displayed on the "Account Status Change Confirmation"

screen is correct and click the Confirm button.
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Monday, November 10, 2014 -

Confirmation Page Print

S

Uneapieyment Fisarance

Congratulations! You have successfully changed your account status with the Nevada Department of Employ Training &
Status Change: Inactive
| Home Begin Date: 10/01/2014
|¥ Summary Information  Reason: Business Temporarly Closing
|} File Reports Comments: Business dosing for six months due o low seasonal sales
Make Payments First Name: Daniel
¥ Profile Maintenance Last Names Serrah
» Submit a Request —— 11155533330
Change Account Status
e Email Address: DANIEL@ABC.COM

My Documents
¥ Maintain Users
Benchicinformation Please print this page and keep for your records.

Multi Claimant Group

/

[

UINV ESS 2014-11-04 12:08:50 TRN
wi Capgerninincalatorstionwin IPros ORACLE"

®100% - .

5. The system has assigned a confirmation number for your inactivation transaction. This
confirmation information will be displayed for future reference on the Confirmation List
screen located within the Summary Information menu.

e Itis advised that you use the Print button to print this page for your records.

e C(Click the Continue button.
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Good Afternoon DANIELSERRAH DANIELSERRAH HMonday, November 10, 2014 @ Help | Contact | Resources | Logoff  +
Unomplogmont Foussenes - amnm]
Doing Business As :Etm3002 Business Type : Assodiation FEIN : 320000005
Profile Information
Primary Address 17000 WEDGE PARKWAY
RENO, NV 89511 Payments Due
Home Ph: 123-123-1234@
¥ Summary Information
e Current Year : Rate 2014 : UL 0.0%; CEP 0.05%
¥ File Reports
ek Payments Liable Date 01/01/2010
¥ Profile Maintenance Status Inactive
> Submit a Request Status Date 10j01/2014 Recent Payments
Change Account Status g ginecs Activity Casino Hotels HaysreEual ey e B e
01/01/2012 £ 135.00 M: | wiE
| My Documents Total Due Amount $433.492 o1 e 7117
¥ Maintain Users 09/30/2014 §202.52 Manual L
. UL Tax Due $433.42 =
¥ Benefits Information 09/30/2014 §74.37 Manual
_ P &I Due $288.67
Multi Claimant Group 09/30/2014 $5.00 Manual
T T CEP Tax Due s12.78
V! 06/30/2014 $92.44 Manual
Reserve Balance $4,172.57 3
]
[E— Employer Requests
Req Type Req Date Status Sts Date Req Amt

Quarterly Report Summary m

Qtr/Year Total Wages Taxable Wages Contr Due ContrPd Interest Due Interest Pd Penalty Due Penalty Pd CEPDue  CEPPd  Balance

42014 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 (§843.47) :
3/2014 $10,000.00 $10,000.00  $0.00 $0.00 $0.00 %0.00 .00 $0.00 $5.00 (5.00) £0.00 ‘E
2/2014 $5000.00 §5000.00  $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $2.50 (52.50) $0.00
42013 $15,562.46 $15,562.46  $455.09  ($289.53)  $40.10 £0.00 $67.24 $0.00 §7.78 £0.00 528458
H100% v

6. Notice that your Status has been updated to "Inactive" and the Status Date (effective
date) has been updated. You will not be required to submit quarterly reports until you
once again have employees, at which time you will need to reactivate your employer
account.

o The Smart Links section has been adjusted to reflect only items due at the time of
the inactivation.

To reactivate an employer, access the “Change Account Status” screen and follow the
steps above to complete the fields and submit and confirm the reactivation request.
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Managing a PEO Account (Registering as a PEO and
adding/dropping clients)

Background

Due to a Nevada law change, effective Ocotber 1, 2015 this section is no longer applicable. NRS
616B.691(1) NRS 616B.691(1) has been amended to deem the client company of an employee
leasing company to be the employer of the employees it leases for the purposes of chapter 612
of NRS pertaining to unemployment compensation. As such, it will now be necessary for the
client companies of an employee leasing company to register for unemployment insurance
(Ul). Registration is best done online through ESS. The client company will now have primary
responsibility as the employer for submitting required quarterly Ul tax and wage reports,
payment of Ul tax and bond contributions, and respond to notices from the Employment
Security Division.
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Good Morning fred stone Thursday, May 16, 2013 @ Help | Contact | Resources | Logoff

WUnconplegment osisvamo

Please selact Yes to any of the situations below whi

Are you Registering as a result of a Merger /Acquisition ? QO ves ® no
Is your entity a Brofessional Emplover Oraanization (Are you an Employee Leasing Company)? @ ves O No
| Employer Registration | re you 2 Governmental Enity Q ves @ 1o
Qualify Are you a Tribal Emplover ? QO Yes @ o
Legal Information Are you a Non Profit Organization ? QO Yes @ no
TEwiEEsy e AT T e O ves ® Mo
;j::::mm Are you an Domestic Emplover (.. -household help)? Q Yes ® Mo
Contacts
= miE
Certification
Confirmation

Recent Items

I

UINV ESS 2013-05-16 09:06:40 DEV3

[IPros ORACLE"

i Capgerniniincaiiabarstianwith

& Done & Internet 43 -| ®ioow -
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[+ Summary Information
Reports
Make Payments

Thursday, May 16, 2013 @ Help | Contact | Resources | Logoff

Good Morning fred stone

Uncompiognens Snsiseroce = —
Please respond to the Professional Employer Organization question below.
Is Employer Registered with Business and Industry? ® ves O Mo

Home

¥ Profile Maintenance

¥ Submit a Request
Change Account Status
My Documents

¥ Maintain Users
» Benefits Information

Multi Claimant Group

¥ Payments

Recent Ttems
]

I

UINV ESS 2013-05-16 09:05:40 DEV3
@i Capgerninincatatortionwitn IPros ORACLE"

DETR

Mensts Bepmrme e
Truess st ek scsinn

Ji] http:/juiappdev3. detr.nv: 7030/ESS/ESSPECLegalReq him?_st= & Internet R | ®100%
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Good Morning fred stone Thursday, May 16, 2013 @ Help | Contact | Resources | Logoff &

Uneompsiogmens Fosis serce

PEOBIZ 697615

Doing Business As :Peo Biz Business Type : Corporation FEIN: 458712455
Primary Address 10 Long St Contribution Repart Due: 01Y2013
Carson City, IV 63701
Home Phe 775-886.8399 \age Report Due: Q1Y2013
[* Summary Information
_ Current Year : Rate 2013: 2.95%
Reports
S Liable Date 01/01/2013
Make Payments e e {01/
¥ Profile Maintenance Status Active
¥ Submit a Request Status Date 01/01/2013 Recent Payments
Change Account Status g giness Activity Professional Employer Organizations a2 e Ve D Ve
My Documents Total Due Amount 0.00
Ul Tax Due s0.00
P &1 Due §0.00
CEP Tax Due $0.00

¥ Payments

Reserve Balance

Recent Ttems

| Employer Requests

Req Type Req Date Status Sts Date Req Amt

Quarterly Report Summary -

Qtr/Year Total Wages Taxable Wages Contr Due Contr Pd  Interest Due Interest Pd Penalty Due Penalty Pd CEPDue  CEPPd  Balance

272013 s0.00 0.00 50.00 $0.00 50.00 50.00 $0.00 50.00 $0.00 50.00 $0.00
1/2013 0.00 0.00 0.00 .00 0.00 .00 .00 0.00 0.00 0.00 0.00
v
i Done & Internet v H100% -
g 7 g
Good Morning fred stone Thursday, May 16, 2013 @ Help | Contact | Resources | Logoff

Hncaplogmentd S ramce

PEOBIZ 697615
Add Client

Home

[» Summary Information

Legal Information
DBA
Officers & Ownership
Addresses
Contacts
Business Activity
Employer Agents
Report Merger and
Acquisition
Maintain PEO Clients
|* Submit a Request
count Status

ange
My Documents
¥ Maintain Users

» Benefits Information
Multi Clai
¥ Payments

iant Group

Recent Items

UINV ESS 2013-05-16 09:06:40 DEV3
@i Capgeminiincaliabarstionwitn FIPros ORACLE'

4| Done & Internet Sn - Foowm -

5. Clickthe Add-Clientbutton.
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Good Morning fred stone Thursday, May 16, 2013 @ Help | Contact | Resources | Logoff
PEOBIZ 697615

ith = sk
Client Location

Address Types : PEQ Client Client Account# :
Home = Client Hame : |:| FEIN : (29-9999993)
» Summary Information Attention :I:' Client Contact Name :
[ File Reports ) )
* Address Line 1: Client ContactPhone:| | (aco-9s9-9009)
ake Payments
Address Line 2: | ] FaxPhoneMumber:[ | (aso-ss0-9009)
— - aty: ~Chentaddpate:| | I pampopre)
Legal Information - :
DEA State: hd Client Drop Date :
TrEnCaTTEE TpCode: |

Addresses

Contacts Add & New Add

Business Activity

WUnonplogment o vamos

~ Pr

Maintenance

Employer Agents
Report Merger and
Acquisition

Maintain PEQ Clients
¥ Submit a Request

| Change Account Status
My Documents

|* Maintain Users

|+ Benefits Information

ulti Claimant Group

¥ Payments

Recent Items

UINV ESS 2013-05-16 03:06:40 DEV3
@ Capgemini ncatiasorationwitn - 1Pros ORACLE"

/& Done & Internet iy v 100k -
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% Good Morning fred stone Thursday, May 16, 2013 @ Help | Contact | Resources | Logoff
Uncanpologmend Sosisvamoc m

PEOBIZ 697615

o Added successfully.

Add Client

Client List
Home
1
¥ Summary Information
e Reports Select Account Hame Location Hame Location Address(linel,City,StateZip,Country)  Contact Name Client Add Date ~ Client Drop Date
Take Payments () 697615 Mancy Jones CheckBusiness 13005 Curry St,Carson City, NU,83701,USA 03012013
| ~ Profile Maintenance () 687615 Joesmith  JosephSmith 100 Roop St,Carson City, INV,38702,USA 02/01/2013

S I - oo | coocien: [ cnce
DEA

Officers & Onnership
Addresses

Contacts

Business Activity
Employer Agents
Report Merger and
Acquisition

Maintain PEO Clients
¥ Submit a Request

| Change Account Status
| My Documents

* Maintain Users
» Benefits Information

¥ Payments

Recent Items

UINV ESS 2013-05-16 09:06:40 DEV3
i Capgeminincatatortionwitn §1Pros ORACLE"

i Done & Internet v 0%k -

Good Morning fred stone Thursday, May 16, 2013 @ Help | Contact | Resources | Logoff

e

PEO BIZ 697615

1

Unempiegment Towssamoe

Fields marked wi
Address Types : PEO Client Client Account# : 697615
Home Doing Business As : Joseph Smith FEIN :
» Summary Information Attention : Client Contact Name : Joe Smith
¥ File Re rts
|} Fie Reports Address Linel : 100 Roop 5t Client Contact Phone : 775-444-9933
Make Payments
Address Line2 : Fax Phone Number :
~ Profile Maintenance
[ City Name : Carson City Client Add Date : 02/01/2013
Legal Information
i State : Nevada “ClientDropDate:[| | (5] qumpoprr )
Officers & Ownership Zip Code : 83702

Addresses

i,
Business Activity

Employer Agents

Report Merger and

Acquisition

Maintain PEO Clients

F Submit a Request

Change Account Status.

Y
* Maintain Users

uments

+ Benefits Information

¥ Payments

Recent Items

e

UINV ESS 2013-05-16 09:06:40 DEV3

@i Capgenin incatiabarstianwith

i Done & Internet H100% -

“
=5
.
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Vncanprlegment Fosevamoe

Home

+ Summary Information
¥ File Reports

ake Payments

~ Profile Maintenance

Legal Information
DBA
Officers & Ownership
Addresses
Contacts
Business Activity
Employer Agents
Report Merger and
Acquisition
Maintain PEO Clients
» Submit a Request
| Change Account Status
My Documents

¥ Maintain Users

Information

[+ Payments

Recent Ttems

I ——

Good Morning fred stone Thursday, May 16, 2013 @ Help | Contact | Resources | Logoff

~—
PEOYCIMENTSY

PEOQ BIZ 697615
o Client dropped successfully.

Client List

1
Select Account Name Location Name Location Address(Linel,City,State,Zip,Country) ~ Contact Name Client Add Date Client Drop Date
(697615 MNancy Jones CheckBusiness 1200 5 Curry St,Carson City, NV,85701,USA 03/01/2013
© 697615  Joesmith  JosephSmith 100 Roop St,Carson City, NV,39702,USA 02/01/2013 05/01/2013

UINV ESS 2013-05-16 09:
i Capgeniniincaiiaborstianwih

[iPros ORACLE’
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Manually Filing Quarterly [Contributions and Wage] Reports

Background

Employers (or their authorized Reporting Services) can file Employer’s Quarterly Reports
("Contribution Reports") and Wage Reports using the Employer Self Service (ESS) system by
either manually entering their report information using the ESS screens or by uploading files
containing the information. To help manage their reporting, the system provides employers
with Smart Links for any past due reports.

You are provided four options when filing quarterly reports: file the Contribution and Wage
Report at the same time; file a Contribution Report only; file "No Wages to Report"; or file a
“Wage Report Only.”

This topic will show you how to manually enter both an Employer's Quarterly Report and Wage
Report using the ESS screens (there is a separate topic describing how to upload report files).

Note the following regarding Wage Reports:

e |f you have submitted a previous Wage Report, the system reduces data entry by pre-
populating the employee SSN and name fields. You will then only need to enter the
wages and tips for the quarter, add new worker detail, and delete workers no longer
employed.

e The system automatically calculates each employee’s taxable wage amount based on
the Gross Wages entered and Nevada's taxable wage base for the specific year.
However, it provides you the ability to override this amount for any particular employee
for a specific reason (e.g., if they have predecessor-successor or out-of-state wages that
need to be taken into consideration).

Note the following regarding Employer's Quarterly Reports:

e  When filing both an Employer's Quarterly Report and Wage Report at the same time,
the system automatically calculates amounts due on the Employer's Quarterly Report
based upon the amounts reported on the Wage Report or amounts that you enter
directly into the Employer's Quarterly Report fields. It calculates your total reportable
gross and taxable wages, however, it provides you the option to override these
calculations (e.g., for predecessor-successor and out-of-state wage situations).

Note that there are separate topics on how to submit the payment for the report filing, and for
Reporting Services that upload reporting files for one or more employers at the same time.
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Instructions

1. Loginto ESS or navigate to your “Employer Summary” screen.

Good Morning Harry Smith Wednesday, July 25, 2012 | @ telp | Contact | Resources | Logoff A
————

M ncamplogment Spviramce

HARRY SMITH 601117

Doing Business As : Harry Repair Service Business Type : Proprictarship FEIN: 342345577
e
Primary Address 300E Willams 5¢ Contribution Report Due: 02Y2012
Carson City, NV 83701
Home Ph: 775-234-0093 Wage Report Due: 022012
¥ Summary Information
Current Year : Rate 2012 : 2.95%
¥ File Reports

Liable Date 01/01/2012

Take Payments e o1/

+ Profile Maintenance Status
¥ Submit @ Request Status Date Recent Payments
Change Account Status Business Activity Unknown Payment Date Payment Amount Payment Type
My Documents Total Due Amount 50.00
¥ Maintain Users

UI Tax Due $0.00

Multi Claimant Group
P &1 Due £0.00

¥ Payments
CEP Tax Due £0.00
) Reserve Balance

Employer Requests

Req Type Req Date Status Sts Date Req Amt

Quarterly Report Summary

Qtr/Year Total Wages Taxable Wages Contr Due ContrPd  Interest Due Interest Pd Penalty Due Penalty Pd Other Due OtherPd  Balance

v

http: ffuivsebdey. detr n portingOptions, hkm?qtr=28yr=20128,_st= & Internet v EWI00% <

You will have “Smart Links” for any past due Contributions or Wage Reports that you
might have. You can use these links to file the respective reports. First, you will see
how to file a past due Wage Report:

e Click on the oldest Wage Report Due link. (If you have more than one past due
Wage Report, it's best to file the oldest one first, since the employee lists carry
forward from each quarter to the next.)

To file a report for the current quarter (that isn't past due and therefore doesn't have a
Smart Link), you'll need to:

¢ Click on the File Reports menu option

¢ Click on Reporting Options

¢ Select Enter Report using UINV

* Select the appropriate Reporting Quarter and Reporting Year
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Good Morning Harry Smith Wednesday, July 25, 2012 | @ Help | Cantact | Resaurces | Logoff
e =
. . QUARTERLY 'REPORTINGJOPTIONSY

Uneanpregment Fnvevance

HARRY SMITH 601117
Doing Business As :Harry Repair Service Business Type : Proprietorship FEIN : 34-2345677

Fields marked with an asterisk * 2re requirsd.

@  EnterReport using Ulnv
Home O

Upload Report Using File

¥ summary Information
Reporting Quarter uarter 2 |W Reparting Year 2012 |» Search
e Reorts partng O a parting (searen )
Reporting Options
View Upload Status

Make Payments [ et ]

¥ Profile Maintenance RV ERE LT
¥ Submit a Request

Change Account Status

Iy Documents

@ send © Dot send
» Maintain Users
Multi Claimant Group
Important Information
¥ Payments > .
[0 BY selecting Do NOT Send" T understand that the Nevads Department of Employment, Training A
and Rehabiltation will stop sending paper forms used for fiing quarterly contribution and wage
) reports to my address of record, I understand that because I will no longer receive paper forms
4 for reporting, I must log into Ulny each quarter and electronically file my contribution and wage
reports onling, I understand that I may withdraw my consent to no longer receive paper forms
by logging inta Ulnyv and updating my reporting options. If my request is received after the 84|
UINV ESS 2012-07-25 09: 19:51 DEV3
\@(ﬂ}mvmini Inzallabarstianwith  EIPros ORACLE"
Done € Internet R v BI00% -

2. Complete the information on the “Quarterly Reporting Options” screen.

Make sure the Enter Report using Ulnv option is selected.

Notice that the Reporting Quarter and Reporting Year default if you used a Smart
Link. (If you arrived at this screen via the File Reports option of the main menu,
you'll need to select the appropriate values.)

e From this screen you can also select to no longer receive Quarterly Report Packets
through the mail by selecting Do Not Send, clicking the "Important Information"
checkbox, and clicking the Save button.

e Click the Search button.
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Unconplogment o vamo

Fislds marked with

% Good Morning Harry Smith Wednesday, July 25, 2012 | @ Help | Contact | Resources | Logoff

HARRY SMITH 601117

Doing Business As :Harry Repair Service Business Type : Proprietorship FEIN: 34-2345677
k.

®  EnterReport using Ulnv

Home O Upload Repart Using File

[+ Summary Information

“Reporting Quarter Quarter 2 [w “ Reporting Year

Search

eports

(® Both Contribution and Wage Reports

Make Payments

(O Contribution Report Only
» Submit a Request (O Mo Wages to Report
(O Wage Report Only

Quarterly Employer Packet

Your account is set to either receive or not receive a quarterly reporting packet in the mail, If you ish
to change this setting, please make the appropriate change belaw.

® send © DoMot send

Important Information

[ By selecting Do NOT Send" T understand that the Nevada Department of Employment, Training |
and Rehabiltation wil stop sending paper forms used for fling quarterly contribution and wage |
reports to my address of record. T understand that because I will no longer receive paper forms ‘
for reporting, T must og into LInv each quarter and electronicaly fle my contribution and wage |
reports oniine. I understand that I may withdraw my consent to no longer receive paper forms
by lagging into Ulnv and updating my reporting optians. If my request is received after the |

UINV ESS 201 09:13:51
@ Capgerninincaatortonwitn IPros ORACLE"

Reporting Options
i Employer Options
View Upload Status

€ Internet

o -
'}

F00% -

DETR

Mensts Bepmrme e
e ot bebon e

3. Select the appropriate option under the “Employer Options” section (for this example

we will file both the Contribution and Wage reports for this period).

o Note that if you choose "No Wages to Report", you'll file both a Contribution and a

Wage Report with zero wages.

e Click the Next button.

UINV - ESS Employer-RS Guide State of Nevada

Page 77



DETR
Guide to Online Employer Self Service e

m Good Morning Harry Smith Wednesday, July 25, 2012

WUnconplegment Fosisvasmon

| @ Help | Contact | Resources | Logaff

HARRY SMITH 601117

Business Type : Proprietorship

Home Please SN, name, and wage informat ployee paid during the quarter,
¥ Summary Information Lol oig b o] Add
~ File Reports

Kennrtmg Ontlnns

o
g
3
2

UINV ESS 2012-07-25 03:13:51 DEV3
,ab(}l});_u\minim;auammmnwnn HiPros oracCLE"

Dane & Internet Fa v 0% -

4. When filing both a Contribution and Wage report for the same period, you will first file
the Wage Report. Complete the “Wage Report Details” screen.

If you have filed a Wage Report for a past quarter, those employees (names and SSNs)
will be pre-populated here. Complete their information as follows:

For pre-populated employees (those carried over from the past quarter) that have
wages for this period, fill in their Gross Wages (and Tip Amounts if applicable) for
this period. (You'll also be able to override Taxable Wages, if appropriate, similar to
the instructions on the next screen.)

e For pre-populated employees that don't have wages for this period (e.g., terminated
employees, those on leave, etc.), place a check mark in their corresponding box and
click the Delete button. (The system won't allow you to file the Wage Report if you
have employees listed without wages.)

Then, to add any new employees (or when entering your first Wage Report), click the
Add button.
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Good Morning Harry Smith Wednesday, July 25, 2012 | @ Help | Contact | Resc
W__M,___, p— m Emm
HARRY SMITH 601117
Doing Business As : Harry Repair Service Business Type : Proprictarship
Wage Details for Quarter/Year 2/2012
Employee Wages
Home Fieids marked vith an sstersk * == required.
¥ Summary Information
~File Reports Row Location SN * LastName*  FirstName= MI GrossWages TipAmount Taxable Wages Override Reason
Reporting Opti
- ) | | I | | |
Fiake Payments = [ I I Il I I I
» Profile Maintenance 3 ]
» Submit a Request 4 L
Change Account Status ¢ 1
My Documents. [ ]
+ Maintain Users ST ] ]
Hulli Caimant Group [~ —
¥ Payments I L
o [ I I Il I I I
| E——
u [ ] I[ I LI I I J[
12 | L
13
UINV ESS 2012-07-25 03: 19:51 DEV3
i@ Capgernini in coaboratiomitn - [1Pros ORACLE"
< | >
i Done & Internet v BI00% -

5. Complete a row for each employee that you need to add.

o The Location field is provided for employers who wish to file their wages by Nevada
Operations locations. (Employers who wish to do so should contact DETR if they
don't know their location numbers.)

e For single-name individuals (e.g., Cher), you should enter the single-name (e.g.,

Cher) in the Last Name field and enter a period (.) in the First Name field.

e For hyphenated last names (e.g., Jane Smith-Jones), enter the entire hyphenated
last name (e.g., Smith-Jones) in the Last Name field.

e If the employee did not receive any tips, you can leave the Tip Amount blank (it is
not necessary to enter "0").

e The Taxable Wages field is used only if you wish to override the system's calculated
amount, in which case you'll need to provide an Override Reason. In most cases
you should leave this field blank to accept the system's calculated amount, which is
based on the Gross Wages you enter and Nevada's taxable wage base for this
specific year (this amount is not displayed until the next screen).

e When you are done adding new employees, click the Add button.
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Good Morning Harry Smith Wednesday, July 25, 2012 | &
m ‘J‘_
- REPORTJDETATLS!
U nempiogment Sosssance 5

Doing Business As :Harry Repair Service Business Type:: Propriztorship FEIN
Wage Details for Quarter/Year 2/2012
Important Information

Home
[+ Summary Information
~ File Reports

Reporting Options Employee Wages
view Uplozad Status Fields marked with an asterisk * are required. Total Gross Wages  :

Take Payments
_ Total Taxable Wages
» Profile Maintenance

|» Submit a Request

| Change Account Status
| My Documents

> Maintain Users 10 [304-56-7839 | [smitn | [martha |E]l 20000.00] | .00 2 ][
TMulti Claimant Group

| Payments

Sel
Row al Location SSN * Last Name - First Name * M1 Gross Wages * Tip Amount  Taxable Wages o

/

I —

UINV ESS 2012-07-25 09:19:51 DEV3
i@ Capgemini ncatstoratonwin - J1Pros ORACLE

< >
ESSWageDetalsUpdate htm & Internet v EmI00% -

6. The "Wage Report Details" screen shows the comprehensive list of employees for which
you are filing wages for this period (those employees carried over from the past period,
minus any employees without wages, plus any new employees you added). Verify the
information on this screen is correct.

e If you need to make any corrections, make the changes on this screen and click the
Update button to apply them. (Note that if you click Update, the Taxable Wage
amounts will be calculated and filled in, however it's not necessary to click Update
unless you made changes.)

e If you need to remove any employees, place a check mark in their corresponding
box, and click the Delete button.

e After verifying the information on this screen, click the Next button.
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Good Morning Harry Smith Wednesday, July 25, 2012 | @ Help | Contact | Resources | Logoff
- _ ~——
- REPORTSDETAILLS)
Uncompiognens Snsissaoce - e
Doing Business As : Harry Repair Service Business Type : Proprietorship FEIN : 34-2345677
Contribution Report entry for 2/2012
Total Gross Wages* 20000.00
Home Total Taxable Wages * 20000.00
¥ Summary Information  Excess Wages
~ File Reports
Reporting Options Please enter the Number of covered employees who received pay for any part of the payroll period including the 12™ of each month of the quarter.
wiew Upload Status April®
Make Payments e
» Profile Maintenance
June*

» Submit a Request
Change Account Status
My Documents

F Maintain Users

Multi Claimant Group

» Payments
i
UINV ESS 2012-07-25 09:19:51 DEV3
i Capgeminincatatortionwitn - J1Pros ORACLE"
Done & Internet 5 - How -

7. Complete the fields on the "Contribution Report Details" screen.

o If you had chosen to file just the Wage Report, you would instead arrive on the
"Certification" screen (shown in the next step).
e Notice that the Total Gross Wages and the calculated Total Taxable Wages

automatically carry forward from the Wage Report; however, you can override
these amounts if necessary. (If you had chosen to file just the Contribution Report,
you will need to manually enter these amounts.)

o Excess Wages is the total amount of wages that exceed the annual taxable wage
limit for individual employees (this is not a required field).

e When you have completed this screen, click the Next button.
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‘Good Morning Harry Smith Wednesday, July 25, 2012 | @ Help | Contact | Resources | Logoff
- CERTIFICATION

Unconplogment Tosisvamon

HARRY SMITH 601117

Doing Business As : Harry Repair Service Business Type : Proprietorship FEIN : 34-2345677
Certification
* [ 1Harry Smith, certfy that the information provided on these forms is correct and true to the best of my knowledge.
O th, that the infor ided on these for d the best of my knowled
Home
[ Summary Information
|~ File Reports
Terr e TreTs Report summary for Quarter/Year 2/2012
View Upload Status Legal Business Neme HARRY SMITH Business Type Proprietorship
Make Payments FEIN 34-2345677
¥ Profile Maintenance
* Submit 2 Request Number of Covered Employees Aprit 1 May: 1 June: 1
| Change Account Status o) oo wages: $20,000.00 Contribution: $590.00
Iy Documents
Total Taxable Wages: 520,000.00 Interest: $0.00
¥ Ma Users
Excess Wages: 0.00 Penalty: $0.00
™ mant Group
S Payments Tax Rate: 2.95% Spedial Charge: s0.00
— Total Amount Due: 0,00
i
g frployee Wages
1
Location  SSH Lastame  FirstName  MI Gross Wages TipAmount  Taxable Wages Override Reason
993 04567899 Smith Martha K 520,000.00 $0.00 $20,000.00
UINV ESS 2012-07-25 03:19: 51 DEV3
iNiincaatrstionwin  IPros ORACLE"
Done & Internet 43 - Biow -

8. Review the information on the “Certification” screen (this screen may look a little
different depending on which report (s) you are submitting.

e If you need to update any of the information, click the Edit button in the
appropriate section.

e BEFORE submitting the report(s), it is recommended that you print the report
information using the Print button.

e Once you verified that the information is correct, check the Certification box and
then click the Submit button.
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Uploading Employer Reports

Background

The Employer Self Service (ESS) system provides employers and Reporting Services with the
ability to submit Wage Reports online by manually entering the wage details or uploading a file
containing the wage detail information. This topic will cover the report upload process. The
online data entry process is discussed in a separate section.

Employers may use one of two accepted file formats:

e Upload a Comma Separated Value (CSV) or tab delimited file to report wage detail
information.

e Upload an Electronic Filing W2 (EFW2), formerly MMREF, to file both the Contribution
and Wage Reports.

Both formats are uploaded in the same manner. The upload process accepts one or more
original reports.

The system provides the ability to test the file prior to actually uploading it, in order to verify
that the file will process without any issues. The employer may view the results of the test, or
the actual uploaded file, on the "Upload Status" screen. If the file fails when uploaded, the
employer must correct the file and upload it again. The failed file data is not retained.

This topic will simulate the report upload process. More specifically, it will describe the
processes used to:

e Access the upload screen
e Test the file to be uploaded
e Upload a EFW2 wage file

e View the wage details of the uploaded file

View the statistical data for the uploaded file

EFW?2 instructions are provided on the DETR website:
http://ui.nv.gov/ESSHTML/electronic_specs.htm.

CSV and tab delimited file formats are defined at:
http://devapps.nvdetr.org/crphtml/help tw upload.htm#p delimiter
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Instructions
1.

Guide to Online Employer Self Service

Log into ESS or navigate to your “Employer Summary” screen.

M ncamplogment Snviramce

Home

[ Summary Information

@ Help | Contact | Resources | Logoff

Good Morning Dayton Guy

Thursday, September 15, 2013 A

DAYTON GUY 601403

Doing Business As : Ready To Go Business Type: Corgaraten FEIN: 23-6030202
Primary Address 11 WELS Contribution Repart Due: 02Y2013 A
GREENWOOD, IN 46143 =
ph: 333-333-3333) Contribution Repart Due: 01Y2013
Contribution Report Due: Q4Y2012
Contribution Report Due: Q3Y2012

Current Year : Rate 2013 : UI 2.95%; CEP 0.05%

Recent Items

= Liable Date 01/01/2011
Make Payments p— e AN L]
Status Active
¥ Submit @ Request Status Date 01/01/2011 Recent Payments
Change Account Status | g siness Activity Retail Bakeries Payment Date Payment Amount . Payment Type
[+ Maintain User: 08/19/2013 $100.00 Manual E
" n Users Total Due Amount 0.00 118/ 9
¥ Benetits Information 08/19/2013 $-100.00 Manual
_ UI Tax Due $0.00
08/19/2013 $100.00 Manual
P &1 Due $0.00
¥ Payments
— CEP Tax Due $0.00

Reserve Balance

[E—— Employer Requests

Status
Denied

Req Type Sts Date

Refund Reg

Req Date
08/15/2013

Req Amt
$50.00

Quarterly Report Summary -

Qtr/Year Total Wages Taxable Wages Contr Due Contr Pd Interest Due Interest Pd Penalty Due Penalty Pd CEP Due  CEP Pd Balance
3/2013 $0.00 $0.00 $0.00 0.00 s0.00 s0.00 50.00 0.00 50.00 s0.00 s.00 A
22013 <0.00 0.00 0.00 50.00 <0.00 0.00 0.00 50.00 0.00 ©.00  (5100.00)
1/2013 §0.00 §0.00 $0.00 $0.00 §0.00 $0.00 $0.00 $0.00 §0.00 $0.00 $0.00 I
42012 §0.00 §0.00 $0.00 $0.00 §0.00 §0.00 §0.00 $0.00 $0.00 §0.00 §0.00
2012 000 000 000 000, 000 0. 00 000 000, 000 0. 00 0. 00 o o
i Done & Internet v W00k <

DETR

Mensts Bepmrme e
T st bbsbin

2. Click the File Reports link from the left hand menu. Then click the Reporting Options

link.
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% Good Morning Dayton Guy Thursday, September 19, 2013 @ Help | Contact | Resources | Logoff

Unconplogment o vamo
DAVTONGUY 601403

Doing Business As :Ready To Go Business Type: Corparation FEIN : 23-6030202

@  Enter Report using Ulnv

Home @  Upload Repart Using File
+ Summary Information

Reporting Options

View Upload Status
Make Payments
T Prol ey Quarterly Employer Packet

Your account s set to either receive or not receive a quarterly reporting packetin the mail, If you wish
to change this setting, please make the appropriste change belaw.

[ Submit a Request
Change Account Status

@® send © DoMot send

Important Information

] By selecting "Do NOT Send” T understand that the Nevada Department of Employment,
Training and Rehabilitation will stop sending paper forms used for fiing quarterly contribution
and wage reports to my address of record, I understand that because I will no longer receive
paper forms for reporting, I must log into Ulnv each quarter and electronically file my

] contrbution and wage reports online. T understand that I may withdraw my consent to no

4-/ longer receive paper forms by logging into UInv and updating my reporting options. If my >

Recent Items

UINV ESS 2013-09-17 1. 56 DVT

i Capgeminincatatortionwitn 1Pros ORACLE"

DETR

Do st
T st bbsbin

i Done € Internet v W100% -

3. Select the Upload Report Using File option, and click the Next button.

Good Morning Dayton Guy Thursday, September 19, 2013 @ Help | Contact | Resources | Logoff

REPORTS

Uncaplesiment Tinssance

Doing Business As :Ready To Go Business Type : Corgaration FEIN: 23-6030202
Please select the File Format
@ w2
| Home O Comma [Tab delimited
|» Summary Information O 1cesa
|~ File Reports
Reporting Options Please select the file to upload
view Upload Status [ |[(Browse.. ]
| Make Payments Click here ¢ ¢
» Profile Maintenance
Reports Certification
Change Account Status 11, Dayton Guy certfy that the infarmation provided on this fl is true and accurate.
¥ Maintain Users
| ¥ Benefits Information

UINY ESS 2013-09-17 12:23:56 DVT
@i Capgeminiincatatorstionwin §1Pros ORACLE"

Tnternet 4y | ®ioow -
&

i Done

4. Select the appropriate File Format option. Then click the Browse button.
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Good Morning Dayton Guy

Thursday, September 19, 2013 @ Help | Contact | Resources | Logoff

Choose File to Upload

Look in. [[F Deskiop =l O # e m-

Type: Corporation FEIN : 23-6030202

My Recent
Documents

@

Desktop

&

ocuments

=
5
=}

&

My Eomputer | —

ccurate.

e 3 |
Q - ’
My Metwork — File name: E01403-04201TMMREF.tt 2 Open
it | :|| [Cme |

Files of type |A|| Filess [ Cancel
o |

UINV ESS 2013-09-17 12:23:56 DVT

@ Capgeminincatatortionwitn §iPros ORACLE"

] Done, buk with errors on page. € Internet v WI00% -

5. Locate the desired file on your PC, and click the Open button.

Good Morning Dayton Guy Thursday, September 19, 2013

=
U PLOA REPORTS

DAYTON GUY 601403

@ Help | Contact | Resources | Logoff

WUncinplogment o vamo

Doing Business As :Ready To Go Business Type: Corparation FEIN : 23-6030202
Please select the File Format
@ erwz
| Home O Comma [Tab delimited
+ Summary Information O 1cesa
|~ File Reports
Reporting Options Please select the file to upload
Wiew Upload Status |C ‘\Documents and Seni“ Browse ]
Make Payments j—— P

» Submit a Request

Reports Certification
Change Account Statiis |/ 12 ton Guy certify that the information provided on this fil is true and accurate.
[V Maintain Users
- -
Benefits Information Test File | Upload
Hulti Claimant Group

¥ Payments.

Recent Items

UINY ESS 2013-09-17 12:23:56 DVT
@ Capgenminincanamrstanwin BIPros ORACLE"

.| Done, but with errors on page. Intsrnet Sy ov | EW100% <
&

6. Itis recommended that you test the file prior to uploading it. Click the Test File button.
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Good Morning Dayton Guy Thursday, September 19, 2013 @ Help | Contact | Resources | Logoff
m T
. T "UPLOADYREPORTS
Unemplogment Sosussance i

Doing Business As :Ready To Go Business Type : Corparation FEIN : 236030202
Please check back later for the results on the Upload Status screen
Please select the File Format
Home @ erwiz
¥ Summary Information O Comma [Tab delimited
~ File Reports O 1cEsa
Reporting Options
view Upload Status Please select the file to upload

Make Payments [ |[(Browse.. ]

* Profile Maintenance Click here to view the fie format.

» Submit a Request

e

G
Maintain Users O 1L certify that the information provided on this fil is true and accurate.
» Benefits Information
TMulti Claimant Group ~eerre W ooend
¥ Payments

Recent Items

UINY E55 2013-09-17 12:23:56 DVT
i (}lpg(‘minimmummmwnn HiPros ORACLE’
| Done & Internet - ®ow -

7. Notice the green message toward the top of the screen to check back later for the
results. Click the View Upload Status link from the left hand menu.
(If there had been issues with the file’s format, you instead would have received an
error message at the top of the screen, in which case you would need to make any
appropriate changes to the file and then retest it by starting again with Step 3.)
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Good Morning Dayton Guy Thursday, September 19, 2013 ) Help | Contact | Resources | Logoff

.
. UPLORDYSTATUSYLTS TS

DAYTON GUY 601403
Doing Business As :Ready To Go

Uneapiegment Tivarance

‘F

Business Type: Corporation FEIN : 23-6030202

Upload Status List

Home
¥ Summary Information Upload Date:* [09/19/2013 | ] qumjo prvvry
~ File Reports

Reporting Options
View Upload Status Select UploadDate  Upload/Test E"";"::':.;"*"::"’ LogonUserName  Upload File Location FileName  Upload Status
Make Payments . = .
/- C:\fakepath\601403- 601403~
B Protic Mamtenance O 09/19/2013 Test DAYTOM GUY DAYTONGUY 04201 1MMREF. txt 04201 IMMREF. bt Passed
| A C:\fakepath\60 1403- 601403
» Submit a Request (@) 09/13/2013 Test DAYTON GUY DAYTONGUY SeCe T Passed
Change Account Status
Statistics

¥ Maintain Users
» Benefits Information
Multi Claimant Group

¥ Payments.

Recent Items
)

[

UINV ESS 2013-09-17 12:23:56 DVT
@ Capgerninincatatortonwitn IPros ORACLE"

@ mternet B A S L

/5| Done

8. By default, the “Upload Status List” displays the files (test and real files) that you
uploaded today. Locate the file you tested.

e If the Upload Status is “Passed”, you are ready to upload the file. Click the
Reporting Options link from the left hand menu to return to the “Quarterly

Reporting Options” screen.

e If the Upload Status is “Failed”, select the file and click the Details button.

Even though this file “Passed”, click the Details button.
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Good Morning Dayton Guy Thursday, September 19, 2013 @ Help | Contact | Resources | Logoff
" UPLOAD STATUSYDETATISILISTS
Uncompiognent Sosissarace - ——n

Doing Business As :Ready To Ga Business Type:: Corparatien FEIN : 23-6030202
Upload Status Details List
Home
Employer/Report
¥ Summary Information Upload Date: 09/15/2013 Upload/Test: Test S'gxk\f'; ;’ mEEI” NG payTON GUY
» File Reports Logon User Hame: DATTONGLY Upload File Location:  CVakepathl601403- File Hame: 501403-0420 11MMREF. txt

0420 1IMMREF. txt

Make Payments Upload Status:  Passed

e e
rin
¥ Submit a Request

Change Account Status e P
+ Maintain Users Seq#  Account Employer Name Report/Wage Quarter/Year ssh Location Season Error Description
¥ Benefits Information Humber Report
it 501403 AUG RUSH Wage Report 42011 030-46-5363
Multi Claimant Group
20 601403 AUG RUSH Wage Report 4f2011 190-52-1153
¥ Payments
21 601403 AUG RUSH Wage Report 4/2011 287-94-2803
I Recent Ttems 2 801403 AUG RUSH Wage Report af2011 451-45-5086
) 2 501403 AUG RUSH Wage Report /2011 525-43-4111
— 2 501403 AUG RUSH Wage Repart /2011 530-99-4668
2 501403 AUG RUSH Wage Report 42011 549-35-0728
% 501403 AUG RUSH Wage Repart 42011 555-41-1489
7 501403 AUG RUSH Wage Report 42011 614-60-5681
% 501403 AUG RUSH Wage Report 4011 628-42-1155

Cancel

UINY E55 2013-09-17 12:23:56 DVT
@ Capgerninincatatortionwitn - IPros ORACLE"

i Done € Internet v 0% -

9. You arrive on the “Upload Status Details List” screen that provides record-level error
messages (e.g., error messages indicating if there are issues with specific record lengths,
if records are in the wrong positions, if key data elements are missing or in an incorrect
format or outside their acceptable ranges, etc.). Be sure to read the message(s)
carefully and adjust your file. Then re-test your file to make sure it passes before
actually uploading the file.

o If your test file’s Upload Status was “Passed”, you are now ready to submit the
report. Click the Reporting Options link from the left hand menu to return to the
“Quarterly Reporting Options” screen.
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Thursday, September 19, 2013 @ Help | Contact | Resources | Logoff

Good Morning Dayton Guy

Unconplogment o vasmo

DAYTON GUY 601403

Doing Business As :Ready To Go Business Type : Corporation FEIN : 23-6030202

Fislds marked with

® Enter Report using UInv

Home @  Upload Report Using Fie

Quarterly Employer Packet

Your account is set to either receive or not receive a quarterly reporting packetin the mail. If you wish
to change this setting, please make the appropriate change below.

¥ Summary Information

|~ File Reports
Reporting Options
View Upload Status

@® send © DoMot Send

Important Information

[T By selecting "Do NOT Send” T understand that the Nevads Department of Employment, A
Training and Rehabilitation will stop sending paper forms used for fiing quarterly contributon |
and wage reports to my address of record, T understand that because [ will no longer receive
paper forms for reporting, I must log into UInv each quarter and electronically file my
contrbution and wage reports online. T understand that I may withdraw my consent to no
longer receive paper forms by logging into UInv and updating my reporting aptions. If my ~

Recent Items

[

UINV ESS 2013-09-17 12:23:56 DVT

i (. Inzaliaarstianwitn EIPros ORACLE"

F100% -

€ Internet

“
=5
.

i Done

10. You are returned to the “Quarterly Reporting Options” screen.

e Re-select the Upload Report Using File option and click the Next button.

DETR
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& Help | Contact | Resources | Logoff

Good Morning Dayton Guy Thursday, September 19, 2013

YREPORTSY

(=
ar)
[
(=)
g
=)
A,
o
(2

‘IIWI oswsance
DAYTON GUY 601403

Doing Business As :Ready To Go Business Type : Corparation FEIN : 236030202
Please check back later for the results on the Upload Status screen

Please select the File Format

Home @ w2
|* Summary Information () Comma /Tab celimited
~ File Reports O 1ce58
Reporting Options
View Upload Status Please select the file to upload
Make Payments | H T ]

+ Profile Maintenance
[ Submit a Request
[ Change Account Status e

»
Maintain Users [0 L certify that the information provided on this fil is true and accurate.,
» Benefits Information

Hulti Caimant Group TestFileJ] Upload

[ Payments

Click here to view the file format,

Recent Items.
|

-

UINY ESS 2013-09-17 12:23:56 DVT
i Capgemini ncatstorationwin - [J1Pros ORACLE"

] Done € Internet Gh v I -

11. Re-select the appropriate File Format.
e Re-click the Browse button to locate and select (“Open”) the appropriate file.

e Read the statement in the “Reports Certification” section, and upon agreeing, click
the related checkbox.

o Click the Upload button (this time you are going to submit the file).

Good Morning Dayton Guy Thursday, September 19, 2013 @ Help | Contact | Resources | Logoff

s D

UPLO

Wa.-wmr S sit wirsree
DAYTON GUY 601403

Doing Business As :Ready To Go Business Type: Corparation FEIN : 236030202
Please check back later for the results on the Upload Status screen
Please select the File Format

| Home @ erwz
[* Summary Information () Conma /Tab deimited
~ File Reports O 1cesa
Reporting Options
View Upload Status Please select the file to upload

TMake Payments [ |(Browse..

» Profile Maintenance Click here to e

¥ Submit a Request

Change Account Status Rep.ms(e r—

3
| Maintain Users I, cartify that the information provided on this il is true and accurate.,
» Benefits Information
Fulti Claimant Group T AT

¥ Payments

Recent Items
/

[ ——

UINV ESS 2013-09-17 12:23:56 DVT
“® Capgeminincalabrsianwin BiPros ORACLE"

i Dons & Internet Sy v BI00% v
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12. Again, notice the green message toward the top of the screen to check back later for the
results. Click the View Upload Status link from the left hand menu.
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Good Morning Dayton Guy Thursday, September 19, 2013 @ Help | Contact | Resources | Logoff
w V
e 44 | UPLOADYSTATUSYLISTS

WUnoonplogment o vamo

DAYTON GUY 601403

‘?

Doing Business As :Ready To Go Business Type : Corparation FEIN : 236030202
Upload Status List
Home
+ Summary Information Upload Date:* [09/19/2013 | T8 um/oo vy
~ File Reports
Reporting Options
View Upload Status Select UploadDate  Upload/Test E'“';':!:i; L Reporting | ogonUserame  Upload File Location FileName  Upload Status
Take Payments oo - :
; \fakepath|60 1403- 801403-
o s e} 09/19/2013  Testand Upload DAYTON GUY DAYTONGUY e S0 e Pessed
o Ci\fakepath|60 1403- 801403
> Submit = Request fo] 09/19/2013 Test DAYTON GUY DAYTONGUY ke S o Pessed
Change Account Status I C:\fakepath\601403- & -
g O 09/19/2013 Test DAYTON GUY DAYTONGUY 04201 IMMREF. bt 0420 1 IMMREF. bt Passed
¥ Maintain Users
3
Benefits Information ——
Tulti Claimant Group —
¥ Payments

Recent Items

UINY ESS 2013-09-17 12:23:56 DVT
i Capgeminincatatortionwitn 1Pros ORACLE"
i Done & Internet iy v 100k -

13. Locate the appropriate upload and verify that the Upload Status is “Passed”. If so, the
file upload\filing process is now complete.

If desired, you can select the file and click the Details button to view all of the data
that was included in the file (the information will be read-only and cannot be
changed on that screen). After viewing the information, you would click the Cancel
button to return to the “Upload Status List” screen.

e If desired, you can select the file and click the Statistics button to see additional
information about the upload, such as the wage totals, the amount of time it took to
upload the file, and additional information.

If you receive error messages related to specific records when uploading a file, all
records will post to the employer’s account except for the ones containing the errors.
You will need to correct and resubmit the problematic records separately in another
upload file or enter them separately using the ESS data entry screen.
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Amending Contribution and Wage Reports

Background

This topic describes the process used by employers and Reporting Services to amend previously
submitted Contribution Reports and Wage Reports using ESS. Since the amount of total wages
must be the same on both the Contribution Report and Wage Report, most changes will require
that you update both reports in order to keep them in balance. For example, if you add, change
or delete employees (and therefore their wages) on a quarter’s Wage Report (and therefore
affecting the overall total wages on that report), you will need to update the total wages
amount on the Contribution Report to keep them in sync. (If the two reports are not in balance,
you will receive discrepancy correspondence after the end of the quarter.) This topic will show
you how to update both types of reports.

More specifically, this topic describes the process used to:
e Add wages to an existing Wage Report
e Update wages on an existing Wage Report
e Delete wages from an existing Wage Report

e Amend an existing Contributions Report

Instructions

1. Loginto ESS or navigate to your “Employer Summary” screen.

Good Afternoon Jane Clairy Wednesday, April 16, 2014 @ Help | Contact | Resources |Logoff ~ ~

~——

EMPLOYERYSUMMARY}
Uneampizgmons Fosurance = —=
JANES BIKE SHOP 000697059
Doing Business As : Abc Business Type : Proprictarship FEIN : 45-1020938 Related Account: Select  ~
Primary Address 3241 MAIN 5T 0 .
ey \age Repart Due: 01¥2014
Home Ph: 775-778-3912 Payments Due
¥ Summary Information
Current Year : Rate 2014 : UI 2.95%; CEP 0.05%
¥ File Reports
i rayments Liable Date 07/01/2013
+ Profile Maintenance Status Active
¥ Submit @ Request Status Date 07/01/2013 Recent Payments
Change Account Status | ggreqs Actvity P Payment Date Payment Amount  Payment Type
My Documents Total Due Amount $852.39 3
¥ Maintain Users
UI Tax Due $852.39
¥ Benefits Information
— P &1Due $12.39
Multi Claimant Group
CEP Tax Due £14.00

¥ Payments

Reserve Balance £0.00
/

Employer Requests

Req Type Req Date Status Sts Date Req Amt

|

Quarterly Report Summary o

Qtr/Year Total Wages Taxable Wages Contr Due ContrPd  Interest Due Interest Pd Penalty Due Penalty Pd CEPDue  CEPPd  Balance

2{2014 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
42013 $14,000.00 $14,000.00 $413.00 $0.00 $12.39 $0.00 $0.00 $0.00 £7.00 $0.00 $432.39
3/2013 $14,000.00 $14,000.00  $413.00 $0.00 $0.00 §0.00 $0.00 $0.00 £7.00 $0.00 $420.00

H100%

2. Click the File Reports link from the left hand menu. Then click the Reporting Options
link.
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Good Afternoon Jane Clairy Wednesday, April 16, 2014 @ Help | Contact | Resources | Logoff

~——m
QUARTERLY 'REPORTINGIOPTIONS

Doing Business As : Abc Business Type : Proprietorship FEIN : 45-1020938 Related Account: Select ~
Fields marked with an asterisk * are required.

Unwonpregment o rance

Enter Report using UInv
Home

Upload Report Using File

¥ Summary Information

_ *Reporting Quarter - * Reporting Year - Search
e Reports Porting Q porting [search |
Reporting Options
View Upload Status =
Make Payments
Quarterly Employer Packet
T Submit 2 Request Your accountis set to either receive or not receive a quarterly reporting packetin the mail. If you wish

ta change this setting, please make the appropriate change below.

My Documents

© Do Mot Send
» Benefits Information
Important Information
[ By selecting Do NOT Send" I understand that the Nevada Department of Employment, -
¥ Payments Training and Rehabilitation wil stop sending paper forms used for fling quarterly contribution

and wage reports to my address of record. I understand that because I will e longer receive ﬂ
paper forms for reporting, | must log into Ulnv each quarter and electronically fie my

contribution and wage reports online. [ understand that I may withdraw my consent to no
- longer receive paper forms by logging into UInv and updating my reporting options. If my 3

UINV ESS 2014-04-16 09:13:17 DEV3
i C: iNfincalatrstanwin FIPros ORACLE"

H100% ¥

3. The system displays the "Quarterly Reporting Options" screen. (Note that if you have
more than one employer account linked to the logon ID, you can change between them
via the Related Account pull down field toward the upper right.)

First, you will see how to manually amend a previously submitted report.
e Make sure the Enter Report using Ulnv option is selected.
e Select the appropriate Reporting Quarter and Reporting Year.

e Click the Search button.

Good Afternoon Jane Clairy Wednesday, April 16, 2014 @ Help | Contact | Resources | Logoff

. ARTERLY 'REPORTINGIOPTIONS

Doing Business As : Abc Business Type: Proprictorship FEIN : 45-1020938 Related Account: Select ~
Fields marked with an asterisk * are required.

it verimee

Unempsicgment .

Enter Report using Ulnv

Home Upload Repart Using File

> Y
~ File Reports

o
Employer Optios
View Upload Status IO

Amend Contribution Report

*Reporting Quarter Quarter 3 v * Reporting Year 013 * Search |

Make Payments
Amend Wage Report

Add Wage Records
Update Wage Records

Delete Wage Records

Quarterly Employer Packet

Your account is set to either receive or not receive a quarterly reporting packet in the mail. If you wish
to change this setting, please make the appropriate change below.

© Do Mot Send

Important Information

[F] By selecting Do NOT Send" I understand that the Nevada Department f Employment, -
Training and Rehabiltation wil stop sending paper forms used for fiing quarterly contribution [
and wage reports to my address of record. T understand that because I will no longer receive ﬂ
paper forms for reporting, I must log into Ulnv each quarter and electronically file my
contribution and wage reports online, T understand that I may withdraw my consent to no
langer receive paper forms by logging into Ulnv and updating my reporting options. If my -

UINV ESS 2014-04-16 09

wi Capgeniniincaiis orstiansi

H100% v
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4. The system determines that the reports have been previously filed for this quarter, and
offers only the options to amend them. (Notice that under the “Quarterly Employer
Packet” section, you also have the ability to update the option to not have the quarterly
report packet mailed each period if you instead will be filing online.)

The next few steps will show how to manually amend a Wage Report.

From the Quarterly Reporting Options screen select the desired option for
amending a Wage Report (“Add Wage Records”, “Update Wage Records”, or
“Delete Wage Records”), and click the Next button.

Depending on your selection, you will advance to one of the following screens (skip to
the appropriate step below based upon your selection).

Good Afternoon Jane Clairy Wednesday, April 16, 2014 @ telp |C

pUACEE AT

w...-«,..r.ﬁ,....-u ossvance
JANES BIKE SHOP 000697059

Doing Business As : Abc
Wage Details for Quarter/Year 3/2013
Employee Wages

Home Fields marked viith an asterisk * are required.

Business Type : Proprietorship

:45-1020938

;

¥ Summary Information

~Tile Reports Row location  SSH* Last Name * FirstName = MI  GrossWages*  TipAmount Taxable Wages Override Reas
Reporting Options
View Upload Status
Make Payments

1

2

» Profile Maintenance 3
» Submit a Request 4
Change Account Status 5
6

7

8

s

My Documents

» Benefits Information
Multi Claimant Group
» Payments

-,
13
[ mar | e ]
UINV ESS 2014-04-16 09:13:17 DEV3
}*(?il})},’?‘ll}ill‘i\ncq\labaraxinnwnh BiPros oRACLE
: 8 #,100% :
a. Ifyouselected “Add Wage Records”, you will arrive on the “Add Wage Details”

screen.

e Complete a row for each Wage Record that you need to add (the process is
similar to when you first entered the wage report).

e If desired, you can click the Update Totals button toward the upper right of the
screen to have the system compute updated Total Gross Wages and Total
Taxable Wages reflecting the wages you entered, since afterwards you will
need to update these values on the corresponding Contribution Report to keep
it in sync. (You may need to scroll to the right to see this button).

e When you are done completing the screen, click the Add button.
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Good Afternoon Jane Clairy Wednesday, April 16, 2014 @ Help | Contact | Resources |Logoff ~ «
Bt ~
. —— CONFIRMATION

Unowmplegment Soursance
Doing Business As : Abc Business Type : Proprietorship FEIN : 45-1020938 Related Account: Select v
Confirmation Page Print

Congratulations! You have successfully amended your Wage report with the Nevada Department of Employment, Training & Rehabilitation
Your confirmation number is 10943597

Home
Account: 697053
¥ Summary Information
= Legal Name: JANES BIKE SHOP
~ File Reports
— — Report Quarter: 3
Reporting Options
— - Report Year: 2013
HMake Payments Number of Records: 7
¥ Profile Maintenance Total Grass Wages: $35,000.00
> Submit a Request Total Taxable Wages: $27,000.00
Change Account Status ¢ e Wednesday, Apri 16, 2014 03:02:33 PM
Hy ks

» Maintain Users
¥ Benefits Information
Multi Claimant Group

If you have not submitted your Contribution report, please submit it before the fiing due date to avoid penalty.

+ Payments

UINV ESS 2014-04-16 09:13: 17 DEV3
i Capgeminincatatortionwitn 1Pros ORACLE"

®100% ~

The system then displays a "Confirmation" screen that provides a summary of the Wage
Report information, including the date and time that the Wage Report was amended
and a Confirmation Number for reference. There is also a Print button available to print
a hard copy of the confirmation information.

You can then click the “Confirmation” screen’s Home button to return you to the
"Employer Summary" screen, or click the Reporting Options link to make additional
amendments to a report.

See the note following Step 4c regarding the need to also update the Contribution Report
to keep it in sync.
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Home

» Summary Infor
¥ File Reports

Change Accoun
My Documents

¥ Maintain Users

¥ Payments

Make Payments e

¥ Profile Maintenance Fiekds marked vith an asterisk =
¥ Submit a Request

¥ Benefits Information
Multi Claimant Group

OoooooEo O

Guide to Online Employer Self Service R
Good Afternoon Jane Clairy Wednesday, April 16, 2014
Doing Business As : Abc Business Type : Proprietorship FEIN: 45-1020938

Wage Details for Quarter/Year 3/2013

‘mation

it Status

Location SSN Last Name * First Name MI  GrossWages TipAmount  Taxable Wages O

1 111-22-3340 Miller Shanna 8000.00 0.00
1 111-22-333% Mankin Bethany 7000.00 0.00
1 111-22-3338 Hampton Ian ©000.00 0.00
1 111-22-3337 Holloway Giselle 5000.00 0.00
1
1
1

111-22-3336 Rankin Glenda 4000.00 0.00
111-22-3335 Smothers susan 3000.00 0.00
111-22-3334 Morris Charity 2000.00 0.00

UINV ESS 2014-04-16 08: 13: 17 DEV3
@i Capgemini incaasranwih BIPros ORACLE

o

If you selected “Update Wage Records”, you will arrive on the “Update Wage

Details” screen. This screen lists all employee wages contained on the selected

qua

rterly report. Be sure to read the information in the "Important Information"

section before making changes to the wage records.

Place a checkmark in the checkbox for any records you wish to update.
Update those records with corrected wage information as appropriate.

You will need to provide a Change Reason for any records you update (you may
need to scroll to the right to see this column).

After updating all of the appropriate records, you may wish to click the Update
Totals button toward the upper right of the screen to have the system compute
updated Total Gross Wages and Total Taxable Wages reflecting the changes
you made, since afterwards you will need to update these values on the
corresponding Contribution Report to keep it in sync.

When you are done updating the appropriate records, click the screen’s Next
button.

The system then displays a "Confirmation" screen that provides a summary of
the Wage Report information, including the date and time the Wage Report was
amended and a Confirmation Number for reference. There is also a Print
button available to print a hard copy of the confirmation information. (See Step
(a) above for an example of this screen.)

You can then click the “Confirmation” screen’s Home button to return you to
the "Employer Summary" screen, or click the Reporting Options link to make
additional amendments to a report.

See the note following Step 4c regarding the need to also update the Contribution Report

to keep

it in sync.
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Good Afternoon Jane Clairy Wednesday, April 16, 2014 @ Help | Contact | Resources |Logoff
~—

iy NG e e

Doing Business As : Abc Business Type : Proprietorship FEIN = 45-1020938 Related Account: Select v
Wage Details for Quarter/Year 3/2013

+ Summary Information Total Gross Wages:  35,500.00

¥ File Reports Total Taxable Wages: ~ 25,000.00
Take Payments [] ssm Last Hame First Name MI Gross Wages Taxable Wages  Reason* =

} Profile Maintenance [ 111223340 Miller Shanna ,000.00 8,000.00 -

* Submit a Request = 111223339 Manikin Bethany 7,500.00 1,000.00 Employer amended wages/tips -
Change Account Status | = 1) 1559338 Hampton Ian 6,000.00 3,000.00 -8
My Documents 111223337 Halloway Giselle 5,000.00 5,000.00 -

¥ Maintain Users

fuy o [F 111223338 Rankin Glenda 4,000.00 2,000.00 -
nformation
e B 111923335 Smothers Susan 3,000.00 3,000.00 -/
S Fayments B 111223334 Morris Charity 2,000.00 3,000.00 v -
]
UINV ESS 2014-04-16 09:13: 17 DEV3
@i Capgeminincaatortionwin §iPros ORACLE"
#100% ~
“ ” H . u«
c. Ifyouselected “Delete Wage Records”, you will arrive on the “Delete Wages

Details” screen. This screen lists all employee wages contained on the selected
quarterly report.

e Place a checkmark in the checkbox for any records you wish to delete.

e You will need to provide a Reason for any records you wish to delete. Select
from the choices provided for that field.

e After selecting all of the appropriate records, and providing a reason for each,
click the screen’s Delete button.

e Review the information on the resulting "Wages Delete Confirmation" screen,
and if correct, click the Confirm Delete button.

e The system then displays a "Confirmation" screen that provides a summary of
the Wage Report information, including the date and time the Wage Report was
amended, and a Confirmation Number for reference. There is also a Print
button available to print a hard copy of the confirmation information. (See Step
(a) above for an example of this screen.)

e You can then click the “Confirmation” screen’s Home button to return you to
the "Employer Summary", or click the Reporting Options link to make additional
amendments to a report.

Note that when you make a change to an existing Wage Report, you need to update
the corresponding Contribution Report (described next) so that they remain in
balance. (If the two are not in balance, you will receive discrepancy correspondence
after the end of the quarter.)
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The next few steps will show how to manually amend a Contribution Report.

Good Afternoon Jane Clairy Wednesday, April 16, 2014 @ Help | Contact | Resources | Logoff

Unwonpreyment o vance

JANES BIKE SHOP 000697059
Doing Business As : Abc Business Type: Proprictorship FEIN : 45-1020938 Related Account: Seect ~
Fields marked with an asterisk * are required.

) Enter Report using Ulnv

Home (5] Upload Repart Using File

*Reporting Quarter - * Reporting Year - Search |

Reports
Reporting Options

View Upload Status
Make Payments
Quarterly Employer Packet

Your account s set to either receive or not receive a quarterly reporting packetin the mail. IF you wish
to change this setfing, please make the appropriate change below.

* Maintain Users

» Benefits Information
————— Important Information
[ By selecting "Do NOT Send” T understand that the Nevada Department of Employment,
» Payments Training and Rehabiltation wil stop sending paper forms used for filing quarterly contribution
EE— 2nd wage reports to my address of record. I understand that because I will no longer receive H
paper forms for reporting, I must log into Ulnv each quarter and electronically file my
/ contribution and wage reports online. I understand that I may withdraw my consent to no
v longer receive paper forms by logging into Ulnv and updating my reporting aptions. If my ad

UINV ESS 2014-04-16 09:13:17 DEV3
liincalatarstianwin ¥IPros ORACLE"

H100% v

5. Onthe “Quarterly Reporting Options” screen:
e Make sure the Enter Report using Ulnv option is selected.
e Select the appropriate Reporting Quarter and Reporting Year.

e C(Click the Search button.

Good Afternoon Jane Clairy Wednesday, April 16, 2014 @ Help | Contact | Resources |Logoff ~ “

Uncapieyment Jnevance

JANES BIKE SHOP 000697059

Doing Business As : Abc Business Type: Proprietorship FEIN: 45-1020938 Related Account: Select ¥
Frelds marked with an asterisk * are required.

) Enter Report using Ulnv

H
[ Summary Information
Reports
e ooy gt |
Employer Optio
View Upload Status —

Amend Contribution Report

) Upload Report Using File

“Reporting Quarter Quarter 3 ¥ “ Reporting Year 013 - Search |

Make Payments

¥ Profile Maintenance Amend Wage Report

+ Submit a Request @) Add Wage Records

|~ Change Account Status Update Wage Records
My Documents Delete Wage Records

» rs
» Benefits Information
Mul ant Group Quarterly Employer Packet

+ Payments

Your account s set to either receive or not receive a quarterly reporting packetin the mail. IF you wish

to change this setting, please make the appropriate change below.

/

I ——

Important Information

By selecting Do NOT Send” I understand that the Nevada Department of Employment, P
Training and Rehabilitation will stop sending paper forms used for filing quarterly contribution E|

and wage reports to my address of record. I understand that because I will no longer receive
paper forms for reporting, 1 must log inte Ulnv each quarter and clectronically file my

contribution and wage reports online. I understand that I may withdraw my consent to no

anger receive paper forms by logging into Ulnv and updating my reporting options. Ifmy -

UINV ESS 2014-04-16 09:

JCITHN In callaborstianwith

®100% ~
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6. Make sure the Amend Contribution Report option is selected on the “Quarterly
Reporting Options” screen, and click the Next button.
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m Good Afternoon Jane Clairy Wednesday, April 16, 2014 @ Help | Contact | Resources |Logoff  *
- REPORTIDETAILS
Unommplegment Soursances —_— .

Doing Business As : Abc Business Type : Proprietorship FEIN: 45-1020938 Related Account: Select  ~

Please note, you are amending the contribution report for the period selected.
Contribution Report entry for 3/2013

| Home Total Gross Wages* 14000.00

[* Summary Tnformation  Excess Wages 0.00

~ File Reports Total Taxable wages * 14000.00
Reporting Options Adjustment Reason Code= Replace Quarterly Report with Correct Report -~
view Upload Status

Make P its
axe Paymen Please enter the Number of covered employees who received pay for any part of the payroll period including the 12t of each month of the quarter.

» Profile Maintenance

et July*

» Submit a Request

= August*
Change Account Status

e September®

| My Documents
[» Maintain Users
[+ Benefits Information
| Multi Claimant Group

¥ Payments

[

UINV ESS 2014-04-16 09:13: 17 DEV3
i Capgeminincaiatortionwitn §1Pros ORACLE"

®100% ~

7. The system displays the "Contribution Report Details" screen. Update the appropriate
information on this screen.

o Note that you will need to select an Adjustment Reason Code to indicate why you
are amending the report.

e If the number of employees had not been entered on the original report, or has
changed, be sure to provide updated information in the three month fields.

e When you are finished updating this screen, click the Next button.
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m Good Afternoon Jane Clairy Wednesday, April 16, 2014 @ Help | Contact | Resources |Logoff
—
- CONFIRMATION

Unwinpregment o vance

JANES BIKE SHOP 000697059

Doing Business As : Abc Business Type : Proprietorship FEIN : 45-1020933 Select ¥
Confirmation Page Print
Congratulations! You have successfully amended your Contribution report with the Nevada Department of Employ Training & Rehabil
Your confirmation number is 10943600
Home
Account: 657053
¥ Summary Information
= Legal Name: JANES BIKE SHOP
~ File Reports
- - Report Quarter: 3
Reporting Options
View Upload Status Report Year: 2013
Make Payments Report Amount Due: $1,005.00
¥ Profile Maintenance Date/Time: Wednesday, Apri 16, 2014 03:09:15 PM
+ Submit a Request
Change Account Status

If you have not submitted your Wage report, please submit it before the fiing dus date to avoid penalty.
Flease click the Next button to make a payment.

My Documents
» Maintain Users
¥ Benefits Information

Multi Claimant Group File Wage || Home |
¥ Payments
i

UINV ESS 2014-04-16 09:13: 17 DEV3
:gi!(?f_l})g(\lﬂilﬁmmummmwnn HiPros ORACLE’

®100% ~

8. The system then displays a "Confirmation" screen that provides a summary of the
Contribution Report information, including the date and time the Contribution Report
was amended and a Confirmation Number for reference. There is also a Print button
available to print a hard copy of the confirmation information.

You can then click the “Confirmation” screen’s File Wages button to submit or
amend the corresponding Wage Report, its Home button to return you to the
"Employer Summary", its Next button if you have any additional amount due based
on the amended report, or click the Reporting Options link to make additional
amendments to a report.

Note that when you make a change to an existing Contribution Report, you need to also
update the corresponding Wage Report so that they remain in balance. (If the two are
not in balance, you will receive discrepancy correspondence after the end of the
guarter.) See the information in the opening paragraph of this section.
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Submitting Employer Payments

Background

The payment functionality in ESS allows employers and Reporting Services to easily make
payments on current and past due liability amounts. They have the option of making a payment
by accessing "Smart Links" on the “Employer Summary” screen or by selecting the payment
option from the menu.

The system displays all outstanding amounts by quarter/year, organized by Unemployment
Insurance (Ul) amounts due and Career Enhancement Program (CEP) amounts due. Employers
and Reporting Services may also view the Contribution Report detail for each quarter that
includes the contribution, CEP, interest, penalty, special assessments, amounts due and paid,
and credits on the account.

Employers and Reporting Services may file their reports online and then initiate a payment
through their bank using the ACH Debit process if they have previously gone through the ACH
Debit Authorization steps with DETR. They may also make a payment by Debit or Credit Card, by
electronic e-checks, or by submitting a check with a payment coupon (created in ESS). Note that
debit/credit card payments may incur a convenience fee. If the payment coupon option is used,
the payment must be received by DETR within seven days of the generation of the payment
coupon in order to avoid receiving a billing statement. Timeliness of the check and payment
coupon is determined by the postmark which must be on or before the due date.

There are four basic steps to make a payment through ESS payment:
e Accessing the payment screen
e Entering the payment information
e Selecting a date for the payment, if needed
e Submitting the payment

Employers or Reporting Services may also make and apply a payment to a payment agreement
or settlement agreement using ESS (ESS displays the installment amounts paid and due). This
functionality is discussed in a separate section.

This topic will describe how to perform the following payment related tasks in ESS:
e Make an ACH Debit payment

e Print a payment coupon
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Log into ESS or navigate to your “Employer Summary” screen.

Wneapreyment Fivevance

Home
» Summary Information

m ‘Good Morning Jane Clairy

@ Help | Contact | Resources | Logoff

JANES BIKE SHOP 603956

Doing Business As : Abc
Profile Information

Primary Address

Business Type : Proprietorship

3241 MAIN 5T
REND, NV 89557

ph: 775-778-3912

Current Year : Rate

2013 : UI 2.95%; CEP 0.05%

Recent Items

P Liable Date 01/01/2012
¥ Profile Maintenance Status Active
¥ Submit a Request Status Date 01/01/2012
Change Account Status  gginess Actuity Unknown
My Documents Total Due Amount $1,988.48
UL Tax Due $1,616.25
¥ Benefits Information
P &IDue $394.73
— CEP Tax Due $27.50
— Reserve Balance $0.00

FEIN : 45-1020938 Related Account: Select v
Contribution Report Due: Q3Y2012

Contribution Report Dug: Q2Y2012

Contribution Report Due: Q1Y2012

Wage Report Due: Q4Y2012

Em]»

Recent Payments
Payment Date Payment Amount  Payment Type

Req Type

Req Date

| Employer Requests

Status

Sts Date Reg Amt

Quarterly Report Summary m

m

Qtr/Year Total Wages Taxable Wages Contr Due ContrPd Interest Due Interest Pd Penalty Due Penalty Pd CEPDue  CEPPd  Balance
4/2013 £0.00 £0.00 $0.00 50.00 £0.00 £0.00 £0.00 50.00 50.00 £0.00 0.0
3/2013 $10,000.00 $10,000.00  $295.00 £0.00 £0.00 £0.00 £0.00 £0.00 $5.00 £0.00 $300.00
2/2013 $17,500.00 $17,500.00  $516.25 $0.00 £15.48 £0.00 $57.50 $0.00 .75 £0.00 $597.98
142013 $15,000.00 $15000.00  $442.50 $0.00 $26.58 £0.00 $95.00 $0.00 §7.50 £0.00 $57L58
H100% ¥
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2. Click the Make Payments link from the left hand menu.
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m Good Morning Jane Clairy Wednesday, October 23, 2013 @ Help | Contact | Resources |Logoff
: DUES{BYJPERIOD

Unwinprlegment o vance

JANES BIKE SHOP 603956

List Dues By Employer

[[] Account# Legal Name Due Type Period Type Period/Year Total Due Payment Amount
H D 603958 JANES BIKE SHOP UL Tax Quarterly 3/2013 $300.00 300.00
ome

T Summary Tnformation | [ 603956 JANES BIKE SHOP I Tax Quarterly 2/2013 $597.98 597.38
* File Reports [ s03956 JANES BIKE SHOP UL Tax Quarterly 12013 $571.58 571.58

Make Payments [ 603356 JANES BIKE SHOP U Tax Quarterly 42012 $518.92 518.92
» Profile Maintenance
» Submit a Request Total Payment: $ 0.00

Change Account Status

My Documents N IMPORTANT INFORMATION

— How do you wish to pay?

¥ HMaintain Users o et - When paying by check, please utiize print function and
SR Tatormation indude printout with remittance.

Multi Claimant Group
» Payments

Cancel

Recent Ttems

|

UINV ESS 2013-10-23 10:20:05 DEV3
@i Capgerninincatatortionwitn IPros ORACLE"

®100% ~

3. The "List Dues by Period" screen displays all amounts due on the employer account.

e Select the due amount(s) for which you wish to make a payment (you can select
multiple due amounts to include).
e The total current amount due is automatically displayed in the Payment Amount

field. You can accept the default amount or change the amount if you wish to make
a partial payment.

o Next, select the method of payment you wish to use from the payment options list.
Payments can be made using ACH Debit, a debit or credit card, electronic payment
(e-check), or by printing and mailing a payment coupon. (Be sure to read the
“Important Information” box if you choose to pay using a payment coupon.)

e Wait for the screen to refresh.

e Read the “Important Information” box, and then press the Next or Print button,
depending on the payment method you selected.

Depending on your selection, one of the following will occur (skip to the appropriate
step below based on your selection).
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Good Morning Jane Clairy Wednesday, October 23, 2013 @ Help | Contact | Resources |Logoff ~ “
M\

Unwnplegment o vance

JANES BIKE SHOP 603956

Doing Business As : Abc Business Type : Proprietorship FEIN: 45-1020938 Related Account: Select  ~
“Name of the Banking Institution : :.

“Bank Routing Number :

Account Number :

Account Type : -
“Account Holder's Name :

Home
¥ Summary Information
¥ File Reports

Make Payments
» Profile Maintenance

= Request First Name ML LastName
|~ Change Account Status Company Name :
[Ty Documents Amount Due : $300.00
mn Payment Amount : $300.00
» Benefits Information Converience Fee : § 53.00
Multi Claimant Group Total Payment : § 353.00

| Payments “Schedule Payment on: 10/23/2013 3] (MM/DDYY¥Y)

I [7] save Bank Account Information
Recent Items

/
4 Next | Cancel

UINV ESS 2013-10-23 10:20:05 DEV3
i Capgeminincaatortionwitn - [1Pros ORACLE"

®100% ~

a. Ifyouselected “ACH Debit” and clicked the Next button on the “List Dues by Period”
screen, you will advance to the “ACH Debit Process” screen. Complete the
information on this screen and click the Next button.

b. You will see a confirmation screen with the payment details listed.

If you had selected “Electronic Check” (e-check), the process and screen are similar to
that of ACH Debit, with the exception that you cannot future date the payment.
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Good Morning Jane Clairy Wednesday, October 23, 2013 @ Help | Contact | Resources | Logoff

——
"9 CREDIT CARDYPAYMENTIPROCESSY

Uneapleyment Fisarance

Doing Business As:: Abc Business Type: Proprietorship FEIN : 45-1020938 Related Account: Select ¥
Payment details for UI Tax / Helpful Information
“ Type of Credit Card: - You may press the "Cancel” buttn
Home + Credit Card Number: at any gme dur\rvla \:rhEt pa,n;Etnh(
B ummary Tnformati process if you would like to exit the
| Summary Information = Name as It Appears on Card: payment process without submitting
» File Reports FirstName ML LastName a payment. Contr Payments
B — made after 4:30pm (EST) may not be
| Make Payments Company Name: refiected in account balances viewed
¥ Profile Maintenance * Expiration Date N[ms - in Ulnv on the business day following
S Submit a Request (month/year): entry.
—_— * Security Code::
Change Account Status
iy Documents = Address Line 1:
» Maintain Users Address Line 2
¥ Benefits Information * City:
| Multi Claimant Group = State: -
» Payments * Zip Code:
* Country: Usa  ~

Recent Items Amount Due: §557.98

]
To assure that funds are applied to a contribution repart fled today, a single

4

. payment
Payment Amount: $597.98 £ "y £l amount must be made. Subsequent payments may be applied to prior
Viabiltiss.

Convenience Fee: $0.00
Total Payment: § 597.98
= Schedule Payment on: 10/23/2013 T (oY)
[T save Credit Card Information

UINV ESS 2013-10-23 10:20:05 DEV3
wi» Capgeminiincaiatortionwin §IPros ORACLE"

H100% ~

c. If youselected “Debit/Credit Card” and clicked the Next button on the “List Dues by
Period” screen, you will advance to the “Debit/Credit Card Payment Process”
screen. Complete the information on this screen and then click the Next button.

d. You will see a confirmation screen with the payment details listed.
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Home

e m

» Summary Information
¥ File Reports

Make Payments

¥ Profile Maintenance

¥ Submit a Request
Change Account Status
My Documents

» Maintain Users ACCOUNT NUMBER: £03956
¥ Benefits Information gﬁfslﬁi:ﬂ:;mp DATE: 10/23/2013

TMulti Claimant Group RENO, NV 83557 PAYMENT DUE DATE: 10/31/2013
¥ Payments AMOUNT DUE: $ 571.58

Recent Items

Pay to the order of Date 10/23/2013 1011 B
Department of Training & ion $

Dollars
Memo ccount Number - 603956 Authorized Signature

Good Afternoon Jane Clairy Wednesday, October 23, 2013 @ Help | Contact | Resources |Logoff  +

JANES BIKE SHOP 603956

Doing Business As : Abc Business Type : Proprietorship FEIN : 45-1020938 Related Account: Select ~
Complete Check as Shown Below
Please include your check with coupon

NEVADA DEPARTMENT OF EMPLOYMENT, TRAINING & Rehabilitation

CARSON CITY, NV 89713-0030

i

UI ONLINE PAYMENT COUPON

(AMOUNT DUE MUST BE PAID BY THE DUE DATE TO AVOID ADDITIONAL PENALTY AND INTEREST CHARGES)

< (TO ENSURE TIMELY CREDIT, SEPARATE AND RETURN TOP PORTION WITH YOUR PAYMENT)

Account Number: 603956 Payment Due Date: 10/31/2013 Amount Due: §571.58

Amount
Payment Date: paid: 57158
Qtr  Year Original Liability Balance Due Payment Amount -
1 2013 §571.58 $0.00 $571.58

Please Mail Coupon and Check to:
Nevada Department of Employment, Training & Rehabilitation

CARSOMN CITY, NV 89713-0030

Prink Coupan
Payment Coupon should be printed before proceeding or leaving this page.

You may receive additional notices in the mail regarding this report.

UINV ESS 2013-10-23 12:16:25 DEV3
wim Capgeminiincatasranwn - BIPros ORACLE 3

H100% ~

e. Ifyouselected “Payment Coupon” and clicked the Print button on the “List Dues by
Period” screen, you will advance to the “Payment Coupon” screen.

Review the information on this screen.
If the information is correct, click the Print Coupon button.

The payment coupon will be displayed on the screen in print format. Scroll to
the bottom of the window and click the Print Coupon button.

Use your PC’s print dialogue box to print the coupon.
After printing the coupon, click the Close button to return to the prior window.

After printing the payment coupon, mail it with your check to the address on
the screen. The payment must be received by DETR within seven days of the
generation of an amount due in order to avoid receiving a billing statement.

When you are ready to continue, click the Next button to return to the
“Employer Summary” screen where you can see the payment displayed in the
“Recent Payments” section.
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Submitting Employer Requests

Background

This topic describes Employer Self Service (ESS) functionality that allows employers and their
Reporting Services to easily submit requests for certain actions to be taken on their account.

More specifically, this topic describes the processes used by the employer, or their Reporting
Service, to submit the following requests via ESS:

e A waiver of assessed penalty due to a late report or payment

e A Federal Unemployment Tax Act (FUTA) recertification of taxable wages and payments
filed

o A Corporate Dissolution Certificate or Certificate of Good Standing
e A refund of overpaid Unemployment Insurance contributions

e A payment agreement

e A Subcontractor Certificate of Good Standing

After submitting a request, you can view the status of the request via ESS, as well as edit or
withdraw the request if it has not yet been completed.

Note that all requests except for Clearance Certificates for Corporate Dissolution or Good
Standing require further DETR action to either approve or deny the request in order to complete
the process. In all situations you will be advised in writing whether the request has been
approved or denied.

Instructions

1. Loginto ESS or navigate to your “Employer Summary” screen.

Good Afternoon Jaxon Jones Tuesday, Hovember 5, 2013 @ Help | Contact | Resources |Logoff ~ +
S
L EMPLOYERYSUMMARY}
Uneanplogment Tossrance —== -
RED & WHITE POPCORN FACTORY 601268
Doing Business As :Red & White Popcorn Factory Business Type : Proprietorship FFEIN : 43-1234542
Profile Information
Primary Address 4321 MAIN ST.
Clamant Fact Finding
imson tret 88705 Claimant Fact Findin
Home Ph: 223-555-4567 \Wage Report Due: 03Y2013
+ Summary Information W :
e Current Year : Rate 2013 : UI 2.95%; CEP 0.05% Hizge Report Dus: Q22013
e Repo Payments Due
S e Liable Date 01/01/2012
¥ Profile Maintenance Status Active
e [ i
Change Account Status g qness Activity Al Other Specialty Food Stores Eaymentuars Enymen ey e Y v
My Documents Total Due Amount $5,452.43 3
» Maintain Users
Ul Tax Due $3,835.00
» Benefits Information
—_ P &1Due $1,552.43
Multi Claimant Group
¥ Payments CEP Tax Due $65.00
Reserve Balance $0.00
Recent Items
| Employer Requests
" ReqType Req Date Status Sts Date Reg Amt

Quarterly Report Summary T

Qtr/Year Total Wages Taxable Wages Contr Due ContrPd Interest Due Interest Pd Penalty Due Penalty Pd CEPDue  CEPPd  Balance

42013 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 il
12013 $50,000.00 $50,000.00 $1,475.00 $0.00 $76.70 $0.00 $505.00 $0.00 $25.00 $0.00 $2,08L.70 | _
42012 $15,000.00 $15,000.00 $442.50 $0.00 $39.83 $0.00 $125.00 $0.00 §7.50 $0.00 $614.83
3/2012 $10,000.00 $10,000.00 $295.00 $0.00 $35.40 $0.00 $115.00 $0.00 $5.00 $0.00 $450.40
#®100% ~
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2. Click the Submit a Request link from the left hand menu.

Tuesday, November 5, 2013

LTST)

‘Good Afternoon Jaxon Jones

. 1]

Wncangeyment Fserance

Doing Business As :Red & White Popcorn Factory Business Type : Proprietorship

Home

[» Summary Information

| File Reports

| Make Payments

| ¥ Profile Maintenance

| ~ Submit a Request

Request Penalty Waiver

Request Federal

Recertification

Request Clearance

Certificate

Request Refund

Request Appeal

Request Payment Agreement

Subcontractor

Certification Request
Change Account Status

| My Documents

[» Maintain Users

[+ Benefits Information

| Multi Claimant Group

|» Payments

Recent Items

UINV ESS 2013-11-03 21:30:56 DVT
@i Capgeminincaatortionwin JiPros ORACLE"

@ Help | Contact | Resources | Logoff

RED & WHITE POPCORN FACTORY 601268

FEIN : 43-1234542
Add a Walver Request

DETR

Mensts Bepmrme e
Truess st ek scsinn

®100% ~

3. Then, based on your desired request, click the appropriate link from the left hand menu

and follow the additional instructions below:
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Request/Link

Instructions

Request Penalty Waiver

You arrive on the “Wavier List” screen. Any previous
waiver requests will be listed.

To request a new waiver:

e Click the Add a Waiver Request button, complete the
“Request a Waiver” screen (be sure to click the
Certification checkbox verifying that you read and
agree with the statement), and click the Request
Waiver button.

e Verify the information on the “Confirmation” screen,
print the page (if desired) using the Print button, and
click the Continue button.

e You are returned to the “Wavier Request” screen
where you can edit (including withdraw) the request,
view its details, or view its history.

Request Federal
Recertification

You arrive on the “Federal Certification Request” screen.
Any previous certification requests will be listed on the
bottom half of the screen.

To request a new Federal certification:

e Complete the “Federal Certification Request” screen
and click the Add Recertification Request button.

e The system submits your recertification request and
provides a confirmation number. You can print the
page (if desired) using the Print button.

Request Clearance
Certificate

You arrive on the “Clearance Certificate Request” screen.
To request a new clearance certificate:

e Select the type of the type of certificate (Good
Standing Certificate or Corporate Dissolution
Certificate).

If you select “Corporate Dissolution Certificate”, you
need to also enter the Last Payroll Date and
Dissolution Date.

e Click the Add Request button.

e The screen refreshes, and displays a message
indicating whether the request passed or failed (and a
reason for the failure, if applicable). A record of the
request is added toward the bottom of the screen.
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Request/Link Instructions
Request Refund You arrive on the “Refund List” screen. (Note that you
cannot request a refund if the account has an amount
due.)

To request a refund:
e Click the Add a Refund Request button.
e Complete the fields on the “Refund Request” screen.

o Ifthereis an amount eligible for a refund it will be
displayed in the Refund Amount field.

o You need to enter a reason for the refund in the
Comments field, and then click the certification
checkbox.

e Click the Request Refund button.
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Request/Link Instructions
Request Payment You arrive on the “Agreement List” screen. Any previous
Agreement payment agreements will be listed on the bottom half of
the screen.

To request a new payment agreement:

e Click the Request Payment Agreement button. The
system displays the "Request a Payment Agreement"
screen. The "Liabilities" section lists your liabilities
due that will be included in this payment agreement.

e To calculate a payment amount based on a set
number of payments:

o Set the # of Installments to the desired number.
o Click the Calculate Installment Amount button.

o The system calculates the down payment amount,
first and last payment amounts, and the dates of
those payments.

e To calculate the number and amount of payments
based on a specific first installment amount:

o Enter the desired amount in the First Installment
field.

o Click the Calculate # of Installments button.

o The system calculates the number of installments,
amount of the down payment, and the amount of
the final installment.

Regardless of your calculation method, the system
calculates your down payment to be equal to one
installment payment, and the maximum number of
payments (including the down payment) is 4.
However, you can request a larger down payment
amount.

e When you are ready to submit your payment
agreement request, click the certification checkbox,
and then click the Save button. (Remember this is a
request and you will be advised in writing if it has
been either approved or denied.)

e The system then displays the "Payment Agreement
Confirmation" screen where, if desired, you can print
a record of your payment agreement request.
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Request/Link Instructions

Subcontractor Certification | You arrive on the “Subcontractor Certification Request”
Request screen (this screen allows you to notify DETR that you
have a subcontractor working for your business).

To request a new subcontractor:
e Complete the fields on this screen.

e Note that you must upload a copy of the
“Certification of Subcontractor’s Unemployment
Insurance Payments” document. Click the Browse
button to search for and attach the document.

e Click the Add Certification Request button.

e The screen refreshes and displays a message that the
certification has been successfully requested.
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Accessing Employer Summary Information

Background

Each time an employer logs into ESS, they arrive on their “Employer Summary” screen. This
screen provides a global view of the employer's account, and contains a summary of the most
common ‘quick glance’ information items needed by an employer or their Reporting Service.

There are also several screens that contain additional summary information. The summary
screens display data lists, and most provide drill-down functionality to view additional details.
Many of these screens also provide links for you to perform other actions associated with the
data on that page.

This topic provides an overview of the “Employer Summary” screen and the following additional
summary information screens:

e  Contribution Reports
e \Wage Reports

e Liabilities

e Payments

e Rate History

e Federal Certifications
e Payment Agreements
e Penalty Waivers

e Confirmations

e CEP Assessments

e My Documents
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Log into ESS or navigate to your “Employer Summary” screen.

L meamprogmentd St vamee

Home

Good Afternoon Jane Clairy

Doing Business As : Abc
Profile Information
Primary Address

S——

3241 MAIN 5T
RENO, NV 83557
ph: 775-778-3912

Wednesday, January 15, 2014

FEIN : 45-1020338

Contribution Report Due: Q4Y2013
Contribution Report Due: 03Y2012

¥ Summary Information

Current Year : Rate

2014 : UI 2.95%; CEP 0.05%

Contribution Report Dug: Q1Y2012

Recent Ttems

@ Help | Contact | Resources | Logoff

JANES BIKE SHOP 603956

Business Type : Proprietorship

Related Account: Select  «

1

¥ File Reports
VWage Report Due: Q4v2013
Make Payments Lebe bate S e o i -
¥ Profile Maintenance Status Active
} Submit a Request Status Date 01/01/2012 Recent Payments
Change Account Status g sinecs Activity Urknown Payment Date Payment Amount Payment Type
1 2013 $100.00 Manual
| My Documents Total Due Amount $1,709.71 24021
[ Maintain Users
—_— U Tax Due $1,572.68
» Benefits Information
f— P &1Due $109.53
Multi Claimant Group
R Payments— CEP Tax Dug $27.50
— Reserve Balance §72.57

Req Type
Pen Waiver

Recertification

Req Date Status Sts Date Req Amt
01/15/2014 Requested 01/15/2014 $5.00
01/15/2014 pendng 01/15/2014

| Employer Requests

Quarterly Report Summary

Qtr/Year Total Wages Taxable Wages Contr Due ContrPd Interest Due Interest Pd Penalty Due Penalty Pd CEP Due

CEPPd

Balance

i

DETR

Mensts Bepmrme e
e ot bebon e

4/2013 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 =1
3/2013 $10,000.00 $10,000.00  $§295.00 $0.00 §2.95 40.00 40.00 $0.00 §5.00 40.00 $302.95 |=
2/2013 $17,500.00 $17,500.00 $516.25 $0.00 $20.64 $0.00 $5.00 $0.00 $8.75 $0.00 $550.64
1/2013 $15,000.00 $15000.00  $442.50 $0.00 $31.01 $0.00 $5.00 $0.00 §7.50 $0.00 $436.01
2. This screen contains the following sections and information:
Section Description

“Profile Information”

Provides the current account address and telephone
number, the Unemployment Insurance (Ul) and Career
Enhancement Program (CEP) rates, the current account
status, the business activity designation, the total amount
due on the account, and the reserve balance
(contributions paid minus benefit charges paid to their
employees).
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"@oETR

Section

Description

“Smart Links”

Provides short-cut access to past-due Contribution and

Wage Reports, outstanding liabilities, and Claimant Fact
Finding. This section may contain one or more of these
links.

e Clicking on a Contribution Report Due or Wage
Report Due link brings you to the screen used to
initiate the report filing process.

e Clicking a Payments Due link will navigate you to the
"List Dues by Period" screen where you can initiate
the payment process.

e Clicking a Claimant Fact Finding link provides a listing
of claimants with timely requests for claimant
adjudication fact finding. A claimant’s name is
dropped from the claimant list when their fact finding
is completed or when their fact finding request is no
longer timely.

“Recent Payments”

Provides a listing of all recent payments, including entries
if the payment was rejected by the bank (NSF
designation), or adjusted. This section displays the date
the payment was deposited and the amount and type of
payment (i.e. ACH Debit, Credit Card, Check).

"Employer Requests"

Displays any requests that have been made on the
account, as well as the request status, and easy access to
details of the request.

"Quarterly Report
Summary"

Displays a summarized listing of Employer's Quarterly
Report information that includes the gross and taxable
wages reported per quarter/year, the contribution
amount due and paid for each quarter/year, as well as
any interest and/or penalties assessed and paid. For each
quarter/year there is a balance at the end of the line.
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3. ESS also provides the following summary information screens:

Good Afternoon Jane Clairy Wednesday, January 15, 2014 @ Help | Contact | Resources |Logoff

_ E REPORTS

WUncangregment Faserance

Doing Business As : Abc Business Type : Proprietorship FEIN : 45-1020938 Related Account: Select v
1
Home Select Quarter © Year  Total Gross Wages Total Taxable Wages Computed Tax ~ TotalDue - Contributions Due Status
= Summary Information 4 2013
Contribution Reports 3 2013 10,000.00 10,000.00 300.00 302.95 285.00 Late
Wiage Reports 2 2013 17,500.00 17,500.00 525.00 550.64 516,25 Late
P 1 2013 15,000.00 15,000.00 450.00 486.01 442.50 Late
Payments
4 2012 12,500.00 12,500.00 368.75 413.68 352.50 Late
Rate History
Federal Certfications ? o1
rEiTETIs 2 012 1,000.00 1,000.00 29.50 56.43 29.00 Late
Penalty Waivers 1 012

Confirmations

1

¥ File Reports
Make Payments

¥ Profile Maintenance

¥ Submit a Request
Change Account Status
My Documents

» Maintain Users

» Benefits Information

¥ Payments

Recent Items

I
UINV ESS 2014-01-14 16:50:58 DEV3
:%&?‘(;il‘})‘i_"(‘ll‘ﬁ.ll‘iIn:qHahnralinnwilh HiPros orACLE’
a. The "Contribution Reports" screen can be accessed by clicking the Summary

Information link, and then clicking the Contribution Reports link.

This screen lists all Employer’s Quarterly Reports that have been posted to the
account. It also displays all quarters for which you are liable to file a report, even
though one has not yet been filed.

If desired, you can select a report and click the Details button to view the
"Contribution Report Details" screen. That screen provides information on the
monthly employee count for each month of the quarter, the report type, status, and
effective date of the report, the amount paid (if any), and any remaining amount
due. There is also a Print button available.
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Good Afternoon Jane Clairy Wednesday, January 15, 2014 @ Help | Contact | Resources | Logoff ~ *

REPORTS
w..wm,...m g

JANES BIKE SHOP 603956

Doing Business As : Abc Business Type: Proprietorship FEIN : 45-1020838 Related Account: Sclect
1
Home Select  Quarter Year © Contribution Report Gross Wages Wage Report Gross Wages Difference
~ Summary Information 3 013 $10,000.00 $5,000.00 $4,000.00
Contribution Reports
eniribufion BEpor 2 013 §17,500.00 $5,500.00 $12,000.00
Wage Reports
Liabilfties 1 2013 $15,000.00 $11,000.00 £4,000.00
Payments 4 12 £0.00 $0.00 $0.00
Rate History
. 3 012 0.00 $37,000.00 ($37,000.00)
Federal Certifications
Payment Agreements 2 012 £0.00 $0.00 $0.00
Penalty Waivers @ 1 2012 $0.00 $0.00 50,00
Confirmations
e

¥ File Reports
Make Payments

¥ Profile Maintenance

» Submit a Request
Change Account Status
My Documents

» Maintain Users
» Benefits Information

mal
¥ Payments

Recent Items

|

UINV ESS 2014-01-14 16:50:58 DEV3
w@i® Capgerninincatatrstanwin - IPros ORACLE

b. The "Wage Reports" screen can be accessed by clicking the Summary Information
link, and then clicking the Wage Reports link.

This screen lists all wage reports that have been posted to the account.

If desired, you can select a wage report and click the Details button to view the
"Wage Report Details" screen. That screen displays detailed wages by employee for
the selected quarter.
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Wednesday, January 15, 2014

m ‘Good Afternoon Jane Clairy

Unwonplegment o vance

Doing Business As : Abc Business Type:: Proprietorship

Unemployment Insurance Dues

@ Help | Contact | Resources | Logoff

JANES BIKE SHOP 603956

FEIN : 45-1020938

Related Account: Select =

"

| Make Payments

| Profile Maintenance

|» Submit a Request

| Change Account Status
| My Documents

|» Maintain Users

|+ Benefits Information

| Multi Claimant Group
|» Payments

Recent Items
/

e

UINV ESS 2014-01-14 16:50:58 DEV3
@i Capgeminiincatasranen - [IPros ORACLE

Home

~ Summary Information Period Type Period/Year Tax Due CEP Due Interest Penalty Cost © Sp.Cha. Balance
Contribution Reports Quarterly 3/2013 §295.00 45.00 $2.95 $0.00 $0.00 $0.00 $302.85
bETEREEE Quarterly 2/2013 §516.25 .75 $20.64 $5.00 $0.00 $0.00 $550.64
—
P— Quarterly 1/2013 $442.50 $7.50 $3L01 $500  $0.00 .00 $486.01
Rate History Quarterly 4/2012 §318.93 $.25 §39.93 $5.00  $0.00 $0.00 $370.11
Federal Certifications
Payment Agreements
Penalty Waivers
Confirmatons
CEP Assessments

» File Reports

and then clicking the Liabilities link.

DETR

Mensts Bepmrme e
e ot bebon e

The "Liabilities" screen can be accessed by clicking the Summary Information link,

This screen displays all amounts due on the account. The liabilities are listed by
period and details of the amounts due are listed separately in columns.
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Unwinpleyment o vance

Doing Business As : Abc

Home Deposit Date
~ Summary Information 12/02/2013

Contribution Reports 12/02/2013

Good Afternoon Jane Clairy

Wednesday, January 15, 2014

IPAYMENTS?

—

JANES BIKE SHOP 603956

Related Account: Select =

Business Type:: Proprietorship FEIN: 45-1020933

Pay Eff. Date Amount Pay Type Pay Status
12/02/2013 $43.57 Manual Paid
12/02/2013 $56.43 Manual Paid

@ Help | Contact | Resources | Logoff

Wage Reports
Liabilties

Payments

Rate History

Faderal Certifications
Payment Agreements
Penalty Waivers
Confirmations

CEP Assessments

| ¥ File Reports

Make Payments

| Profile Maintenance

[» Submit a Request

| Change Account Status
| My Documents

|» Maintain Users

|+ Benefits Inf
| Multi Claimant Group

nformation
¥ Payments

Recent Items
/

e

UINV ESS 2014-01-14 16:50:58 DEV3
@i Capgeminiincatasranwn - BIPros ORACLE

DR

d. The "Payments" screen can be accessed by clicking the Summary Information link,
and then clicking the Payments link.

This screen lists all payments made on the employer account.
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Good Afternoon Jane Clairy Wednesday, January 15, 2014 @ Help | Contact | Resources |Logoff

SIEFY m

JANES BIKE SHOP 603956

Doing Business As : Abc Business Type: Proprietorship FEIM : 45-1020938 Related Account: Select
Select Year Effective Date Total Rate % Merit Rate % Penalty Rate % SUTA Rate %
Home ® 2015 01/01/2015 2.85 2.35 0.00
~ Summary Information (@] 014 01/01/2014 285 295 0.00
Contribution Reports (6] 013 01/01/2013 2.5 2.5 0.00
bETEREEE 2012 01/01/2012 2.90 2.90 0.00
Liabilties

e == |
B

Federal Certifications

Payment Agreements
Penalty Waivers
Confirmations
CEP Assessments

¥ File Reports

Make Payments

¥ Profile Maintenance

¥ Submit a Request
Change Account Status
My Documents

» Maintain Users

¥ Benefits Information

i Claima
¥ Payments

Recent Items

|

UINV ESS 2014-01-14 16:50:58 DEV3
@i Capgeminiincatasranwn - BIPros ORACLE

e. The "Rate History" screen can be accessed by clicking the Summary Information
link, and then clicking the Rate History link.

This screen lists all rate listings for the account beginning with calendar year 2008.
If the rate for a year has been changed, only the current rate for that year is
displayed.

If desired, you can select a record and click the Details button to view the "Rate
Details" screen. That screen provides detailed information on components of the
selected rating year.
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Unemplegment Fissramce

Home

|* Summary Information

¥ File Reports

| Make Payments

¥ Profile Maintenance

| - Submit a Request

Request Penalty Waiver

Request Federal

Recertification

Request Clearance

Certificate

Request Refund

Request Appeal

Reguest Payment Agreement

Subcontractor

Certification Request
Change Account Status

| My Documents

|+ Maintain Users

| ¥ Benefits Information

| Multi Claimant Group

|» Payments

Recent Ttems
/

-

Good Afternoon Jane Clairy

Doing Business As : Abc

*Year: 2013 -

Federal Certifications

Process Date
01/15/2014

Year

Wednesday, January 15, 2014

Business Type : Proprietorship

* Request Comment:

@ Help | Contact | Resources | Logoff

JANES BIKE SHOP 603956

FEIN - 45-1020938

Related Account: Select v

1 < I

Account
603956

UINV ESS 2014-01-14 16:50:58 DEV3

Request Reason Requester UserID

Employer Request

@i Capgerminincataborstionwin BIPros ORACLE"

DETR

Sensts Bepmrr gy
e ot bebon e

f. The "Federal Certification Request" screen can be accessed by clicking the Summary
Information link, and then clicking the Federal Certifications link.

This screen lists any requests for recertification that have been submitted for the

account.
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m Good Afternoon Jane Clairy Wednesday, January 15, 2014
M

Unwonplegment o vance
JANES BIKE SHOP 603956

Please contact DETR if the Payment Agreement Terms needs to be negotiated if your desired terms are not provided here.
Doing Business As : Abc Business Type : Proprietorship FEIN : 45-1020938 Related Account: Select -
Request Payment Agreement

@ Help | Contact | Resources | Logo *

Home

[» Summary Information

> File Reports

| Make Payments

| » Profile Maintenance

| ~ Submit a Request

Request Penalty Waiver

Request Federal

Recertification

Request Clearance

Certificate

Request Refund

Request Appeal

Request Payment Agreement

Subcontractor

Certification Request
Change Account Status

|~ My Documents

[» Maintain Users

| ¥ Benefits Information

| Multi Claimant Group

|» Payments

Recent Items
/

e

UINV ESS 2014-01-14 16:50:58 DEV3
@i Capgemini in conssarationwicn - [IPros ORACLE"

i | »

<

g. The "Agreement List" screens can be accessed by clicking the Summary Information
link, and then clicking the Payment Agreements link.

This screen lists displays all payment agreements that have been submitted for the
account.
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Good Afternoon Jane Clairy Wednesday, January 15, 2014 @ Help | Contact | Resources | Logoff

mmlmr

w..wm,...m o
JANES BIKE SHOP 603956

‘?

Doing Business As : Abc Business Type : Proprietorship FEIN : 45-1020938 Related Account: Select v
Add a Waiver Request

Home Select Humber Waiver Type Status StatusDate Requested Amount
= -

Summary Information 177 Penalty Requested 01/15/2014 5.00
¥ File Reports

Edit | Details History Cancel

Make Payments

¥ Profile Maintenance
~ Submit a Request

Request Penalty Waiver
Request Federal
Recertification
Request Clearance
Certificate
Request Refund
Request Appeal
Request Payment Agreement
Subcontractor
Certification Request
Change Account Status
My Documents

» Haintain Users

its Information
Multi Claimant Group
¥ Payments

Recent Ttems

|

UINV ESS 2014-01-14 16:50:58 DEV3
wi Capgerminincataborstionwin IPros ORACLE"

=

The "Waiver List" screen can be accessed by clicking the Summary Information link,
and then clicking the Penalty Waivers link.

This screen lists all waivers that have been requested on the account.

If desired, you can select a waiver and click the Details button to view the "Waiver
Details" screen. That screen provides detailed information about the waiver,
including the status, amount approved, and amount applied to the account. There
is also a Print button available to print the details of the waiver.
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Unwnpleyment o vance

% ‘Good Afternoon Jane Clairy

Confirmation #

Wednesday, January 15, 2014

CONFIRMATIONILIST;

Business Type:: Proprietorship FEIN: 45-1020933

Date Time Business Event

Payment Account # User

@ Help | Contact | Resources | Logoff

JANES BIKE SHOP 603956

Doing Business As : Abc

Related Account: Select =

Qtr Year

01/15/2014
01/15/2014
01/15/2014

[Home 10943040
10943037
10943036

|~ Summary Information
Contribution Reports
Wage Reports

Liabilities

Payments

Rate History

Federal Certifications
Payment Agreements
Penalty Waivers
Confirmations

CEP Assessments

| File Reports

| Make Payments

| Profile Maintenance
[» Submit a Request

| Change Account Status

Federal Certification BATCH 013
JANESBIKESHOP 3 013

03:03PM
12:51PM Credit Card Payment

12:46PM Waiver Request BATCH

| My Documents

| ¥ Maintain Users

|+ Benefits Information
| Multi Claimant Group
[» Payments

Recent Items
/

v

UINV ESS 2014-01-14 16:50:58 DEV3

@i Capgeminiincatasranen - BIPros ORACLE

i. The "Confirmation List" screen can be accessed by clicking the Summary

Information link, and then clicking the Confirmations link.

DR

All account actions will have a confirmation number assigned to them. Details
about these confirmations can be viewed on this screen.
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51

Unwonplegment o vance

My Documents
[ Maintain Users

formation
Multi Claimant Group
¥ Payments

Recent Items
/

v

Good Afternoon Jane Clairy

Wednesday, January 15, 2014 @ Help | Contact | Resources | Logoff

ASSESSMENTSY

e

JANES BIKE SHOP 603956

Doing Business As : Abc

Business Type:: Proprietorship FEIN: 45-1020938 Related Account: Select  ~

CEP Assessment
Home o

~ Summary Information  Period/Vear Gross Wages Taxable Wi CEP Due CEP Paid Balance
Contribution Reports 42013 $0.00 $0.00 $0.00 $0.00 $0.00
LErERETE 3/2013 $10,000.00 $10,000.00 $5.00 $0.00 $5.00
Liabilities
F— 22013 $17,500.00 $17,500.00 $8.75 $0.00 .75
Rate History 12013 $15,000.00 $15,000.00 $7.50 0.00 $§7.50
Federal Certifications 42012 $12,500.00 $12,500.00 $6.25 $0.00 $6.25
PRI AL 32012 $0.00 $0.00 $0.00 0,00 $0.00
Penalty Waivers
e 24012 $1,000.00 $1,000.00 $0.50 ($0.50) $0.00
CEP Assessments 212 $0.00 £0.00 $0.00 0.00 $0.00

|* File Reports Total $56,000.00 $56,000.00 $28.00 ($0.50) $27.50
HMake Payments

¥ Profile Maintenance

¥ Submit a Request
Change Account Status

UINV ESS 2014-01-14 16:50:58 DEV3
i1 1n callabaratianwith HiPros oRACLE"

DETR

Mensts Bepmrme e
Truess st ek scsinn

The "List CEP Assessments" screen can be accessed by clicking the Summary
Information link, and then clicking the CEP Assessments link.

This screen lists details for all CEP assessment amounts for the employer account.
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ODETR

Tuesday, November 11, 2014

m ‘Good Morning MAISE2014 MAISE2014

L meamprogmentd S vamee

Date:  From: Jec To: ] Search | Clear

1

Home

3
[+ File Reports
Make Payments

New Employer Kit

Motice of Employer's Contribution Rate

Notice of Emplover's Contribution Rate
Notice of Emplover's Contribution Rate

» Profile Maintenance
[» Submit a Request

| Change Account Status
| My Documents

|» Maintain Users

|+ Benefits Information

| Multi Claimant Group
| Payments

/

I ——

UINY ESS 2014-11-10 16:42:37 TRN
@ Capgeminiincatabortionwin §1Pros ORACLE"

@ Help | Contact | Resources | Logoff

Date Sent

09/16/2014
09/16/2014
09/16/2014
09/16/2014

JERRY'S FLOWER SHOP 000698562

Mensts Bepmrme e
T st bbsbin

k. The “My Documents” screen can be accessed by clicking the My Documents link.

This screen displays a list of most going correspondence that have been sent to you

from DETR.
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Managing Multi-Claimant Groups

Background

ESS allows employers to create and manage Multi-Claimant Groups to associate claimants that
are related to an event such as a Mass Layoff, Labor Dispute, or other event.

Employers can use these groups if ever a need to perform mass resolution for a given issue type.
(If there are multiple employers involved in a scenario, such as a labor dispute, these would
have to be split out into separate multi-claimant groups per each employer.)

To create a Multi-Claimant Group, the employer can provide the list of event affected
employees by uploading a formatted file or by using a screen to individually enter each
employee. Employers also have the ability to copy prior group activity, if the affected
employees are similar to a prior group event.

This topic describes the following functionality used by employers to manage groups and their
affected employee lists in Employer Self Service (ESS):

e Addanew group

e Edit an existing group’s information

e Upload a listing of affected employees
e Manually enter affected employees

e Edit or delete an employee

e View group history information
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1. Loginto ESS or navigate to your “Employer Summary” screen.

ODETR

¥ Summary Information

B meamprlogmentd S vance

Good Morning Ryan Daniel

Doing Business As : Personal Auto Service
Profile Information

Primary Address 1234 Main St.

Carson City, NV 89701
Ph: 111-555-43226)

Saturday, March 23, 2013 @ Help | Contact | Resources | Logoff

PERSONAL AUTO SERVICE 601210

Business Type : Propritorship FEIN : 31-2312343

Claimant Fact Finding

¥ File Reports
_ Current Year : Rate 2013:2.95%
Make Payments
Lisble Date 01/01/2012
» Submit a Request Status Inactive
Change Account Status  Status Date 12/30/2012 Recent Payments
Ty Documents Business Actiity Urknown Payment Date Payment Amount  Payment Type
Total Due Amount $145.98
UI Tax Due 442,50
P &1Due $35.98
» Payments
EEE— CEP Tax Dug §7.50
) Reserve Balance

Employer Requests

Req Type Req Date

Status Sts Date Req Amt

Quarterly Report Summary m

Qtr/Year Total Wages Taxable Wages Contr Due ContrPd Interest Due Interest Pd Penalty Due Penalty Pd CEPDue  CEPPd  Balance

42012 £0.00 £0.00
32012 $20,000.00  $0.00
272012 $20,000.00  $0.00
12012 $15,000.00  $15,000.00

$0.00

£0.00
£0.00

$4H2.50

£0.00

£0.00
$0.00

$0.00

£0.00 $0.00 £0.00 £0.00 £0.00 £0.00 £0.00
$0.00 $0.00 $5.00 ($5.00) $0.00 £0.00  ($170.00)
$0.00 50.00 $5.00 ($5.00) $0.00 £0.00  ($170.00)

$30.98 $0.00 $5.00 $0.00 $7.50 £0.00 $485.98

m

®100% ~

2. Click the Multi Claimant Group link from the left hand menu.

Mensts Bepmrme e
T st bbsbin
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m Good Morning Ryan Daniel Saturday, March 23, 2013 @ Help | Contact | Resources |Logoff ~ ~

Unwonpreyment o vance
PERSONAL AUTO SERVICE 601210

Group Type: Masslayoff + “Add

Group Records

o items found.

¥ Summary Information A
jin Date Group Type n’“f"'. "')'" Woskbets location  GroupID  LastUpdate Status
Nothing found to display.
Y e Contact & Details
Contact Name: Phone Humber:
Email Address: Fax Humber:
TAA Petition: Union Locak:

» Payments

Edit | Copy | View List View History

Tf you are having difficulty uploading or inputting employee information, or if you have any questions, please contact the Unemployment Insurance
Support Services office for assistance at 775'664'0420@‘

UINV ESS 2013-03-19 00:36:56 DVT
@i Capgeminincaatortionwin iPros ORACLE"

®100% ~

3. The system displays the "Multi-Claimant Groups" home screen. If you had created past
groups, they would be listed under the "Group Records" section.

The next several steps will show you how to add (create) a new Multi-Claimant Group.

e Select the appropriate Group Type toward the top right of the screen and then click
the Add button.

Good Morning Ryan Daniel Saturday, March 23, 2013 @ Help | Contact | Resources |Logoff ~ +

[EMPUOYERYSEPARATIONS
PERSONAL AUTO SERVICE 601210

Fields marked vith an asterisk * are required.

MULTISCLAIMANT

Unempiegment Tssrance

Group Type Mass Layoff
¥ Summary Information Separation begin date® ] (mmjddfyyyy)
> File Reports Return to work date* s (m/ddiyyyy) or ReturnType -
Location affected ALL -
In the event more information is needed, please provide the contact information.
= =
Submit a Request Contact Type RYAN DANIEL -
Change Account Status
'SON Name*
Ty Documents —_—
———— Phone number * (399-599-55990) 3
Email address* Goo@yyy.zzz)
Fax number (999-999-9999%F

Y Payments Save | Clear

Other Group Details
| Ho items found.

. 7

"

Group ID Group Type Separation Begin Date Return to Work Location Last Update
Nothing found to display.

Back ﬁ Copy J Next

To add or edit employees for the separation, select Next.

If you are having difficulty uploading or inputting employee information, or if you have any questions, please contact the Unemployment Insurance
Support Services office for assistance at 775-684-0420@‘ Ly

H00% -
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4. You will arrive on the “Multi-Claimant Group: Employer Separations” screen. Complete
the information on this screen and then press the Save button. Note the following:

e [f you arrived on the “Multi-Claimant Group: Employer Separations” screen, you
need to re-select the Group Type. Changing this field will automatically populate
the contact information fields. However, you can select a different contact from the
Contact Type list.

The Location affected defaults to “All”, but you can select a particular location, if

[ )
appropriate.

e If you are creating a group for a labor dispute, you will need to complete the Union
Local field. To do so, click on the search button to the right of that field, and search
for the union using the Union Name or Local Number.

e  When you have completed this screen, click the Save button.

Good Morning Ryan Daniel Saturday, March 23, 2013 @ Help | Contact | Resources | Logoff

(GROUP:JEMPLOYERYSEPARATIONS
Bl nemprlegiment Fpsitvicmen "

o Saved successfully.

Group and Separation Information

¥ Summary Information ~ Felds marked with an asterisk * are raquirsd.

¥ File Reports Group Type Mass Layoff =

Make Payments Separation begin date® ] (mm{ddfyyyy)
¥ Profile Maintenance Return to work date F (m/dd/yyyy) oR ReturnType -
* Submit 3 Request Location affected AL -
Chande Aot S i1 L e S ey
fy Documents Contact Type RYAN DANIEL - 3
¥ Mamtain Users
Contact persan name
Benclits Information
Fiults Clnimant Group | [T number (93-599-9595)
= Email address (ocx@yyy z2z)
Faix number (999-999-999967
] e | T
I . Group Details
1
GroupID GroupType  Separation Begin Date ReturntoWork  Location Last Update
@ 25 Labor Dispute  03/22/2013 Unknown 1234 MATN 5T, CARSON CITY, NV 83701

Back || Edit ] Copy | Next

Ta dit employees for the separation, select Mext.

T you are having difficulty uploading or inputting employee information, or if you have any questions, please contact the Unemployment Insurance
Support Services office for assistance at 775-684-042068.

®100% ~

5. The screen refreshes and displays a confirmation message that the group information
was successfully saved. You will also see the new group listed in the "Other Group
Details" section of the screen.

To edit this, or another existing group, select the group and click the Edit button. Doing
so will refresh the screen in “edit” mode where you can make changes and then re-click
the Save button.

To copy an existing group, select the group and then click the Copy button. Doing so
will refresh the screen in “edit” mode where you can make changes and then re-click
the Save button to create a modified copy of the original group.

The next several steps will show you how to add employees to a new Multi-Claimant
Group.
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e Select the appropriate group from the “Other Group Details” section and then click
the Next button.

b

Uneapieyment Tt sanie

|* Summary Information
[ File Reports

| Make Payments

| Profile Maintenance
|+ Submit a Request

| Change Account Status
| My Documents

|» Maintain Users

|+ Benefits Information
| Multi Claimant Group
|» Payments

Good Morning Ryan Daniel Saturday, March 23, 2013 @ Help | Contact | Resources | Logoff

PERSONAL AUTO SERVICE 601210
Upload File
ta

Back | Download || Upload |
To know about the fdownload fie format, cickon  help .

Fields marked vith an asterisk * ar required.
Employee S5N -
Last Name *

First Name *

Worker Class/Job Type®

/
T you are having difficulty uploading or inputting employee information, or if you have any questions, please contact the Unemployment Insurance
Support Services office for assistance at ??5-634-0420@‘

UINY ES5 2013-03-19 00:35:56 DVT
@i Capgeminincatatortionwin iPros ORACLE"

#®100% ~

6. You will arrive on the “Employee List” screen that you will use to add employees to this
group. There are two ways to add employees to a group: (a) you can upload a file
containing the employee list, or (b) you can manually add employees via an ESS screen.
Be sure to read the instructions on the screen under the “Upload File” section, and also
be sure to click the Help link (under the Upload button) to learn more about file formats,
if you plan to upload a file.

The next several steps will show you how to add employees to the group.

e To add employees using the upload process, you must first download the file

template to your PC. Click the Download button and save the template to your PC
in a location where you will be able to easily locate it.

e Then open the file.
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| Home | Insert  Pagelayout  Formulas  Data  Review  View @ - 7 x

= ] s - -

D= = S e B E T AT
s o Delete - || (]~

Paste lm [ A~ - - s |[=s2 .00||| Conditional Format —Cell Sort & Find &

- S - — == | 90 281 e ormatting * as Table - Styles - | [SAFormat = | (2~ Fitter~ Select~

Clipbeard Font = Alignment = Mumber = Styles cells Editing |
Al -Q [ 601210 v
A|B\C|D\E|F\G\H||\JK\L|M\N|o|i

1 [_601210]RvAN DAN 2.336+09 2.33E+09 RDANIELG 25 5

| 2 SSN Last Name First NamiMI ‘WorkerClass

| 3 | 2.34E408 GURLEY  KAYTLIN

| 4 | 3.24E408 NORMAL ABBY

| 5 | 3.42E+08 DANIEL MATTHEW

| 6 | 4.236+08 COLLINS CORA

| 7| 6.55E+08 SMITH  JAXSON

B

EX

|10

|11

£ =

|13

|12

|15 |

|16

17|

|18

|19

|20

E

[22]

2

| 24

25

| «» n| 601210 <%0 4 [ m

Ready

7. The templateis in .CSV file format and will open in an Excel window. It will display the
employer account information and all employees listed for the employer account.

e Review the employees already listed in the template and add additional employees,
if necessary.

e You must also enter the Worker Class field for each employee.

e  When you are done updating the file, save it to the desired location on your
computer so you can easily locate it.

Good Morning Ryan Daniel Saturday, March 23, 2013 @ Help | Contact | Resources |Logoff  ~

» LABOR|DISPUTE:JEMPIOYEEJLISTY

Uncapleyment Tt sance

PERSONAL AUTO SERVICE 601210

Select Dowrload to download a lst of employees from your last quarterly wage report
=

nter the required information, then come back to upload.
Note:SSN,Last Name, First Name, WorkerClass, Pay Rate Amt, Avg Week Hrs, Addr 1, Addr 2, ity State, Zip are required field(s)in download file.
Select Upload to upload your edited list of employees.

¥ Summary Information
¥ File Reports

Make Payments Back Download Upload
» Profile nance To know about the upload/download file format, dick on  help .

» Submit a Request To find or edit an employee, please enter the SSN and select Search.
[ L o | ¢ add an employee, please complete the following information and select Save.

[~ My Documents Fizlds marked with an asterisk * are requirad.
|¥ Maintain Users Employee 55N =
|+ Benefits Information Last Name*
| Multi Claimant Group First Name=
» Payments Worker Class/Job Type*
' Search || Save || Clear |
[

Tf you are having difficulty uploading or inputting employee information, or if you have any questions, please contact the Unemployment Insurance
Support Services office for assistance at 775-684-04206.

UINV ESS 2013-03-19 00:36:56 DVT
2EIMNIN Incallaborationwitn - EIPros ORACLE’

H®100% ~
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8. After completing and saving the spreadsheet you are ready to locate the file on your
computer and upload it into Ulnv.
o Click the Upload button. Then browse for and select (“open”) the file.

e When you return to the “Upload Separation File” screen, click the Upload button.

e You will return to the “Employee List” screen, where you will see all the employees
listed toward the bottom of the screen.

Once a list of employees has been associated to the group, you cannot use the
upload functionality to modify the list. All modifications to the employee list
records must be done using the "Employee List" screen, and manual entry and edit
functionality.

To manually add an employee, enter their information in the fields toward the
center of the “Employee List” screen and click the Save button.

See the orange note toward the bottom of the screen for information on how to contact
the Unemployment Insurance Support Services office if you need assistance with
uploading or inputting employee information.

m Good Morning Ryan Daniel Saturday, March 23, 2013 @ Help | Contact | Resources |Logoff
—
o ' LABOR |DISPUTE:JEMPLOYEEYLTSTS

Anawmplegment Soursances
Saved successfully.

} Summary Information Fields marked with an asterisk * are required.

|

+ File Reports Employee SSN =

Make Payments Last Name

¥ Profile Maintenance
First Name*

Worker Class/Job Type

¥ Submit a Request
Change Account Status

Ty Docoments Search || Save || Clear
e Click to display Names starting with the letter

» Maintain Users ABCDEFGHIJKLMNOPOQRSTUVWXYZAI
¥ Benefits Information Successfully added employees

Multi Claimant Group 1
* Payments select ssh Last First Class / Job Type

@ 342-56-8976 PARKER PETER Laborer
h

dit || Delete | Print | Fnish
When finished asle

leting employees, select Finish.

If you are having difficulty uploading or inputting employee information, or if you have any questions, please contact the Unemployment Insurance
Support Services office for assistance at 775-684-04200.

UINY E55 2013-03-13 00:36:56 DVT
@i Capgeminincatatortionwitn iPros ORACLE"

H100% v

9. Any manually added employees will be added to the list toward the bottom of the
“Employee List” screen, along with any that were added via the file upload.

If desired, you can use the screen’s Edit and Delete buttons to update or delete
employees.

e If the list of employees is large, you can use the screen’s A-Z hyperlinks to search for
employees’ names.

e You can also use the Print button to print the employee list.

e When you have finished entering all of the employee information and are ready to
submit it, click the Finish button.
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m Good Morning Ryan Daniel Saturday, March 23, 2013 @ Help | Contact | Resources | Logoff
e MASS LAYO_I_:F CONFIRMATION

Unwinprleyment o vance
PERSONAL AUTO SERVICE 601210

You have successfully filed a Multi-Claimant Group. Your Confirmation number is: 10451079

] »

For your convenience in mass layoff situations/labor disputes etc. your organization may provide the Division with one response letter for multiple
employees.This response will serve as your official response to the Employer Notice of Claim Filling (form 606) for each individual listed in a multi-
claimant group. If you have multiple groups, you will need to submit a letter for each group.

Make Payments

» Profile Maintenance In order to utilize this process your group responses must:
[ Submit a Request
[ Chanpe Account Status # be on company letterhead;
My Documents  indicate the organization/company is responding to form 606, Employer Notice of claim filing;
M n Users

+ Benefits Information include the Group ID;

m

include the last day worked, (must be the same date for all employees in the group);

» Payments

include the reason for separation, (must be the same reason for all employees in the group);

|

indicate the types of separation pay the employees will receive, (spreadsheet must be included if amounts of the pay differ);

include the address or 3rd party administrator i ion for inations to be mailed;

be signed by a company official.

Each employee must file & daim for unemployment insurance benefits.

T you are having difficulty uploading or inputting employee information, or if you have any questions, please contact the Unemployment Insurance
Support Services office for assistance at 775-684-0420@‘

UINV ESS 2013-03-19 00:36:56 DVT

®100% ~

10. If you created a Mass Layoff or Labor Dispute group, the system displays the "Mass
Layoff: Confirmation" screen. If desired, you can print a copy of this information. Click
the Home button to return to the home screen.

UINV - ESS Employer-RS Guide State of Nevada Page 137



Guide to Online Employer Self Service

Good Morning Ryan Daniel Saturday, March 23, 2013 @ Help | Contact | Resources | Logoff

Unwonpreyment oserance o

PERSONAL AUTO SERVICE 601210

Group Type: Masslayoff + “Add

Group Records
1

[E Tnformati

| Summary Information Separation BeginDate  Group Type ?Im)t“ Work Date | 2tion GroupID LastUpdate Status
¥ File Reports

[ iske Payments @ o03/20/2013 MassLayeff  05/01/2013 1234 MAIN ST, CARSON CITY, NV 89701 %

[+ Profle Mamtenance © 03/22/2013 Labor Dispute 1234 MAIN ST, CARSON CITY, NV 89701 2 03/23/2013

[ Submit a Request

Change Account Status  ReulCii S0 C ]

|~ My Documents
|¥ Maintain Users Contact Name:  RYAN DANIEL PhoneNumber:  232-555-321168)
» Benefits Information Email Address:  RDANIEL@ABC.COM FaxMumber: 23255534120
TMulti Claimant Group P — —
» Payments
i
.

Edit ] Copy | View List View History

Tf you are having difficulty uploading or inputting employee information, or if you have any questions, please contact the Unemployment Insurance
Support Services office for assistance at 775'634'0420@‘

UINV ESS 2013-03-19 00:36:56 DVT
@i Capgeminincaatortionwin iPros ORACLE"

®100% ~

11. The system displays the "Multi-Claimant Groups" home screen with the groups you have
created displayed in the "Group Records" section.

e If desired, you can select a group and click the Edit button to make changes to the
group’s information.

e If desired, you can select a group and click the Copy button to make a copy of the
group, and then be able to change the group type or dates for the second group.
(This can be helpful for an employer who has many layoffs or shutdowns during the
year.)

e If desired, you can select a group and click the View List button to see (and edit, if
desired) the list of affected employees.

o If desired, you can select a group and click the View History button to see a
summary of changes that have been made to the group.
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Employer Claimant Fact Finding

Background

This topic describes functionality available in Employer Self Service (ESS) that allows employers,
or their Reporting Service, to provide online dynamic fact finding for issues generated by an
unemployment insurance claim. (Dynamic fact finding is an automated process by which the
system asks specific questions to collect information needed to adjudicate a particular claim.)

When the system detects an employer issue that needs to be adjudicated for a claim, it creates
dynamic fact finding to be collected from the employer. Fact finding will only be collected if the
issue type has pre-defined fact finding associated with it, the issue has not yet been resolved,
and the claim has not yet expired. A link notifying the employer of the need to complete fact
finding for an issue will be displayed on their ESS “Employer Summary” screen.

More specifically, this topic describes the process used to:

e Locate the Claimant Fact Finding link on the “Employer Summary” screen and on the
navigation menu

e Select a claimant for which to complete a fact finding

e Complete the dynamic fact finding interview questions

Instructions

1. Loginto ESS or navigate to your “Employer Summary” screen.
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Good Afternoon DAISYDOT DAISYDOT Tuesday, August 19, 2014 @ Help | Contart | Resources | Logoff |

7/ S R Se—

DAISY DOT DONUTS 000699670

Doing Business A Business Type : Proprietorship FEIN : 32-9895983

Profile Information

Primary Address 1320 5 CURRY 5T

Claimant Fact Finding
CARSON CITY, Ny 83703 - 5202

Home Phe Contribution Report Dus: 02Y2014
* Summar’ i b Ui "
| Summary It Currert Year ; Rate 2014 ; UL 2.95%; CEF 0.05% Contribution Report Dus: 012014
Reports T e Contribution Repart Dus: Q4¥2013
nts ot o Barit e PR =
S Profile enance Status fetive
¥ Submit a Request Status Date atjotjza12 Recent Payments
Thange Account Status  pompes acoty — Payment Date Payment Amount  Payment Type
Total Dus Amaunt $0.00
UL Tax Due $0.00
P &I Due $0.00
Multi Claimant Group
o CEP Tax Due $0.00
Reserve Balance $0.00
i
[E— Employer Requests
Req Type ReqDate Status Sts Date Req Amt

Quarterly Report Summary —]

Qtr/Year Total Wages Taxable Wages Contr Due Contr Pd  Interest Due Interest Pd Penalty Due Penalty Pd CEPDue  CEPPd  Balance

32014 $0.00 $0.00 40,00 40,00 $0.00 $0.00 §0.00 40,00 $0.00 $0.00 .00 -

202014 0,00 $0.00 40,00 40,00 0,00 $0.00 40,00 40,00 $0.00 $0.00 $0.00

1jz014 $0.00 $0.00 40.00 40,00 $0.00 $0.00 40.00 40,00 $0.00 $0.00 $0.00

4jz13 40.00 40.00 40.00 40,00 40.00 40.00 40.00 40,00 $0.00 40.00 40.00

aionis mm_ enmm  tnon _men  anen toen oo emmn tnmn o oo Y
[T [ Trusted sites | Protectsd Mode: OFF EFREY R

2. If you have any outstanding claimant fact finding that needs to be completed, you will
see a related link in the “Smart Links” section of the screen.

o  Click the Claimant Fact Finding link. (Alternatively, you can click the Benefits
Information link from the left hand menu, and then click the Fact Finding link.)
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Good Afternoon DAISYDOT DAISYDOT Tuesday, August 19, 2014 @ Help | Contart | Resources | Logaff
- ——
L CCATMANTILTS T3
Crsecampstegprmensé Sonscs vecsseer

DAISY DOT DONUTS 000699670

Doing Business As : Business Type : Fropristorship FEIN : 32-9895983
Select 55N Last Name First Name Middle Initial
s 321-33-4444 CASSERLY JOARKE

¥ Summary Information

» File Reports

Make Payments

¥ Profile

intenance

¥ Submit a Request

Change Account Status

My Documents

¥ Maintain Users

~ Benefits Information

Fact Finding

Charge Summary
Separation History
SIDES Participants
Multi Claimant Group

» Payments
i
UINY ESS 2014-08-15 12:12:21 UAT
i Capgemininzataborstionwin §iPros ORACLE"
Done o/ Trusted sites | Protected Mode: OFf Fa v [R100% -

3. The system displays the "Claimant List" screen. All former employees who have filed an
unemployment insurance claim and who have an outstanding issue needing additional
information will be listed on this screen. You must select the radio button for the
claimant to continue the fact finding process.

e Select the appropriate employee and then click the Next button.
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7/ S L SNE—

Home

¥ Summary Information

» File Reports

Make Payments

¥ Profile

intenance

¥ Submit a Request

Change Account Status

™My Documents

¥ Maintain Users

» Benefits Information

Multi Claimant Group

¥ Payments

|

Done

Good Afternoon DAISYDOT DAISYDOT Tuesday, August 19, 2014 @ Help | Contart | Resources | Logaff

U

DAISY DOT DONUTS 000699670

SSN: 321334444 Last Name: CASSERLY First Name: JOAKNE ML
Issue . Issue Eff. Issue Due Outstanding
MNo. G2 1S bizeaileim Date Date Fact Finding
& zriesis Refusal of Wark o8f17/2014 0sf08iz014 ¥

Complete Fact Finding

I I I

UINY ESS 2014-08-15 12:12:21 UAT
@ Capgeminincatatortionwitn iPros ORACLE"

o Trusted sites | Protected Mode: OFf Fa v [R100% -

The system displays the "Issue List" screen, containing information for the claimant.

Each issue needing fact finding will be listed separately and include the issue number,
issue type, issue effective date, issue due date, and an indicator for outstanding fact

finding.

Select an issue, and then click the Complete Fact Finding button.
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Good Afternoon DAISYDOT DAISYDOT Tuesday, August 19, 2014 @ Help | Conkack | Resources | Logaff =
DAISY DOT DONUTS 000699670

P memprbogmend e vamee

SSN: 321-33-4444 Last Name: CASSERLY First Name: JOANNE MIL:
Issue . Issue Eff. Issue Due Outstanding
No. IR T2 Czslleimm Date Date Fact Finding
& z7iesig Reefusal of Wark 06/17j2014 0sf08iz014 ¥

Home

| File Reports

[ @ . " ? = = = =
Fiake Payments ghttp‘/,’u\webuat.detr.r’\v‘EUBU,"dfﬂd»ﬂalﬂﬂa\lwfle\dS&\ssTypCd7RW[I1&_st7&retumUrlfwmdowc\use.‘.. -0 il

¥ Profile Maintenance Fact Finding Interview -

¥ Submit a Request

Change Account Status
| ange A It was reported to the Division that utdenown

— refused a job with DATSY DOT DONUTS
» Maintain Users . .
» Benefits Information “What is your name and title?
Multi Claimant Group (999-999-2599) E=t

[+ Payments What 15 your contact mumber?™ ,—

My Documents

' Was the cl:]mant offered a job with this  Yes O Mo
4 employer?

E
Done [T [ [ [ Tusted sites | Protected Mode: Off [~ [®me - .
Done [T T T 1 Trusted sites | Protected Mode: OfF h v [ ®L00% -

5. The system will next guide you through a series of screens (in the “Fact Finding
Interview" window), presenting you with a series of questions specific to the particular
issue.

e Progress through the screens by completing each screen’s required fields, and
then clicking the Submit button.

e Continue progressing through the screens until you arrive on the “Fact Finding
Interview” Summary screen.
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— Good Afternoon DAISYDOT DAISYDOT Tuesday, August 19, 2014 @ Help | Contact | Resources | Logaff
Gy BN cais

SSN: 321-33-4444 Last Name: CASSERLY First Name: JOANNE M.L:
Issue . Issue EfF. Issue Due Outstanding
MNo. RS Fiazleitm Date Date Fact Finding
& 2rigsis Refusal af Wark o8f17/2014 0sfoeiz014 ¥

Home

| File Reports

Frioice Payments & hitpifuiwebuat. detr.nvid080 Paction=interview - Fact Finding Interview - Windows Internet Explarer M [=1F3

[FProfie Maintenance e, -
¥ Submit a Request Summary
|_Change Account Status “What is the name of the emplover? DAISY DOT DONUTS
H“ts What is your name and title? John Jacobs, Manager
» Maintain Users
S Senafits i - What 15 your contact number? 111-555-6666
s Information
Multi Claimant Group Eat:

¥ Payments TWas the clamant offered a job with this Ves

employer?

/ When did vou offer the claimant the job? 08/17/2014
How did vou offer the clamant this job? In Person
Are you the individual who offered the claimant
Tes
the 10b?

What type of work was offered to the claimant?  Painter

Flease list the job duties for this offer of werk. Apply paint to walls, doors, and window frames
Is this a urnon job? Ho

Was the claitnant recuiired to resian from a union
to accept this pesition?

Was this offer of work full-time or part-time? Full-time
Was the offer of work permanent or temporary?  Permanent

Mo

Moo s A s Ao Eilig oS oF
Did the claimant prewiously worl for vou? Tes
Did the claimant perform this type of work for you Ves

in the past?

What was rate of pay the claimant previoush $15.00
received for this type of work?

per Hour

What thi the claimant stated f;
AL 17as Tae [eason Bie CAnant SIalec tor Did not want to return to work here.
refusing the job offer?

Do you confirm these are your own answers to the best of your knowledge?

B

Done " Trusted sites | Protected Mode: OFf ¥h v [R100% -

Done [F] /" Trusted sites | Protected Mode: OFf fa v [R100% v

6. Review the questions and answers on the “Fact Finding Information” Summary screen.

e If you need to make any changes, you can click the hyperlink for the specific
guestion you wish to update. After making the updates, you will return to the
summary page to review your answers.

e If you want to exit the fact-finding without submitting your answers, click the
Cancel button to return to the "Issue List" screen where you can restart the fact
finding from where you left off.

o If you are satisfied with all your answers, scroll to the bottom of the window
and click the Submit button.
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Good Afternoon DAISYDOT DAISYDOT Tuesday, August 19, 2014 @ Help | Conkack | Resources | Logaff

R fd m

DAISY DOT DONUTS 000699670

SSN: 321-33-4444 Last Name: CASSERLY First Name: JOANNE MIL:
Issue . Issue Eff. Issue Due Outstanding
No. IR T2 Czslleimm Date Date Fact Finding
@ 2719518 Reefusal of Wark 06/17j2014 03f05/2014 N

Home

» File Reports

Make Payments

intenance

ta Request

Change Account Status

ocuments

in Users

» Benefits Information

Multi Claimant Group

¥ Payments

UINY ESS 2014-08-15 12:12:21 UAT
o Capgeminiincanatarationwitn BIPros ORACLE"
Dane [Fi] J Trusted sites | Protected Mode: OFf Fa v [R100% -

7. You will return to the claimant’s “Issue List” screen where you can complete additional
fact findings for this claimant, if applicable. Otherwise click the Return button to return
to the “Claimant List” screen to complete fact finding for another claimant, or click that
screen’s Return button to return to your “Employer Summary” screen.
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Other Benefits Information

Background

This topic describes the following two additional screens that provide Benefits-related

information:
o The “Benefits Charge Summary” screen

e The “Employer Summary Separation History” screen

Instructions

‘Good Morning MAISE2014 MA]SEZOI'! Tuesday, November 11, 2014

‘Ifnmvdfymmf e

|

Doing Business As : Jerry's Business Type : Froprietorship

Make Payments

» Profile Maintenance

¥ Submit a Request
Change Account Status
My Documents

» Maintain Users

= Benefits Information

Separation History
Multi Claimant Group

¥ Payments

|

UINV ESS 2014-11-10 16:42:37 TRN

JERRY'S FLOWER SHOP 000698562

Year and Quarter Charge Amount Relief Amount
Home Mothing found to display.
¥ Summary Information Totalk: $0.00
e Report 0 o — [ e

wi® Capgemininzataborstionwin §iPros ORACLE"

@ Help | Contact | Resources |Logoff  *

FEIN : 32-6789098

H®100% ~

1. The “Benefits Charge Summary” screen can be accessed by clicking the Benefits
Information link from the left hand menu, and then clicking the Charge Summary link.

This screen will display the most recent six quarters of unemployment insurance benefit
charges information. This information can be viewed in either the Summary or Detail
format and can be filtered using the Quarter Begin/End Dates or SSN.
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Good Morning MAISE2014 MAISE2014 Tuesday, November 11, 2014 @ Help | Contact | Resources | Logoff
] —
SEMPLOYER SUMMARY JSEPARATIONSIHISTORY

Doing Business As : Jerry's. Business Type : Proprietorship FEIN : 326785098

WUnwonpreyment o vance

Separations reparted in the prior roling & menths

Home

Reported Reported Resolved as View Current Outstanding
T Summary Information | -8 AME © soporation Date ion Reason ion Reason Appealby — potermination Fact Finding

> File Reports Nothing found to display.

Fiake Payments Y - ooy P |
» Profile Maintenance
» Submit a Request

Change Account Status

My Documents

+ Maintain Users

~ Benefits Information

Charge Summary

Separation History

Multi Claimant Group
» Payments

|

UINV ESS 2014-11-10 16:42:37 TRN
wi Capgeminincalatorstionwin §IPros ORACLE"

®100% ~

Benefits Information link, and then clicking the Separations History link.

2. The "Employer Summary Separations History" screen can be accessed by clicking the

This screen provides separation information for employees who have worked for you
and have subsequently filed for unemployment insurance benefits within the last rolling

year.
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Rptg Svc: Creating Your Initial Logon (Online User Account) for a
Reporting Service

Background

A Reporting Service user needs an ESS logon (online user account) in order to access and
manage their clients’ accounts. This topic will show a Reporting Service how to create their
initial ESS logon, which includes creating their ESS username and password, providing other
basic profile information, and creating their security profile.

Each Reporting Service user will need their own unique logon. The first logon ID you create for a
Reporting Service will be assigned the "Administrator" authorization level to the Reporting
Service account. The "Administrator" authorization level gives you full access to any page for
your Reporting Service account and allows you to perform any ESS related functions for which
the Reporting Service is authorized by its clients. Additional user logons for the Reporting
Service account may be set up using the User Maintenance menu. User Maintenance is covered
under a separate topic.

Note the following:

e If the Reporting Service is already registered (as a Reporting Service) with DETR, during
this process, you will be required to provide the SUTA number for at least one of your
clients.

e If the Reporting Service is not yet registered with DETR, you will need to complete the
Reporting Service registration process after setting up your initial ESS Reporting Service
user account (covered in the next topic).
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Instructions
1. Connect your computer to the following internet address: http://ui.nv.gov

2. Select Employer / Reporting Service.

wﬁ &+ Create a New Employer SeH-Servics Azcon
; @ Employer Signin »
Uwcmplogmeat Jinwsance

DETR Home Nevada Unemployment Insurance (Ulnv) For Employers . Contact Us / File by Phone ¥

@ Please Note that Ul Tax Repart and Pay are Due by April 30th 2014

f - 2 V e to the Nevada Unemployment Insurance (Ulnv)

X For Ul Claimants (CSS)

| want to: Help and resources:

+ Register a: W el ar « Employer Guide to Onl
+ Create a new Employer Self Service account n nation for Emp

+ Maintain Reporting Service user information ly Asked Que: S
* View Ul ta: ( ada Stz c s Make a Payment

File A Quarterly Report

* Sub s fo 'S g In
« Manage a PE loyer Handbook ]
g View/Update Employer Account

% What's New in Ul Tax @ Did you know?

SUTA is the acronym for the State Unemployment Tax Act.
SUTA Dumping is any tax evasion scheme designed to

+ Bonds Issued to Repay Federal Loans manipulate the Unemployment Insurance (Ul) experience
rating system in an effort to avoid paying taxes.

« Notice of Bond Factor Sent to Employers

« Temporary Assessment

« WARNING: Payments by ACH Credit will be Rejected if Still Directected to When a low Ul rate is obtained through manipulation, payroll
from another entity with a high rate is shifted to the account
Bank of America with the lower rate. The entity with the higher rate is then

"dumped." The entity closes the higher rated account and the
charges are apportioned lo the other employers in the state,
» Electronic Filing Replaces Magnetic Media Reporting leaving them to pay the unpaid tax.

» Taxable Wage Base for 2014

3. You will arrive on the ESS tab of the Nevada Unemployment Insurance system (there is a
separate tab for claimants to file their claims and perform other functions).

e The main portion of the page contains buttons and links you can use to perform
common functions and the bottom portion of the screen provides links to key
information and may contain special announcements from time to time.

e C(Click the Employer Sign In link in the upper right portion of the screen.

While the screen contains specific buttons and links to perform certain, common tasks,
all tasks can be performed from the main "Employer Self Service Logon" page, which
you can access via the Employer Sign In link in the upper right portion of the screen.

The instructions in the "Guide to Online Employer Self Service" start from either the
main logon page, or from the Employer Homepage, described in a later topic.
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Good Afternoon Wednesday, November 12, 2014

EMPLOYERYLOGIN]

Important Information

Sign In: Wwelcome to the Mevada Department of Employment, Training & Rehabilt:ation Employer
Please enteryour Usemame. Self Service Website, The Following capabilities are currently available ko employers:

Username:
Continue

Unvamplegmerni Frraramee

+ Reqistration
+ Profile Maintenance
+ Benefit Information
+ Quarterly Reporting
+ Payment Processing
+ Data Review

s some browser butkons can cause unexpected resulks, please do not use the BACK

Whete do | enter my pasaword button or any other external browser buttons, Use only the navigation buttons
Forgot your username™? pravided with UNny, Alsa, Ulny does use some pop up windows to display certain
Create New User Accound infarmation such as help content and warious other links. Mast pop up blocker programs

allow you ko hold down the ctrl key on your keyboard while clicking a link, ko allow a pop

ui window to nian.

wb( pg(‘ll'lilﬁ\ncuuammmnwnn HiPros orACLE

e

4. You arrive on the “Employer Login” screen.
e Be sure to read the “Important Information” section of the screen.

e C(Click the Create New User Account link.

Good Afternoon Wednesday, July 30, 2014 k.

m YREGISTRATION

Vncangregment Faserance

+_Home _
=

Website Terms of Use Agreement

1. Definitions.
WWW i nv_gov is a website maintained on the World
Wide Web by the State of Nevada, Department of
Employment, Training and Rehabilitation. “The site” or
“site” refers to www uinv.gov. “User.” or collectively
“Users,” refers to any party who accesses the site.
“Department” refers to Nevada Department of
Employ Training and Rehabilitation. “Access”™
means viewing or otherwise obtaining information -

Taccept

Incallawrstionwith  BJIPros ORACLE"

®100% ~

5. Read the “Website Terms of Use Agreement” and click the | Accept button.
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m Good Afternoon Wednesday, July 30, 2014 -
AREGISTRATION
Unompegment Soussance >

ESS Options Info

» Home Are you an Employer or a Reporting Service?

Employer | Reporting Service |

Cancel

iNiincalaterstionwin IPros ORACLE"

®100% -

6. Click the Reporting Service button.

m Good Afternoon Tuesday, December 02, 2014 B
SREGISTRATION
Unoapegment Fnsurance =

ESS Options Info

» Home B Are you an Employer or a Reporting Service?

Employer Reporting Service

@ ESS User Registration - Options Wizard - ... 0 o=

Are you an existing Reporting Service with DETR?

@ Capgerninincatatortionwitn - 1Pros ORACLE"

®100% -

7. If you already have an existing Reporting Service account with DETR, click the Yes
button. Otherwise click the No button.
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Good Afternoon Wednesday, July 30, 2014

S

- REGISTRATION
Unempiegment Fvsramce =

Existing Reporting Services Account Holder Verification

Please enter the account infarmation requested below, If you need addiional assistance, please contact DETR for further information.

}_Home
Reporting Service Federal Employer Identification Number (FEIN> * (99-9939995)
Reporting Service Name *
SUTA Numbers of Employers that have filed a Power of Attorney giving you authorization te act on their behalf with the department. If you manage upto 4 dients, please
provide UT Account Numbers for as many as you have *
SUTA Numbers =
/

@i Capgeminiincaaborstionwin §iPros ORACLE"

H®100% ~

8. Ifyou clicked Yes in the prior step (indicating that you are already a registered Reporting

Service with DETR), you will need to provide verification information. Complete the
information on this screen and then click the Next button. (Note that you will need to
provide the SUTA number for at least one employer that you represent.)

If you clicked No in the prior step (indicating that you have not yet registered with DETR
as a Reporting Service), you will automatically proceed to the next step.
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DETR

Mensts Bepmrme e
e ot bebon e

Good Afternoon Wednesday, July 30, 2014
Uit T
—— REGISTRA N

Unwnprleyment o vance

Sign Up For A llew ESS Account

Fields marked with an asterisk * are required,

Username Rules
First Name *
* Username cannot be all numbers.
» _Home Last Name *
E— * Username must be at least & characters long.
Mother's Maiden Name * * Username must not contain spedal characters.

Email Address Password Rules

ContzctFhone - (999-993-9559) -Password is Case Sensitive.
Date of Birth = MONTH  + DAY ~| YEAR ~ - Password cannot contain username.
- Password cannot contain first or last names.

Username * - password may contain special character(s).
password = - Password must be at least & characters long.

Ssswar - Password must contain at least 1 number(s).
sl - Password must contain at least 1 uppercase letter(s).

1

@i Capgeminiincatatarstanwin BIPros ORACLE

®100% ~

9. Complete the information on the next “ESS User Registration” screen and click the Next

button. (Be sure to follow the Username Rules and Password Rules listed on the right

side of the screen when completing those fields.)

Good Afternoon Wednesday, July 30, 2014
Eids S (s
T REGISTRATION
UUncampiogment Fisasamce -

‘Confirm New User Account

First Name John
» _Home Last Name Jaxon

Mother's Maiden Name ~ Edwards

Email Address jaxontax@abc. com
Contact Phone 111-555-4321
Date of Birth 10/02/1936
Username jaxontax

@i Capgerninincatatortionwitn IPros ORACLE"

®100% ~

Back button if you need to change any information).

10. Review the information on the next screen and then click the Submit button (or click the
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‘Good Afternoon Wednesday, July 30, 2014

SREGISTRATION

Your user account has been created with the user id: jaxontax
To complete the registration process you must establish your s=curity profile by providing answers to the questions you choose from below. Your security profile adds an
additional layer of security by giving you an another way to identify yourself to customer service.

Uncasprlogacat Firssesance

‘P

Security Questions

» Home

—Select question 1-- -

—Select question 2 — -

— Select question 3 — -

4
=
E

]
#100% v

11. After your information has been accepted you will receive a message that your account
has been created. (This may take a few moments to complete.) The next part of the
process to create your online access is to create your security profile.

e Select a different question for each of the three security questions, and type your
answers in their respective boxes to the right.

e Click the Submit button.

Good Afternoon Wednesday, November 12, 2014

Important Information

Sign In: Welcome to the Mevada Department of Employment, Training & Rehabiltation Employer
Please enleryour Usemame. Self Service website. The Following capablities are cutrently available ko employers:
« Reqgistration
Username: + Profile Maintenance
« Benefit Information
« Quarterly Reporting
+ Payment Processing

Continue o Data Review

s some browser buttons can cause unexpected results, please do not use the BACK

Whete do | enter ety passiiord? buttan or any ather external browser buttons. Use only the navigation buttons
Forgot your username? pravided with UNny, Alsa, Ulny does use some pop up windows to display certain
Lreate New User Account infarmation such as help content and various other links, Most pop up blocker programs

allows you to hold down the cttl key on your keyboard while clicking a link, to alow a pop
up window to open.

@ Capgeminiincastamionwtn  FIPros ORACLE'
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12. You will see a brief message that your security profile has been successfully created,
after which you will be automatically returned to the "Employer Login" screen. (If you
are not automatically redirected to this screen, you will be provided a hyperlink to click).

e Enter your Username and click the Continue button.

Good Afternoon Wednesday, July 30, 2014

Sign In:
Please use this secure Security Device to enter your password.

Fassword

YQDEJ‘R (enter)
j W

Whats this?
Eorgof vour password?

i@ Capgemini incotstoratonwin - §IPros ORACLE

#®100% ~

13. Enter your Password and click the Enter button.

Good Afternoon Wednesday, July 30, 2014

To confirm your identity, answer the following security guestion.

it i= your matemal
grandmother's first name?

PR K

AOSWEEY st i tesrane

Mot your image snd phrase?

Forgot Answer?

i@ Capgemini incotstoratonwin - FIPros ORACLE

H100% ~

14. Since this is your first time logging in, you will need to complete your security profile.
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e Answer the security question and click the Enter button.
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m Good Afternoon Wednesday, July 30, 2014
s ol m SEMPLOYERIIOCIN
Your Security Device

This is your personalized virtual authentication device.
From now on, never enter your password unless you see this exact device

|————

Password.

" <l Your personal security image

_ reflective deer _ = Your personal security phrase
Learn more about your device

Geta new image and phrase

To accept this security device, image and phrase, click >> ‘

@i Capgeminiincatstarsonwn - [IPros ORACLE

®100% -

15. The system generates a picture and a phrase for your “Security Device” (in the future,
you should never enter your password unless you see this exact device).

e [f you wish to change your assigned image and phrase, you can click the link to
obtain new ones. Otherwise, click the Continue button.

16. At this point, your online user account and security profile are set up.

e If you are already registered as a Reporting Service with DETR, the system will
display the "Select Employer" screen. This is your home screen and where you will
begin your work when you login to your online user account. All employers for
whom you have been assigned as an external authorized user will be listed on this
screen. At that point, you can continue to use ESS, or click the Logoff link in the
upper right.

e If you have not yet registered as a Reporting Service with DETR, you will arrive on
the "Agent Profile" screen. This is the first screen of a series of screens that you
must complete to register with DETR as a Reporting Service. This process is covered
in the next topic.
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Rptg Svc: Registering a New Reporting Service

Background

This topic will show a new Reporting Service (one that is not yet registered as a Reporting
Service with DETR) how to register within the ESS system. A Reporting Service must first register
with DETR through ESS in order for an employer to provide them access to their employer
account or to be assigned as their correspondence agent.

During the registration process, the new Reporting Service will be prompted to provide such
information as:

e Business Name and Address
e Federal Employer Identification Number (FEIN) for the Reporting Service
e Contact Information

After completing the Reporting Service registration process, you will be assigned your unique
Reporting Service Account Number.

This topic assumes the new Reporting Service has already created their online user account
(described in the prior topic)
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Instructions

Note that if you are continuing with the Reporting Service registration process
immediately after having created your ESS logon, you can skip directly to step 4.

1. Navigate to the “Employer Login” screen (connect to http://ui.nv.gov and click the
Employer Sign In link).

Good Afternoon Wednesday, November 12, 2014
By —
brisciticiy sl EMPIOYERYLOGINS

Important Information

Sign In: Wwelcome to the Mevada Department of Employment, Training & Rehabilt:ation Employer
Please enter your Usemarme. Self Service Website, The Following capabilities are currently available ko employers:

+ Registration

Username: + Profile Maintenance

« Benefit Information
+ Quarterly Reporting

+ Payment Processing
Continue + Data Review

s some browser buttons can cause unexpected results, please do not use the BACK

Whete do | enter my pasaword? button or any other external browser buttons, Use only the navigation buttons
Forgot your username™? pravided with UNny, Alsa, Ulny does use some pop up windows to display certain
Lreate New User Account irformation such as help content and various other links, Most pop up blocker programs

allow you ko hold down the ctrl key on your keyboard while clicking a link, ko allow a pop

ui window to nian.

@ Capgeminiincaissarstionwtn - FIPros ORACLE'

2. Enter your Username and click the Continue button.
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Good Morning Monday, August 04, 2014

|

sigh In:
Please use this secure Security Device to enter your password.

%
\ remarkable cattle

Whats this?
Mot your image and phrase?
Furgot your pasanord?

@i Capgemini inzansbarstianwin BIPros ORACLE"

Done [ [ [ [ Trusted sites | Protected Mode: OFF a v [R100% ~

3. Enter your Password and click the Enter button.
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Good Afternoon JAMES2014 JAMESZ014 Tuesday, August 12,2014 @ Help | Contart | Resources | Logoff =

Reporting Service Registration

Fields marked with an asterisk * are required.

“Reporting Service BusinessName: |
[+ Agent Registration e
FirstMame: [
Middle Initial: [
LastMame:|

* Address Line 1: |

Address Line 2: |
=
rstates| <]
izpcode:|
i *Phone: l— (999-999-9999) Ext: l_
vEmaik[
*Re-typeEmaik|

Registrar Name: JAMES2014 JAMES2014

UINY ESS 2014-08-08 16:40:39 UAT

JEMNIN Incaliabarstianwitn [IPros ORACLE'

i

|

Dane [ [ [ [ [ [ [ Trusted sites | Protected Mode: OFF EESIERE

Note the following:

Mensts Bepmrme e
T st bbsbin

4. Complete the information on the “Agent Profile” screen, and then click the Next button.

e The Email address you enter must be unique within the ESS system (each user is

required to have their own individual email account.

e Your Registrar Name is automatically assigned by the system and is the same as

your account username.

Good Afternoon JAMES2014 JAMES2014 Tuesday, August 12, 2014 @ Help | Contact | Resources | Logoff =

Note: The address you entered has been identified a5 invalid/incomplete in 5 crass match with LIS Postl Service sddresses. Invalidjincomplste addresses could be 5 resul
of & missing apartment number, an incorrect number on 5 strest, or using street instead of avenus stc. To procesd with the address you entered, leave the selection "User
entered address” marked and press select. To use the address suggested by the system, click on the address yau wish to use and press select; or to change the address
completsly press the cancel button.

»_Agent Registration

User entered address
1300 5. CURRY ST, CARSON CITY RV 59703
Address(es) suggested by the system

Suggested Address -
13005 Curry St Carson City MY 89703 5202

al

=]
Dane B | ||| Trusted sites | Brotected Mode: Off RSl A

hd
1. Error on page. [ [ Trusted sites | Protected Mode: OFF h v [ ®A00% v
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S amiey

5. If an exact match is not found for your address, the system will display an “Address
Search Result” pop-up box. Select the appropriate address and click the Select button.

Make sure that your browser is set to allow “pop-ups” so that you will be able to see
the verification window.

After clicking Select, you will be returned to the “Agent Profile” screen where you
should re-click the Next button.

P neaplepment T vemee

»_Agent Registration

Reporting Service Business Name James Tax Office
FEIN 324545454
First Hame Jack
Middle Initial
Last Name James
Address Line 1 1300'5 Curry St
Address Ling 2
City Carson City
J state W
Zp 83703-5202
Phone 835.555-1212
Email jackiames@email.com

Done

Good Afternoon JAMESZ014 JAMES2014 Tuesday, August 12, 2014 @) Help | Contact | Resources | Logoff

AGENT, REGISTRATIONYCONFIRMATION
coofbmatin [

Confirmation Print

Congratulations! You are successfully registered.

Please click the Next button to provide your Tax and,or Benefits location information. You must have at least one location associated with your
Reporting Service account in order for an employer to select you as their Correspondence Agent.

Repating Service Account Number 104779

UINY ESS 2014-08-08 16:40:39 UAT
wi Capgeminincalatorstionwin §IPros ORACLE"

/ Trusted sites | Protected Mode: Off v [®100% v

6. The "Agent Registration Confirmation" screen is displayed with a message indicating
that you have been successfully registered.

Notice you have been assigned your unique Reporting Service Account Number for
your business. You should provide this account number, or your FEIN number, to
your clients to assist them in adding your company as their "External User" or
"Correspondence Agent". (These processes are covered under separate topics.)

A Print button is available if you would like to have a paper copy of this information
for your records.

When you are ready to continue, click the Next button.
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Good Afternoon JAMESZ014 JAMES2014 Tuesday, August 12,2014 @ Help | Contart | Resources | Logaff

%Mwl p——— REPORTING SERVICE WEHE

Fields marked with an asterisk * are required.

Reporting Service Locations

* Contact Type : -

ESC Request # Location Name :
Profile Maintenance Attention :
Reporting Service Locations + Address Line 1:
Select Employer
plov Address Line 2: |
¥ User Maintenance
* City:
¥ Upload Reports
# State: -
* Zip Code:

* Country:[UsA v
e I |

country
Hon LS4

y ——1
JPravince
# Phone Number : (999-993-9939)  Ewt.:
Fax Phone Number : (999-999-9399)
UINY ESS 2014-06-08 16:40:33 UAT
@ Capgerninincatatortionwitn IPros ORACLE"
Done o/ Trusted sites | Protected Mode: OFf Fa v [R100% -

7. You arrive on the “Reporting Service Locations” screen. Each Reporting Service must
have at least one location associated with their account. These locations are used in the
event that an employer chooses to select them as a correspondence agent for a
particular type of correspondence (i.e., Benefits, Tax, or Appeals). Select a Contact Type
and complete the fields on this screen.

e You can select each of the contact types if appropriate for your Reporting Service
(e.g., selecting "Tax" indicates that the employer can select you as an agent for their
tax correspondence).

e After completing the screen, click the Add & New button if you want to add another
contact type/location. Otherwise, click the Next button.

e If youreceived the “Address Search Results” pop-up window, select the appropriate
address and click the Select button. Then re-click the Add & New or Next button on
this “Reporting Service Locations” screen.

e When you are done entering your locations, use the left hand navigation menu to
move to another section of ESS.
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Rptg Svc: Maintaining ESS Users for Reporting Services

Background

In ESS, each Reporting Service has a user with "System Administrator" access (this will be the
initial username that was created for the account). That user will have the ability to maintain
(add, update, delete) the list of Reporting Service users having access to their clients' ESS
accounts. As the Reporting Service account System Administrator, you provide each new user's
information, including their authorization level (described later in this topic). Note that each
user must have a unique email address within the ESS system.

This topic will show Reporting Service System Administrators for ESS how to add a new
Reporting Service user.

Note the following:

e |norder to access an employer's account, the employer first needs to add the Reporting
Service to their list of authorized external users.

e When an employer grants a Reporting Service access to their employer account, they
are granting access for all the users at the Reporting Service that have a logon.

e Each Reporting Service user's security access level for each employer account is based
on the lower level of security access granted by either (a) the employer, or (b) the level
of access the Reporting Service System Administrator granted that particular user.

This topic assumes you have previously set up the initial logon for this Reporting Service ESS
account.
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Instructions

1. Loginto ESS or navigate to your “Select Employer” home screen.

Good Evening JAXONTAX JAXONTAX

S

Tuesday, August 12, 2014

[EMPIOYERY

JAXON TAX FIRM 000104717

Please Select an Employer

@ Help | Contact | Resources | Logoff =

Umeampioganend Ssaramee

Employer Legal Name
CANDY DONUTS

Account Number
699332

ESC Request DAYTIME DONUTS 699296
Profile Maintenance

Reporting Service Locations

Select Employer
» User Maintenance

+ Upload Reports

UMY ESS 2014-08-08 16:40:33 LAT
@i Capgerninincatatortonwitn IPros ORACLE"

[T [T Trusted sites | Pratected Mode: OFF [ = [®100% 'i
2. Click the User Maintenance link. Then click the User Information link.
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Good Evening JAXONTAX JAXONTAX Tuesday, August 12,2014

s m\

Internal Account Users
Telephone
111-555-4321

sel User Name Contact Name

© JAKOMTAY John Jaxon

ESC Request
Profile Maintenance

Reporting Service Locations

Select Employer

~ User Maintenance Resend New User Code

User Information

Change Password
» Upload Reports

JAXON TAX FIRM 000104717

Email

jaxontax@abe. com

[

@ Help | Contact | Resources | Logaff =

Add

UINY ESS 2014-08-0 16:40:33 UAT
wi Capgernini in coasoratiomitn - Pros ORACLE"
=
4 | »
Dane [ [ [ [ [ [ [ Trusted sites | Protected Mode: OFF EMESIERE

DETR

[ —
ey ot e

3. The system displays the "User Maintenance" screen. Current users for this Reporting
Service will be listed in the "Internal Account Users" section. The user who initially
created the online account will always be listed but there may be multiple additional

users listed for an account.

To add a new user to this account, click the Add button.
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% Good Evening JAXONTAX JAXONTAX Tuesday, August 12, 2014 @ Help | Contart | Resources | Logaff
Lty B s s

JAXON TAX FIRM 000104717
Add User Account

Fields marked with an asterisk * are required.

User First Mame: [

ESC Request User Last Wame:* |

Profile Maintenance User Telephone:* (999-993-995%) Ext:
Reporting Service Locations . ¢ .. [
Select Empl
elect Employer Retype User Emal* [
¥ User Maintenance
Auth Level: Benefits Update =

¥ Upload Reports

|

UINY ESS 2014-06-08 16:40:33 UAT
@i Capgerninincatatortionwitn IPros ORACLE"

/& Done o/ Trusted sites | Protected Made: Off g ~ | H100% ~

4. Complete the "Add Internal User" screen for the user you wish to add.
e Fields denoted by an orange asterisk (*) are required.

e Each user’s email address must be unique within the system. If the user's email

address has already been used the system will display a message asking you to enter
another email address.

e The Auth Level list provides you different authorization options to determine which

types of information this user can update or which types of functions they can
perform:

o “Benefits Update” —Allows access only to benefits-related information (perform
fact finding, maintain multi-claimant groups, and view charge summary and
separation history).

e “ESS Agent” — Provides all rights associated with a “Benefits Update” user, plus:

e Access to tax-related information (access to the “Employer Summary”
screen and its Smart Links, the ability to review individual summary screens
such as the details and/or history of wage reports, contribution reports,
liabilities, payments, rates, etc.)

e The ability to perform key employer related transactions (ability to
file/upload and amend contribution and wage reports, make/schedule
payments, enter total and partial mergers and acquisitions, maintain PEO
clients, submit requests for refunds and clearance certificates, change
employer account status, etc.). This role cannot submit requests for federal
certifications or payment agreements, can read but not make changes to
key account info such as legal info, responsible parties, business addresses,
contacts, etc., cannot view, edit, add, or delete internal or external
employer ESS users.
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“Administrator”- A Reporting Service can have more than one “Administrator”

[ ]
level user who can add, edit, and delete individual Reporting Service users.

e After completing this screen, click the Next button.

Tuesday, August 12, 2014 ) Help | Conkack | Resources | Logaff =

Good Evening JAXONTAX JAXONTAX

—
e ADDYINTERNALSUSERY

JAXON TAX FIRM 000104717

Add User Account

Uncmpotigpmeni. Fasesvamees

April

User First Mamne:

User Lask Wame: Sheldon

ESC Request User Telephone: 86-555-1234 Ext:
Profile Maintenance Lser Email: april@email.com :*

Reporting Service Locations , .\ .. Benfits Update

Select Employer

¥ Upload Reports

LIINY S5 2014-08-08 16:40:39 LAT
@i Capgeminiincatasranwn - BIPros ORACLE

El

[T [T Trusted sites | Protected Mode: OfF MRS

b Done

Verify the information displayed is correct, and click the Send New User Code button.

Tuesday, August 12, 2014 @) Help | Contact | Resources | Logoff =

Good Evening JAXONTAX JAXONTAX

JAXON TAX FIRM 000104717

User added successfully.
Add

P neapoleymenst Fosvance

Internal Account Users

Sel User Name Contact Name Telephone Email
ESC Request  IAXOMTAX John Jaxon 111-555-4321 jaxontax@abe, com
Profile Maintenance (ol April Sheldon §55-555-1234 april@email.com

Reporting Service Locations

Select Employer
* User Maintenance

¥ Upload Reports

UINY ESS 2014-08-03 16:40:39 UAT
i Capgemini in coliasoratiomin - §IPros ORACLE"

-

| »

L]
|1 [ [ Trusted sites | Protected Mode: OFF 5~ [R10% -

Done

The system returns to the "User Maintenance" screen with a message indicating that
the new user has been successfully added.
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e An email has been automatically generated and sent to the user containing
information on how to access ESS. The email will contain a link which the new user
must click, enter the user code provided in the email, and then follow the
instructions provided to complete their access to this account.

e Notice that the newly created user information is listed in the "Internal Account
User" section of the screen. (Note that the User Name field will not display until
after the user has completed their online user access process.)

If desired, you can update a user’s information or access level by selecting the user,
clicking the Edit button, updating the appropriate information on the "Edit Internal
User" screen, and clicking that screen’s Update button.

Likewise, you can remove a user by selecting the user, clicking the Delete button,
and then confirming the deletion.
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Rptg Svc: Updating Reporting Service ESS Profile Information

Background

Reporting Services can update their account profile information at any time through ESS. This
includes the ability to update:

e The name of the Reporting Service
e The Federal Employer Identification Number (FEIN)

e The contact name, address, and the email address associated with the contact for this
Reporting Service

All changes made are reflected immediately on the Reporting Services account.

This topic will show a Reporting Service how to update their profile information.

Instructions

1. Loginto ESS or navigate to your “Select Employer” home screen.

Good Evening JAXONTAX JAXONTAX Tuesday, August 12, 2014 @ Help | Conkact | Resources | Logoff
e , SELECTY
Uncaprieymend Fsavance

JAXONTAXFIRM 000104717
Please Select an Employer

Employer Legal Name Account Number
CANDY DONUTS 699332
ESC Request DAYTIME DOMUTS 699296

Reporting Service Locations

Select Employer

» User Maintenance

» Upload Reports

|

UINY ESS 2014-08-03 16:40:39 AT

i Capgeminincataborstionwin §1Pros ORACLE"

J/ Trusted sites | Protected Mode: Off T4 v [ ®10% v

2. Click the Profile Maintenance link.
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Thursday, October 4, 2012

% Good Morning Tom Howard
Uncompiognens Snsisserace m
HOWARD PAYROLL SERVICE 104525

Reporting Service Registration

Fields marked with an asterisk * are required.

| @ Heln | Contact | Resources | Logoff

* Reporting Service Business Name: [Howard Payroll Service
ESC Upload * FEIN: [33-0091101
Profilc Maintenance vt Hames [rom
Select Employer
|_elect Emplov: HMiddle Initial: [1
¥ User Maintenance
—— Last Name: [Honard
¥ Upload Reports
| ~ Address Line 1: [123 v Moana |
Address Line 2: |

= City: [Reno
“ZipCode: 39501 |
) * Phone: (399-995-9995) B[ |
* Re-type Email:

Registrar Name: Tom Howard

UINV ESS 2012-09-30 22:30:39 DVT
@i Capgemini incatiasorstionwin - §iPros ORACLE"

€ Internet v H00% -

3. You will arrive on the “Agent Profile” screen, where you can edit any of fields on this
screen except the Registrar Name.

e Make the desired updates and then click the Update button to save your changes.

You will receive a confirmation message toward the top of the screen indicating that
the information was updated.
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Rptg Svc: Requesting Ul Rates

Background

Ulnv provides Reporting Services the ability to view the Ul, CEP, and other rates for the
employer accounts for which they have authorization. They can view the rates for a single
employer or all of their employer accounts at once. They can view the rates online or export
them via a file.

This topic will show a Reporting Service how to view and download their employer accounts’
rates.
Instructions

1. Loginto ESS or navigate to your “Select Employer” home screen.

m Good Morning Tony Abbott Thursday, September 19, 2013 @ Help | Contact | Resources | Logoff

Uncaplegiment Tisssance

%

ABBOTT PAYROLL SERVICE 104575
Please Sclect an Employer

Employer L eqal Name Account Humber
DAYTON GUY 601403
ESC Reguest TESTDEP7 601444
Profile Maintenance TRENTON GUY 2 601437
Select Employer
+ User Maintenance
+ Upload Reports
Recent Items
/
.

UINY E55 2013-08-17 12:23:56 DVT
i Capgeminincatatortionwitn - JiPros ORACLE"

4| Done & Internet Sy v 0% v

2. Click the ESC Request (Employer Service Company Request) link.
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Good Morning Tony Abbott Thursday, September 19, 2013

ABBOTT PAYROLL SERVICE 104575

Employer Search

@ Help | Contact | Resources | Logoff

w.....,..r‘,,...; E

ESC Request
Profile Maintenance
Select Employer

¥ User Maintenance

+ Upload Reports

Recent Items

/

UINY ESS 2013-09-17 12:23:56 DVT
@i Capgeminincatatortionwitn [iPros ORACLE"
i Done & Internet 43 -| Biow -

3. You arrive on the "Agent Client Rate Requests" screen. Determine the employer

account(s) whose rates you would like to view.

e You can choose to view the rates for a specific employer by entering their Name,
FEIN, or account number (Emp Acct #), or view the rates for all your employers by

leaving these fields blank.

e Click the Search button to retrieve the rates.
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Good Morning Tony Abbott

Thursday, September 19, 2013

JRATESREQUESTSY

ABBOTT PAYROLL SERVICE 104575

Employer Search

@ Help | Contact | Resources | Logoff

Uncnplogment o vamoe

mei ]| ] cmpess
ESC Request a
|_Profile Maintenance DBA “ FEIN  © EmpAcct#° UIRate%  CEPRate % Special Assesment Tax Solvncy Tax Interest Tax
Select Employer
e TESTDERT 12-3855455 601444 2.95% 0.05%
¥ User Maintenance
[ Orioad Reports DAYTON GUY 236030202 501403 2.95% 0.05%
TRENTONGUY2 450692822 601437 285% 0.05%
Recent Items

"

Export options: CSV | Excel

UINV ESS 2013-09-17 12:23:56 DVT

@i Capgeminincataborstionwin §1Pros ORACLE"

Ji] EmployerRatedist him

& Internet v W00%h -

4. The screen refreshes and displays the rates for the employer account(s). If desired, you
can export the rates by clicking either the CSV link or Excel link.
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Rptg Svcs: Uploading Employer Reports

Background & Instructions

Reporting Services have the ability to upload quarterly Contribution and Wage reports for the
employer accounts for which they have been granted authority. The process for doing so is the
same as described in the “Uploading Employer Reports” topic, with the following exceptions:

e The Reporting Service first selects the appropriate employer from their “Select
Employer” home screen.

e They then use the Upload Reports and Upload Status links from beneath the left hand
menu’s Upload Reports link to access the appropriate screens.
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