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HOW TO START WITH QUEST

How you start with QUEST depends on whether you are a regular user or an

Introduction T . .
Administrator who is setting up your QUEST account.

For Regular Users

Regular users can start using QUEST once they are notified that their account is ready. Start with these
sections to get up and running:

e QUEST Requirements
e Accessing QUEST

¢ Navigation and Software Tips

For Administrators

Before regular users can use QUEST, an Administrator must set up the Employer account, create users, and (if
applicable) authorize Third Party Administrators (TPAS) to act on your behalf.

Registering or Activating the Account

An Administrator must set up the Employer account — either by registering it, or activating it — before
QUEST can be used.

e If your business was established after December 7, 2009 or you have not yet conducted business with
the Massachusetts Department of Unemployment Assistance (DUA), you must register with the DUA
before you can use QUEST. Start with the section, Employer Registration.

e If your firm conducted business with the DUA before the QUEST system was rolled out on December
7, 2009, then an Employer account was probably already created on your behalf. However, you must
activate the account before you can use QUEST. Start with the section, Account Activation.

Creating Additional QUEST Users

The person who completes the Employer registration or account activation is assigned the Employer
System Administrator role by default. This user receives login credentials to access the QUEST self — service
account during the registration/activation process.

This user can in turn add additional users to the QUEST account. New users can be assigned the Employer
System Administrator role or any of six other roles. For detailed instructions, see the section, User
Maintenance.

Authorizing Your TPA(S)

Some Employers contract with Third Party Administrators (TPA) to perform accounting and/or payroll services.
Many of these TPAs routinely conduct business with DUA on behalf of those Employers. If you use any TPA(S)
you must authorize them from within QUEST to act on your behalf. See TPA Authorization under the Account
Maintenance section for instructions.

For each TPA you authorize you must enter the TPA ID that was issued by DUA, and assign the roles that are
specific to the functions you want the TPA to perform. DUA recommends that you coordinate with your TPA(s)
to arrange authorization.

10
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GETTING SUPPORT FROM DUA

Revenue Services Main Number 617-626-5075
General Inquiries
Account Activation
Temporary User ID/Password for Account Activation

Passwords 617-626-5551
User ID/Password for QUEST
Password Reset (for permanent passwords only)

Employer Liability 617-626-5050
New Account Registration
Closing an Account
Address change
Method of Payment
Third Party Administrator Update

Business Transfers 617-626-5272
Change of Ownership
Purchase, sale or transfer of business
Change in organizational type
Reporting new Federal Tax ID number

Tax Rates 617-626-6893
Experience Rating Information
Voluntary Contribution Program
Annual Rate Notice

Contributory Benefit Charges 617-626-6350
Statement of Benefit Charges/Protests

Reimbursable Benefit Charges 617-626-5790
Bills/Charge Reviews

FUTA Certifications 617-626-5790
ACH Credit Applications 617-626-5790
Employment and Wage Reporting 617-626-5243

How to file employment and wage detail reports
How to make payments

Adjustments/Refunds 617-626-5090
Employment and Wage Detail adjustments
Refunds
Payment information
Out of State Wage Detail Credits

11
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Revenue Collections
Payment Plan

Enforcement
Notice and demand for payments
Tax Liens and Bankruptcy
Tax Intercept

Revenue Audit
Boston
Western Region

Claimant Overpayment Recovery
Seasonal Employer Certification
Fair Share Contributions

Wage Processing
Calls for Monetary Employers for 1062 & 1074
Applicants requesting alternate base periods
Applicants for wages
W-2 pay stubs (form 1099)

Economic Data

LMI and Career Information
Resource Center
Local Area Unemployment Statistics

Mass Career Information System

24-Hour Fraud Hotline

Hearings Department

Greater Boston Regional Hearings Office

Northeast Regional Hearings Office (Lawrence)
Southeast Regional Hearings Office (Brockton)
West/Central Regional Hearings Office (Springfield)

Web Address: www.mass.gov/uima

617-626-5770

617-626-5750

617-626-6820
413-452-4725

617-626-6300

617-626-5451

617-626-6080

617-626-5039

617-626-5744

617-626-5718

800-354-9927

617-626-5200
978-738-4400
508-894-4777
413-452-4700

12
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QUEST REQUIREMENTS

To run the QUEST software the following are required:

A connection to the Internet
Web browser software. Any of the following browsers are recommended:
e Microsoft Internet Explorer, versions 6, 7, 8, 9.
e Mozilla Firefox, versions 1, 2.
e Apple Safari, versions 2, 3.
¢ Netscape Navigator, versions 8, 9.

Adobe Acrobat Reader, versions 7, 8.

IMPORTANT BROWSER SETTINGS:

e Add https://uionline.detma.org to the list of Trusted Sites.
e Disable pop-up blockers.

13
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Introduction to
QUEST

REVENUE
System

Disclaimer:

SYSTEM OVERVIEW

QUEST (Quality Unemployment System Transformation) is the system that
currently provides Employers and Third Party Administrators (TPAs) with a fast,
interactive web-enabled way to transact business with the Department of
Unemployment Assistance (DUA). These transactions involve in large part the
processing of Employer contributions to the Massachusetts Ul system. These
contributions are part of the revenue from which Claimants who qualify for
Unemployment Insurance may be paid. This Revenue system was rolled out in
December of 2009.

This user guide is limited to the Revenue System. It is intended for use by
Employers accessing QUEST, and by Third Party Administrator (TPAs) who perform
Employer account-level activities for their client Employers using QUEST. (TPAs
should also use the QUEST TPA Self Service User Guide. It can be found on
Wwww.mass.gov/uima.)

The DUA QUEST Revenue System automates the Registration, Wage and
Employment Reporting, and Tax Calculation and Payment processes with the
following time-saving improvements:

e Employers can get complete up-to-date account information and access
and maintain their accounts online, via self service.

¢ Wage and Employment filings, Ul and UHI Tax filings can be completed in
a single process.

e Third Party Administrators can file electronically and process multiple
records at the same time using file uploads.

e Employers can use online processing for quarterly tax filing and either
manually enter data, or upload files for larger submissions.

e Employers and Third Party Administrators can make secure online
payments.

The purpose of this user guide is to help Employers to navigate the QUEST system.
It should not be used as a reference for Unemployment Insurance Program policies
and procedures. Please refer to the DUA website at www.mass.gov/dua for
Unemployment Insurance Program Policies and Procedures.

14
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ACCESSING QUEST

. This section describes how to access the QUEST system.
Introduction

e Most new users typically access QUEST for the first time by clicking the
link in an email they receive. See the section, First Time Account Access
with Emailed Link.

e After their first time accessing QUEST, all users can log in from the
DUA website. See the section, Logging In.

IMPORTANT NOTE: The System Administrator who registers or activates the
Employer account will access QUEST for the first time using a different login
process. See the section, First Time Login After Registration or the section, First
Time Login After Account Activation.

First Time Account Access with Emailed Link

When your System Administrator creates an account for you, the QUEST system automatically generates an
email message containing a link.

1. Click the link in the email message to launch a browser with a special login page.
2. Enter a Password of your choosing, select a security question, answer the security question, set a PIN,

and click Save.

Logging In

If you have previously logged into QUEST, you can log in using the following steps.

1. Navigate to the DUA — QUEST webpage at www.mass.gov/uima.

2. Scroll to the QUEST area of the page. Click Employer Login.

Login to QUEST

Monday to Friday: 7:00am - 10:00pm.

Saturday: 7:.00am - 3:00pm. Employe-s can login to repotwages,
tile paymenss, change addrass and even authorzZe accesstar an
ajentwho does business on your behalf.

Employers currently registerad with DUA
must activate their QUEST account first.
Fleaze chizk the Account Activaion button
and enteryour DUA Emplaver Account
Murribier CEARD and Avivalicn Password wlich were rigiled o you
tc hegin your accaunt activation.

15
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3.

4. When the Employer Home page appears you have successfully logged into the QUEST system.

In the Employer Login page, enter your User ID and Password. Click Login.

Commonwealth
of Massachusetts

Logan

Tuesday, July 19, 2011
Eririt Preview

* |ndicates Required Field

Emplover Registration
System Avallahility
User Guide

Returning Emplayer
Account Activation

Massachusetts Division of Unemployment Assistance : Employer Login

Tao access Employer account information, enter your User ID and Password. Faor purposes of authentication, using
wour Password is considered the same as using your signature

User!D. | *
Password NN

*

Forgot Password

Commonwealth
of Massachusetts

Change Password | Logoff

Thursday, June 23, 2011
Print Preview

Employer Home

FAC

warkflom - My Inbox

Account Maintenance

Benefit Charge Activities
Correspondence
Employment and Wage Detail
Reporting

Payment Infarmation

User Maintenance

Employer Infermation
Employer Account Number: [ AR

Employer Home
Employer Home

Employer Name: [N

Employer Home

EAQ
Review frequently asked questions (FAQ's) for the LI
pragram or Ul system.

Account Maintenance

Maintain account information including changing legal
name, mailing address, owners/officers, reparting units,
or reporting status. View the most recent Tax Rate
Matice, authorize TPAS or provide information
regarding the purchase or sale of a business.

Correspondence
Search for Correspondsnce

Payment Information

Make payments; view account summary, pending
payments, processed or cancelled payments, taxable
wiages, and FUTA credit information

Workflow - My Inbox
Wiew any action items requiring your attention

Benefit Charge Activities

Wiew Benefit Charges by calendar year and quarterly
summaries; claimant detail summaries; and individual
claimant transaction details. Additional information
includes fiscal year summaries with tax rate buydown
andfor merger-acquisition details related to benefit
charges

Employment and YWage Detail Reporting

Submit Employment and Wage Detail Reports for this
Agency and the Department of Revenue. View historical
Employment and YWage Reporting information

User Maintenance
Assign or Update user access to Employer account
information.

Logging Off

Click Logoff to end your QUEST session.

16
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NAVIGATION AND SOFTWARE TIPS

This section provides tips on navigating and using the QUEST software:

Introduction

e The Employer Home page

e System Timeout

e Helpful Hints — Assistive Content
e Additional Tips

The Employer Home Page

The first page that appears after you log in to the system is the Employer Home page.

Change Password
Login/Logoff

Commonwealth
of Massachusetts

\.| Change Pagsword | Logoff

The Top Pane Tuesday, July 19, 2011
| Print Preview

-

Ermployer Jome j Employer Information

FAQ Employer Account Number: [ Ml 8  Ernployer MName: [N
Workflo Click to

Accaunt return to

Benefit O} E’HD‘OYW The Main Pane
Correspd ome Emg:oger Eome

Employrment and Wage Detal mployer nome

Reporting

Payment Information
User Maintenance EAD
Review frequently asked guestions (FAQ's) for the Ul

program or Ul system.

Function links

in an Account Maintenance

Maintain account information including changing lega
name, mailing address, ownersfofficers, repartin

expandable

Worldlow - by Inbox
Viewr any action items requiring your attention.

Benefit Charge Activities
View Benefit Charges by calendar year and quarterly
summaries; claimant detail summaries: and individual

list

claimant transaction details. Additional information
includes fiscal year summaries with tax rate buydowm
and/or merger-acquisition details related to benefit
charges.

ar reporting status. View the most rec
Motice, authorize TPAS or provide infi

Function link:
regarding the purchase or sale of a b unetion finks

with
explanations

The Left Pane . )
Employment and Wage Detail Reporting
Submit Employment smekad T

ﬁE\ger]cy andtthecljﬁvevp Accessibility Information,
mployment andvvag - privacy Statement, and
more Viewing Tips

Correspondence
Search for Correspondence

User Maintenance
Assign or Update useMs
information

Fayment Information

Malke payments; view account summary, pending
payments, processed or cancelled payments, taxable
wages, and FUTA credit information

I

To T (oih1

Accessibility | Privacy StatemEnt | Viewing Tips __J

The Employer Home page has three panes: the left pane, the top pane, and the main pane.

e The top pane has links to Change Password, Login, and Logoff.

e The left pane has links you can click to bring up the main QUEST functions. When you click function
links in QUEST, the list in the left pane expands to show the additional functions that are available
under the main functions. The left pane also has the Employer Home link. Click this link at any time
to return to the Employer Home page.

¢ The main pane initially displays the same links to Employer functions as the left pane. It also
provides explanations about each function.

If you click a function link, the main pane displays information and controls that are specific to the
function.

IMPORTANT NOTE: Not all function links display for all users. The Employer System Administrator at
your place of business has configured which functions links you see when you use QUEST.
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System Timeout

The QUEST system times out after 30 minutes. If you are entering detailed data, save frequently; otherwise if
a timeout does occur, the data may be lost. (Save by clicking the Save button or by navigating to the next
page and then returning to the previous page.)

Helpful Hints — Assistive Content

Most pages in QUEST provide helpful hints about using the software right on screen. In addition, there are
links that you can click to bring up a separate window with more in-depth information about a topic. This
information is known as Assistive Content in QUEST.

Assistive Content links are blue and underlined, with a small question mark to the right.

An example of an assistive content link for password guidelines:

Reset Password

Please chooge a new password 2
password security, please referfio t

Mher inforrmation by ST

o i it in the fields below and clicking save. For additional informatior
he passward guidelines .

ht-Hassword: e
Mew Passward: *
Re-enter new password: e

Click the Assistive Content link to display information about the phrase in a separate window.

password guidelines

A new password must conform to the following requirements:

* af least & characters in length
* no more than 35 characters in length
* not previously used within this system
+ does not contain a space (e.g."")
+ contains at least three (3) of the following:

= uppercase character (e.g. A-Z)

= lowercase character (e.g. a-z)

= numeric digit (e.g. 0-9)

= non-alphanumeric character (e.g. |, @ #%,% " & or *)

Additionally, a new password should not:

+ spell a word or series of words that can be found in a standard dictionary
+ spell a word with a number added to the beginning and/or end
* be based on any personal information such as name, pet, birthday, etc.

Click Close to close the Assistive Content window.

Additional Tips

Do not use your browser’s Back or Forward buttons to navigate in QUEST. Click the Previous or Next (or
Save or Submit) buttons that are provided right on each QUEST page.

Use the Employer Home link to return to the top-level Employer Home page at any time.

Data in some tables in QUEST can be sorted by column. Columns that can be used for sorting have a bold
blue underlined column heading. Click the column heading to sort data in the table by that column.
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FORGOTTEN PASSWORD

NOTE: If you need to change your password because it has been forgotten, follow these instructions.

1. Navigate to www.mass.gov/uima, and click Employer Login.

2. The Login page appears. Click Forgot Password.

e ith wednesday, June 02,2011
ommonwealt Print Preview
of Massachusetts

Logon * Indicates Required Field

Employer Registration

Massachusetis Division of Unemployment Assistance : Employer Login
Systemn Availzhility ) . . .
To access Employer account information, enter your User ID and Password. For purposes of authentication, using your

UsekGiloe Password is considered the same as using your signature
Returning Employar
Account Activation User ID: | i

Pagaword: | -

Logi Forgot Password

3. The User ID page appears. Enter your User ID and click Next.

In order to reset your password, you need to provide your User |D:

User ID: | &

4. The Verify Alternate Credentials page appears. Enter Last Name, FEIN, Employee ID, 4-digit PIN
Code, and your Security Answer. Click Submit.

« Employee ID: The Employee ID is a numeric entry containing a maximum of 8 characters. The Employee ID is an
alternate *User” credential which is manually assigned/created by the administrator of the users account. This
information is requested for authentication purposes when the user indicates they have forgotten their password.

= 4 Digit Pin Code: The 4 Digit Pin Code is a 4 digit numeric entry of your choosing. The PIN is an alternate “User”

credential which you create(d) during the permanent password set up . This information is requested for authentication
purposes when the user indicates they have forgotten their password.

Verify Alternate Credentials

In order to reset your password, please provide the following information:

User ID- _

Last Name:
FEIN:

Employee ID:

4 digit PIN Code:

* & & F

Security Question. What is your father's middle name?
Security Answer:

oo ] corc

NOTE: If you are the user that registered the Employer, your Employee ID is set by default to the
Employer Account Number (EAN), unless it was later changed. All other users should get their
Employee ID from their System Administrator.
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5. The Reset Password page appears. Enter a new password two times, and re-enter the security
answer and the PIN Code. Click Save.

Reset Password

Flease choose a new password and other information by entering it in the fields below and clicking save. For
additional information on password security, please refer to the password guidelines®.

MNew Password: =

Re-enter new password: -
Security Question: |wWhat is your father's middle narme? VI*

Security Answer: [*

4-digit PIN Code: | M

CHANGING A PASSWORD

If you wish to change your password while you are logged in to QUEST, click the Change Password link in
the upper left corner.

Enter your old password, a new password, security answer, and PIN. Click Save.
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Employer Registration
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Introduction

Required
Information

Helpful Hints

ABOUT EMPLOYER REGISTRATION

This section describes how to start and complete an Employer registration.

Employers who pay wages to anyone working or living within Massachusetts are
required to register with and report quarterly wage data to the Department of
Unemployment Assistance (DUA). This registration process will determine if you
the Employer will be subject to Unemployment Insurance (Ul) Contributions, and
after successful registration it will provide access to the system through which
Quarterly Wage records are reported.

NOTE: The instructions in this section are only for Employers registering for the
first time with DUA. If you have an existing account with DUA and have received
a correspondence about activating your account on the QUEST system, please
refer to the Account Activation section of this user guide for instructions.

IMPORTANT NOTE: The person who registers the account is actually creating a
user who is assigned the System Administrator role by default. This user has
access to all information in the Employer’s account and is able to make changes,
perform transactions, add additional users to the account, and choose what
permissions those users get. Therefore, the person chosen by an Employer to
activate the account should be a highly trusted employee.

The following information is required to complete the registration process:
e Type of legal entity (sole proprietor, partnership, LLC, etc.)
e Doing business as name (DBA)
e Federal Employer Identification Number (FEIN)
e State and date of formation or incorporation
e Date that employees first performed services in Massachusetts
e Owner/Officer information: SSN, FEIN, percent of ownership
e North American Industry Classification System (NAICS) Code
e Principal Business Activity performed in Massachusetts
e Quarterly Gross Summary of wages paid to date

e Number of employees currently on the payroll

The registration can be started and completed in separate sessions (though they
don’t need to be).

When the steps involved in starting the registration have been performed, a
temporary user name and temporary password are provided onscreen and
corresponded to you. This password cannot be reset, but you can contact the DUA
if you later forget it.

Once the temporary user name and temporary password are issued, the system
saves the information entered to that point. You can leave the session and resume
where you left off for up to 30 days, using the procedure for returning to an
Employer registration.

After 30 days, the temporary user name and temporary password expire, and
the information in the account is purged. If this happens, you must restart the
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registration from the beginning.

When the registration is completed, a permanent user name and a temporary
password are provided. The first time you log in using this user name, you will be
asked to set a permanent password.

The Employer Account Number (EAN) is assigned when registration is complete.

The Employee ID of the user who performs the registration is the same as the
EAN (though this can be changed later if desired).

The user who performs the registration is always given the Employer System
Administrator role, with full privileges.

IMPORTANT NOTE: Communication Method for correspondence is selected
during registration. This choice determines the default method for all official
communications to you from DUA.

NOTE: The system times out after 30 minutes of inactivity. If steps involved in
starting the registration are not completed and the temporary user name and
temporary password are not issued before a timeout, the information is not saved.
If this happens, you must restart the registration from the beginning.

NOTE: When Registration is complete:

e Official Correspondence about the registration will be generated and
transmitted to you.

e If you are a Non-Profit or Governmental organization, you will be assigned
contributory status. However, your payment method will be changed to
reimbursable if proof of 501(c)(3) status is received within 30 days.
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STARTING AN EMPLOYER REGISTRATION

The following steps show how an Owner, Officer or Authorized Employee can start the process of registering a
business with the DUA.

1.

Navigate to http://www.mass.gov/uima. Scroll to the Login to QUEST area. Click the Employer
Login button.

Login to QUEST

Monday to Friday: 7:00am - 10:00pm.
Saturday: 7.00aIm - 3:00pm. Employe-s can login 10 reporiwages,

file pavmens, change addr2ss and even authorze accessfor an
ho does business on yaur behalf.

must activate their QUEST account first,
Fleaze chizk the Accaunt Activalian button
and enter your DUA Emplover Account
Fumber (EAR) and Aciivaticn Passwoard wtich were mailed to you
tc begin yoLr accaunt activation.

2. The Massachusetts Department of Unemployment Assistance: Employer Login page appears. Click
the Employer Registration link.

Wednes day, June 08, 2011
Commonwealth zdnes day, Juns 08,
of Massachusetts

Erint Prewicu

Logan * |ndicates Required Field
:mplwer R_Eg'mra“u Massachuseits Division of Unemployment Assistance : Employer Login
. To access Employer account information, enter your User ID and Password. For purposes of authentication, using your
User Guide d . .
Passward is considered the same as using your signature
Returning Ermployer
Accournt Activation User ID: ‘ [*
Password: | *

Forgot Password

Your account will be locked after 4 atternpts. If you are having problems logging in, select the "Forgot Password” button to
reset your password
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3. The Welcome to the Ul Registration page displays. Read the following onscreen sections for
important information about the registration process:

e Welcome to Ul Employer Registration for a brief introduction.
¢ Necessary Registration Information for the information you need to supply during registration.

¢ Notification for information about certifying the information you provide.

wednesday, June 08, 2011
Commonwealth Print Praview
of Massachusetts

Logon * Indicates Required Field

Employer Registration
Systern Availability
User Guide

Returning Employer
Account Activation

Welcome to Ul Employer Registration

Employers who pay wages within Massachusetts are required to register with and report gquarterly wage data to this
agency. This registration process will determing if you are subject to Unemployment Insurance (L) Contributions and after
successful registration it will provide access to the system through which Quarterly Wage records are reported.

Necessary Registration Information

To successfully complete registration, you will need the following pieces of infarmation:
* Type of legal entity (sole proprietor, partnership, LLC, etc.)

+ Doing business as name (DBA)

-

Federal Employer Identification Mumber (FEIM)

.

State and date of formation or incorporation

-

Date that employees first pedormed services in Massachusetts

.

Owener/Officer information: SSN, FEIN, percent of ownership

-

Third party Administrator [TPA) code (if TPA is perfarming employer registration)

.

Principle Business Activity performed in hMassachusetts

-

Cuarterly Gross Surmmary of wages paid to date

+ Mumber of employees currently on the payroll

Notification

Youwill be asked to certify that all of the information provided in this filing is complete, true and accurate. Massachusetts
law provides for civil fines and criminal penalties for misrepresentation, evasion, willful nondisclosure, and failure or refusal
to furnish reports or requested information to this Agency.

| certify, under pains and penalties of perjury, that all information provided in this filing will be complete and true to the best
of my knowledge and belief.

4. On the same page, scroll to Beginning a New Ul Registration, answer the questions on the page,
and click Next.

Beginning a New Ul Registration

To begin registration, provide the necessary infarmation:

Are you an Employer compensating individuals for serices (O ves O No™
perormed in Massachusetts?:
If yes, enter the date you first paid wages to individuals |:| (mmiddfyyyy)
warking in Massachusetts:
Are you an out-of-state Employer with Massachusetts (O yes O no*
residents working outside of Massachusetts?:
Have you previously registered with this Agency?: O ves O MNo™®

FPlease enter your Federal Employer Identification Murmber | |
(FEIN):
Do you use a common paymaster??: (O yes O Ng®
If wes, enter the FEIN far your common paymaster: | |
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5. On the Select User Role page, select the applicable role (owner, or authorized employee of the
Employer being registered, or TPA) and click Next.

NOTE: If you are a Third Party Administrator, select “I am a Third Party Administrator (TPA) with
power of attorney registering on the Employer’s behalf.”

o N @) > @} > @) » COMPLETE

Enter Users Enter Enter Enter
Employer Business OwnerlOfficer
Information Information

Select User Role
To begin a new registration, designate the user role below and click on Mext'to begin.

1 am the owner, officer, or authorized employee of the employer being registered

Ol am a Third Party Administrator® (TPA) with power of attorney registering on the employer's behalf, Only select "l am a
TPA" if you have already registered as a TPA in the system

[ provious | wex:

6. On the Administrator Information page, enter administrator information, check the box, and click
Next.

o > @) > @j > @) » COMPLETE

Enter Users Enter Enter Enter
Employer Business Owner/Officer
Information Information

Enter Administrator Information

To enter infarmation for this employer you must be an authorized administrator™® of this account.

First Mame; [
Last Mame: 3
Business Phone: axt: | |
Secondary Phone: ext: | |
Business Title: *
Ermail

¥ By checking this box, | certify that | am authorized by the owner/officer of this organization to enter
employer information. | also certify that | am authorized to function as an Administrator on this account.

o] o

7. On the Contact Information page, put a check in Same as Administrator Information box, or
enter contact information if different, and click Next.

2 3 A
o >C2)’ ‘;@j, ‘;@j » COMPLETE

Enter Users Enter Enter Enter
Employer Business Owner/Officer
Information Information

Enter Contact Information

In order to proceed with ernployer registration, please let us know who we should contact regarding the information provided
during this registration. If you select 'Same as Administrator Infarmation’ you are not reguired to enter any field data.

First Mam
Last Mame:
Business Phone: ext:
Secondary Phone: ext:

Business Title:

Ermail

o] o
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8. On the Enter FUTA Liability page, indicate whether the Employer has FUTA liability from another
state by selecting Yes or No, and click Next.

o »(2) >(3) »(4) » COMPLETE
L, N/ S
Enter Users Enter Enter Enter
Employer Business Owner! Officer
Imformation Information

Enter FUTA Liability

Did this ernployer have FUTA liability ™ in another state o
: ! : * O Yes OMNo
prior to having employees in Massachusetts?:

9. In the Employer ldentification Information page, enter legal, business, and address/email
information. Select a Communication Method. Click Next.

NOTE: Communication Method is always set to Email by default. The other choice is US Mail. Make
sure to select your preferred communication method before proceeding.

NOTE: Select the Legal Entity type from the following: Sole Proprietor, Partnership, Corporation,
Trust, LLC (single owner), LLC (partnership), LLC (corporation), or Governmental entity.

— —~
. > o »(3) »(4) » COMPLETE
\2/ \&/

Enter Users Enter Enter Enter
Employer Business Owner/Officer
Information Information

Employer Identification Information

Please provide the legal address and other following information about the employer being registered.
Legal Entity Type: | [Select Ong] v

Legal Marne: *

Daing Business As (DBA) MName:

Address Line 1: |

Address Line 2: |

l* (do not enter PO Box)

City: [*
Stater | A - Massachusetts v|
Zip Code: |
Country: | US - United States Of Americ: ¥ l*
Business Phone Number: e

ext: |

Business Fax Number:

Business Email Address:

Re-enter Business Email Address:

Communication Method #: [Emgil
(e o]
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10. On the Address Validation page, select the address that is closest to your actual address. Click
Next.

NOTE: If applicable, select the address with the 9-digit extended Zip code (known as “Zip +4”).

Address Validation

One or more potential addresses are provided below to comply with U.S . Post Office standards. Please indicate
vour choice and click "Mext" to proceed, or click "Previous" to change the address you provided

Possible Matches

O 18 Staniford St
Boston, MA 02114-2502

Provided Address

© 189 Staniford St
Boston, MA 02114

Once the Temporary User ID and Temporary User Password display on the page, the Employer
registration data is saved. You have up to 30 days to complete the registration.

) )
. >o »(3 » (4 }——» COMPLETE
Ay A

Enter Users Enter Enter Enter
Employer Business Owner/Officer
Information Information

Temporary User ID and Password

The partial registration has been saved and your account has been assigned a termporary User ID and password. This 1D

and password will allow you to exit at any point in the registration process and return later to complete the process. Print
this page for your records.

The ternporary user ID and password will expire 30 days after date of issue.

Temporary User ID:_

Tempaorary User Password:
A permanent 1D and passward will be forwarded once registration is complete.

11. You must still complete the registration before you can be issued an EAN and use the account.

You can complete the registration without pausing, or stop at this point, and resume the process later.

e To complete the registration now, click Next. Skip the next section in the document and go
directly to Completing an Employer Registration.

e To complete the registration later, start with the instructions in the next section: Returning to an
Employer Registration.

IMPORTANT: Print or otherwise record the Temporary User ID and Temporary User Password in
case you need them to access your account.

IMPORTANT: The Temporary User ID and Temporary User Password you receive onscreen are
valid for 30 days. If they are allowed to expire before you complete your Employer account
registration, you must start the process from the beginning.
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RETURNING TO AN EMPLOYER REGISTRATION

If you started an Employer registration with the DUA (and received your
Temporary User ID and Temporary User Password onscreen) but you did not
complete the registration in the same session, you can return to the point
where you stopped, by following the instructions in this section.

Introduction

NOTE: If you are still in the original registration session (and you still see the
Temporary User ID and Temporary User Password onscreen), simply click Next to
continue. Go directly to Completing an Employer Registration for instructions.

NOTE: The Temporary User ID and Temporary User Password you receive when
you create an account are valid for 30 days. If they expire, begin the process
anew by performing the steps in Starting an Employer Registration.

1. Navigate to http://www.mass.gov/uima. Scroll to the Login to QUEST area. Click the Employer
Login button.

Login to QUEST

Monday to Friday: 7:00am - 10:00pm.
Saturday: 7:00am - 3:00pm. Employers can login to report wages,
file payments, change address and even authorize access for an

agent who does husiness on your hehalf.

must activate their QUEST account first.
Flease click the Account Activation button
and enteryour DUA Employer Account
Mumber (EAN) and Activation Password which were mailed to yau
to beqin your account activation.

2. The Massachusetts Department of Unemployment Assistance: Employer Login page appears.
Click the Returning Employer link.

Wednesday, June 0, 2011
Commonwealth Frint Preview
of Massachusetts

Lagan * Indicates Required Field

Ermnployer Registration
Systern Availability

Massachusetts Division of Unemployment Assistance : Employer Login

To access Employer account information, enter your User ID and Password. For purposes of authentication, using your
Password is considered the same as using your signature

Feturning Ermployer

User ID: | i
Password: | =

| Forgot Password

Your account will be locked after 4 attempts. If you are having problems logging in, select the "Forgot Password” button to
reset your password.
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3. The Continuing a Registration page appears. Enter the Temporary User ID and Temporary User
Password you received when you started the registration. Click Next.

Wednesday, June 08, 2011
Commonwealth Print P review
of Massachusetts

Lagon * Indicates Required Field

Emplover Registration
Systern Availability

Continuing a Registration
To continue a previously started registration, enter the Temporary User ID and Password you received in the fields below,

LD then click on "Next".

4. Continue to the next section, Completing an Employer Registration.

NOTE: If the Temporary User ID and Temporary Password do not work, it may be because it has been more
than 30 days since the account was created. If this is the case, start the process from the beginning by
following the instructions in Starting an Employer Registration.
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After an Employer account has been started, and the Temporary User ID and Temporary User Password have

COMPLETING AN EMPLOYER REGISTRATION

been established, the registration still needs to be completed.

Perform the following steps to complete the registration.

NOTE: If you interrupted the registration after the account was started but before the registration was
completed (i.e., if you stopped after receiving the Temporary User ID and Temporary User Password), see

the instructions in the section Returning to a Pending Employer Registration first.

1.

Perform the steps in Starting an Employer Registration, and (if necessary) Returning to an Employer

Registration.

The Enter Employer Business Information page appears.

a.

b.

Select a Business type (Agricultural, Domestic, Other, or Out-of-State).
Answer the remaining questions.

Click Next.

. > o »(3) >(4) » COMPLETE

Enter Users Enter Enter Enter
Employer Business Owner/Officer
Information Information

Enter Employer Business Information
The following questions are used to determine whether or not an emplayer is subject to U law. Additional follow-up
guestions may follow.
Legal entity type: Corporation
Business type: | [Select One] vl*
Federal Employer Identification Mumber (FEIN): I

Hows many individuals are being compensated for services l:[*

perfarmed?:
Have services been performed for this company in MA?. O ves O Mo™

If yes, what date were semices first perfarmed in MA?: |:| fmmiddfyyyy)

Will this employer act as a Leasing Company ¥7 (O vag O pg™
Is this employer the client of a Leasing Company?. O vas O plo™
Does this employer hawve workers that are exempt under *
Section & of MGL 151477, = 185 MO
Does this employer have workers considered to be () yag O po™
independent contractors?:
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3. The Enter Employer Business Information (cont’d) page appears. Answer the questions about
your company and click Next.

.
>

Enter Users Enter
Employer
Information

Enter Employer Business Information {cont.)

The following questions are used to determine whether or not an employer is subject to Ul law. Additional follow-up
guestions may follow.
Do you hold an exemption from federal income taxes as a
non-profit organization described under section S01(2)@ Pof O Yes O Ma™®
the internal Revenue Code?:
Did you acguire any part of an existing Massachusetts O yves O No®
business?:
Did you rearganize your business? (Examples include - but ) yeg O pa®
are not limited to - changes from a sole proprietorship to
corporation, LLC to & partnership):
Did your FEIN change® ) Yes O Na™

Did you acguire any assetsfimventory of an already existing O ves O No™®
business operating in WMassachusetts?:

Wias there a purchase & sale agreement with another entity ) yes O po™®
or entities operating in Massachusetts?:

VWas there an acquisition, merger or consolidation with ) yves O No®
anather entity or entities operating in Massachusetts?:

Was there a transfer of employees or spin-off fram another ) yeg O pa®™
entity or entities operating in Massachusetts?:

Are you part of a franchise?: ) yes O no®

Do you have more than one business location in- ) yeg O o™
Massachusetts?:
If yas, how many?: |

4. Enter Formation/Incorporation Information and click Next.

.
»*

Enter Users Enter
Employer
Information

Enter Formation / Incorporation Information

Legal Mame: Mass Inc

Business formationfincorporation date: [* (mmdddiyyyy)

Business formationfincorporation state: | pA — Massachusetts vl*

First date of employment in Massachusetts: [mmiddsyyyy)

5. If you are NOT a Non-Profit or Governmental organization go to Step 6.

» COMPLETE

Enter
Owner/ Officer

If you ARE a Non-Profit or Governmental organization, go to Step 8.

6. The Employer information — Wages page appears. The questions on the page are specific to the
Business Type you selected in Step 2. (This example shows what Employers who selected Business
Type Other would see.)

Answer the questions on the page and click Next.
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_Y ™
. > o > Ifa } > Ifd } » COMPLETE
Ny L

Enter Users Enter Enter Enter
Employer Business Owner/Officer
Information Information
Employer Information - Wages
Legal Marne:
During the current calendar year or the preceding four These questions are
calendar years, was there any calendar guarter in which Oes O No* specific to the

you paid wages of at least §1,500 far services in

employment ¥7:

If yes, please select the quarter and year during which you |Year v|| Enter Quarte
first exceed this amount:

If yes, provide the total gross wages (paid to date) within |
the selected quarter year:

oo o

7. Depending on how you answered in Step 6, the Employment Information — Other page may
appear. If it does, answer the questions on it, and click Next.

Business Type you
selected earlier in the
registration process

fy) I
. ¥ o »(3 » (4 » COMPLETE
Ny L

Enter User Enter Enter Enter
Employer Business Owner/Officer
Information Information

Legal Name: [ N GGG_N
During the current calendar year or the preceding
four calendar years, was there any year inwhich
you employed 1 or more individuals to perform  OYes O Ro*
services in employment ™ for at least 13 weeks
(whether ar not consecutive):
If yes, please select the quarter and year during
which you first reached the 13th week of | Year v || Enter Quarter v
employment:

o] o

8. Depending on your Business Type and your previous answers, the Enter Address — Physical
Location page may appear. If it does, fill in the fields and click Next.

o 0 -0 @ o

Enter Users Enter Enter Enter
Employer Business Owner!Officer
Information Information
Enter Address - Physical Location
Please enter the Massachusetts physical location™ of this business. This address cannot be a Post Office box. Do not enter a client site,

ather temporary job site, or emplayee home address
Same as: [[Select One] =]
AddressLine 1: |
AddressLine 2: |
City: |
State: Massachusetts
Zip Code: |

Country: United States Of America
Phone: | ext: |

Fax |
EMail: |

NOTE: If the physical address is the same as the legal address, select Legal in the Same as field,
and skip to the next relevant field. However, Employers who don’t have a physical address in
Massachusetts should select None.
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9. The Enter Address — Additional page appears. Select Yes if any of the following addresses —
Mailing, Wage & Separation, Benefit Charge, or Business Records Location — are different than your
Legal address; otherwise select No. Click Next.

» COMPLETE

Business
Information

Enter Address - Additional

You have the option of specifying additional addresses where certain types of carrespondence will be sent. The additional address types
follow

Mailing®

Wage & Separation?
Benefit Charge®

Busingss Records Location®

If any of the non-required address types do not have an entered address that address will default to the Legal Address
Would you like to enter any of the listed address types?. € Yes f-‘:Ncé_’*

NOTE: If you select Yes in Step 9, you will be prompted to address information for any applicable
addresses, before Step 10 appears.

10. The Enter Business Description page appears. Fill in the principal business activity and principal
product or service, and click Next.

. . o ( 4)—» COMPLETE

Enter Users Enter
Business
Information

Enter Business Description

Describe the principal business activity at this location a|*
=

IName your principal product or service at this location =[*
|

11. The NAICS Classification page appears. Select the 1°* NAICS classification from the drop-down list
and click Next. Select the 2™, 3™, 4" and 5™ classifications the same way. Click Submit once all five
classifications have been added correctly.

NOTE: Some Religious organizations have NAICS code 813110.

NOTE: If you do not know your NAICS Classification, you can look it up from the following website:
http://www.naics.com

. . o w\4>—p COMPLETE

Enter En
Business Owner/Office
Information

Confirm NAICS Classification

Please double check to be sure that this is an accurate description of your business. If it appears to be, then click on "Submit" to mave ta
the next screen. If not, click "Previous'.

1st Classification: 31 - Manufacturing

2nd Classification. 311 - Food Manufacturing

3rd Classification: 3113 - Sugar/Confectionery Product Manufacture

4th Classification: 31132 - Confectionery Manufacturing, Cacao Beans
5th Classification. 311320 - Confectionery Manufacturing, Cacao Beans

[ Previous | submit
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12. The Owner/Officer page appears. Add, correct, or delete Owner/Officer entries using the instructions
below.

e —0 0 0 o

Enter Users Enter Enter Enler
Employer Eusiness Owner! Dfficer
Information In‘ormation

Review Owner/Officer Information

« Toc ADD an CwenerfJffizer enter the information ir the Add/Modify section below.
« Tc MODIFY existing information identify the record by selectirg the radio buttoq to the le® of the neme and select "Mocify”.
e Tc DELETE an entry, identify the rezord by selecting the radio buton to the left of the vame and select "Deletz".

« You may not enter maore thar 5 owrer/officers.

« Aftercompleting al updates 1o the Owner/Jfizer infcrmation, select "Nest”

Mo recurds wund..

Add/Modify Owner/Officer Information

e Ifthe OwnerOfficer is an ndividual, complete the individsal CwnerOffcer section and Adeitional Information section.
o [|fthe Owner'Officer is a basiness/entity, complete the Eusiness/Entity Cwner/Officer section and Additional Information section.

Individual Owner'Officer OR Business/Entity Owner/Officer
First Hame: | Legal Emity Mamne:
Widdle Initial: | FEIN:
Last Mame:
Sacial Secirity Mumber:

Additional Information
+ |te Additioral Informatior secticn 1 required tor both the Indradual OrwnerfCificer and the Business/eEnity UwnerUthcer.

Dusiness Title: [Select Ona]  »

Percent of Cwnarship: [*

First Date of Owmership / Appoirtment: l* (mmiddryyvy)
Is the ovmerfoficer compansated for their serices? ) vag O No®
Acdress _ine 1: e
Ardress ine 2
City: e

State: | MA - Massachusetts V|
Zip Code: |
Country: | US - Urited States Cf Americe V[*
Elvail |

+ Select the "BDD™ button -0 SAVE tae enterec Owner/Oficer information.
+ Select the "Reset” button to zlear the entered informaticn.

o o]
Crovors | vor

To add Owner/Officer entries:

e Enter the information into the fields in the Add/Modify Owner/Officer Information and
Additional Information areas.
Click Add below the Additional Information area.

e Repeat for each new Owner/Officer entry you want to add.

IMPORTANT NOTE: Information about an Owner/Officer in the Add/Modify Owner/Officer
Information area should either go under Individual Owner/Officer (left column) or Business
Entity Owner/Officer (right column). Do not put information in both columns.
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13.

14.

To modify/correct an Owner/Officer entry:

e Select the radio button to the left of an entry.

¢ Click Modify.

e Edit the fields in the Add/Modify Owner/Officer Information and Additional Information
areas.

e Click Save below the Additional Information area.

e Repeat for each existing Owner/Officer entry.

Review Owner/Officer Information
« To ADD an Owner/Officer, enter the information in the AddMhodify section below
+ To MODIFY existing information, identify the record by selecting the radio button to the left of the name and select "Modify”
« To DELETE an eniry, identify the record by selecting the radio button to the left of the name and select "Delete”
» You may not enter more than 5 ownerfofficers
» After completing all updates to the Owmer/Officer information, select "MNesxt"

Name Title SSNIFEIN Address Information % Ownership
o I President | 19 Staniford St, Boston, MA 02114-2502 100%
Total Number of OwneriOfficers: 1 Total Percentage of Ownership: 10000%

To delete an entry:

e Select the radio button to the left of that entry.
e Click Delete.

If necessary, clear the fields in the Add/Modify Owner/Officer Information and Additional
Information areas by clicking Reset. This does not delete saved entries.

When the information on the page is complete, click Next.

The Registration Summary/Edit page appears. Review the information.

Business Information and Ownership Information can be edited if necessary. To return to the page
where the information was originally input, double click the blue band behind the 3) Confirm Business
Information label or the 4) Confirm Ownership Information label.

When the information is correct, proceed through the pages until you have reached the Registration
Summary/Edit page again.

To complete the registration, click Submit.
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[ ] @ @ 4] » COMPLETE

hamarTites

Registration Summary/Edil

i istration is almost Iste! H H H
s Sk o etcn s bt e Registration Summary/Edit

the coresponding hoader Bnbc

1) Confirm Usars Information

Firet Name I
| ast Hame: [
Frove: IR
Hecrxiay Phoe
Business Iitle: Owner
E-mail: I
L
Tirst Namne: NN
Last Name: IR
2ronc: I
Sacondary Phone:
Bursiness Tille. Owner

Confirm Users

Information
(cannot be edited)

E-mail: [

Leepl Crifity Tvpe Sale Prapristarship

Enbily Newre.
it Confirm
AdressUne 1 Employer
Address | ine 1
iy Information
bl;lt:'; (eznnot be edited)

County United States Of America
Nusines Prone Murcs ([
L ———

Bursinesys Mex Nunmmse
Hursiess sl
Communicaion Methcd: Email

) Conflm Rusiness Infomiation

Leepl Criity Tvpe Snle Prapristarship

Busiess Ivue. Olher COnﬁ rm
Fraderal Frplger ket fization Number (FRIH) (IR R
oty e ey C o g Business
KENACAI DEMOMIACY .
1laue SanarRe heas petarmad tr s ~ampany in AT Yas I nfO rm atl on

1 e, wiil dabe wone serviees Disl poduned mMA7. 7102010
Arecyan a S04{c) employr? Ma

1l 1= emngioy=r £CUME ANy EM CF 30 exsting

Mamsnchisells buesnes:?.

L wou reorgarnse your busmess7 (Leimgles mcue

ot are ner limited *n changes from a sole Neo
propricaocchip to corperation, 11 © to a parnershipy

Diid your FEIN chanQc? - No

10141 yall ACqUITE ANy Aseafnl nventery of an alnaty

emsting busiress aperzting in Massscousoie?.

Was thers a purchzse & sa e agreemant with another

onfity aporating in Maccacusotte?

Wi U s souguizalon, nagen o v Jabon ol g

snolive anlily o) ¥

Was Fiere 3 Iramde

(can bz edited)

Dioes Lus smphve lave worksrs consueed o be
wndependenl ponka 7

Mines this smplnyer have more than

I finn in Mas:
Iy, hionw ey 7.

Wil this erploge aoles 8 Leasing Conpain?. No

Is miks emolover e cllen: of a Laasing Company?. No

Lo you paslon any seraces Bl aic coempl andon
sechon B ol MUL 15147

&) Confirm Ownership Information

wl Mame: [N
Last ame: I Confirm
soua secanty Humocr: I Ownershlp
Logal Endry Name: -
rFi Information

b e oMo comnpueresaled b i sovioes?. Yes
Address Line 1- I
Address Line 2:
©ily. Deaten
lale. Massachuseits

(=an ha edirad)

Zip. 02114-2608
Tourtry: United Stotes Of Amcrica
E e
Fusiness Tele: Sole Propriator
Percent of Oanership: 100%
1 1% 12af2 of Cwnership / Appairtment 7112010

Ey praeelng Submlt, | agrae to the following terme:

onici will b
A3553CNUSCTES

fir the purpos
ploymCL I

Certification

that all of th= informat on provided in this filing is complet
Tun wnal s snd il peailies [ s epresn
milrnalion by

Aded in this fiing is complete and tne

Ifthe above is correct, pleass click Submit to process your registration information.
T any of the above inf ion, navigate to the i =ection and make the necessary

change.
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15. If you are a Non-Profit or Governmental organization, the Reimbursable vs. Contributory page
appears. Select a payment approach and click Submit.

Reimbursable vs. Contributory

Mon-profitfGovernmental organizations are required to pay contributions to the unemployment insurance system,
unless they elect to reimburse the fund for the amount equal to Ul benefits paid to former employees, which are
attributable to that employer. Section 14A requires that the non-profi‘Governmental organization which elects
payment in lieu of contributions, 1 2., reimbursement, must notify the agency within thirty (307 days of this
determination letter.

You have 30 days to select vour payment approach
Reimbursable®: O (requires additional documentation)
Contributory® &

Submit

16. The Registration Status page appears. Registration is complete. If you indicated a transfer of
experience, you will continue to the Experience Transfer process, where you provide historical
information that is used for Rate Calculation (see the section Provide information on the Purchase or
Sale of a Business). Otherwise, you can log in immediately by clicking Home, or close your browser
and login later. See the section, First Time Login After Registration for instructions.

IMPORTANT NOTES: The Registration Status page contains details about the Employer registration:

¢ Confirmation of the registration.

¢ The Determination of Employer Status, and (if applicable) the effective date at which the
Employer is subject to Massachusetts Unemployment Law.

e Ul Employer Account number (EAN).
e The permanent User ID.
e Temporary password.

e If you are subject to Ul tax you will see one of the following:

¢ Notice of Ul Tax Rate (if you are a contributory Employer).

e The quarter end date for which the Employer must submit an employment and wage detail
report.

e Obligations of Employers Selecting the Ul Reimbursement Method (if you are a reimbursable
Employer).

e If you are not subject to Ul tax, a Non-Subject Employer Information area.

38




QUEST - Employer User Guide

Example: The Registration Status page for a newly registered contributory Employer.

[ I N N N ——

Enter Users Enter Enter Enter
Employer Business Owner/Officer
Information Information

Registration Status
This is confirmation of successful registration. Please print a copy for your records.

Determination of Employer Status

Effective 7112009, you are an employer subject to Massachusetts Unemployment Insurance (11} Law (MGL 151A4A].
Youwill be required to submit quarterly wage detail records and pay Ul taxes on the wages paid to each of your
employees.

Ul Employer Account Number
Employer Account Number: NG

Reporing Type: Contributory

Permanent User 1D: | EGN_N

Password: |G

Motice of Ul Tax Rate

You have been assigned the following Unemployment Insurance (U tax rate:
2009:2.83%

Your Ul tax rate is one of several components® used to determine your total amount due once you have submitted
wour guarterly Employment and Wage Detail Report

Quarterly Employment and Wage Detail Report Information

Youwill be required to submit quarterly employment and wage detail reports. Employment and wage detail reports
may be submitted using the Temporary ID and password you received earlier in this registration. Go to the
Massachusetts Ul website for additional details about submitting these reports. Quarterly reports are due by the
last day of the month following the end of the quarter after you become liable for Ul contributions. Please complets
and submit the reports with your payments promptly. Interest charges are mandated by law on overdue
contributions.

The information provided during your registration indicates that you are reqguired to submit an employment and
wiage detail report for the guarter ending 913012009 and all subsedquent quarters

First Time Login After Registration

This section applies only if you are logging in for the first time after completing the initial Employer
registration. It describes how to change the QUEST-generated password and establish your security question
and PIN.

(If you have previously logged in using these instructions, then you should follow the regular log in procedure
in the section, Logging In.)

1. If you just registered your account and you just clicked Home, skip to Step 3.

If you closed your browser before logging in, navigate to the DUA — QUEST webpage at
WwWw.mass.gov/uima.
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2. Scroll to the QUEST area of the page. Click Employer Login.

3.

4. The Reset Password page appears. Enter the current password and new password, select a security
question, answer the question, and enter a 4-digit PIN code. Click Save to continue.

Login to QUEST

Monday to Friday: 7:00am - 10:00pm.
Saturday: 7:00am - 3:00pm. Employe s can lagh to repotwages,
file pavmens, change addr2ss and even authorize access for an

Es business uryour behall

must activate telr GQUEST accoumTirst,
Fleaze clizk the Account Activation hutton
dArd enler your DA Ermplower Accounl
Fumber (EAMY and Aciivaticn Passwoard wtich were mailed to you
tc begin yoLr accaunt activation.

In the Employer Login page, enter the User ID and Password you received onscreen or by U.S. mail
when you completed the registration. Click Login.

Commonwealth
of Massachusetts

Logon

Tuesday, July 19, 2011
Print Preview

* Indicates Required Field

Empioyer Registration Massachusetts Division of Unemployment Assistance : Employer Login

Systern Availability

User Guide your Password is considered the same as using your signature
Returning Employer

To access Employer account information, enter your User ID and Password. For purposes of authentication, using

Account Activatian User D li[*

il I

Forgot Password

Reset Password

Flease choose a new password and other information by entering it in the fields below and clicking save. For

additional information on password security, please refer to the password guidelines®.

Current Password:

Re-enter new password:

[
Mew Fassword: | N
[ ]

Security QuUestion: | what is your fathers middle narme?

Security Answer: | N [

4dorPNCose N "
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5. When the Employer Home page appears you have successfully changed your password and logged

into the QUEST system.

Commonwealth
of Massachusetts

Change Password | Logoff

Thursday, June 23, 2011
Erint Previev

Employer Home

FAQ

Workflow - by Inbox
Account Maintenance
Eenefit Charge Activities
Correspondence

Employment and Wage Detail
Reporting

Payrment Information
User Maintenance

Employer Information
Emplover Account Murmber: (R

Emplover Home
Employer Home

Employer Name: [N

Employer Home

EAQ
Review frequently asked questions (FAQ's) for the LI
program or Ul system.

Account Maintenance
Maintain account information including changing legal

name, mailing address, owners/officers, reporting units,

or reporting status. View the most recent Tax Rate
Motice, authorize TPAS or provide information
regarding the purchase or sale of a business.

Workflow - My Inbox
Wiew any action items requiring your attention

Benefit Charge Activities

View Benefit Charges by calendar year and quarterly
summaries; claimant detail summaries; and individual
claimant transaction details. Additional information
includes fiscal year summaries with tax rate buydown
andfor merger-acquisition details related to benefit
charges
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Account Activation
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Introduction

ABOUT ACCOUNT ACTIVATION

NOTE: Account Activation only applies to Employers who were doing business
with DUA before December 7, 2009.

The QUEST system for Employers was rolled out on December 7, 2009. Almost
every Employer who was already conducting business with DUA before that date
was automatically set up with an account in QUEST. However, before you can use
the account that was created for you, you must activate it.

If you need to activate your account, you should have received a communication
from DUA (via US mail or other method) that included a temporary password.
(Call 617-626-5075 if this information is not available.)

The temporary user ID is simply the DUA Employer ID you used before QUEST
was introduced. You may also know this ID as your State Unemployment
Insurance (SUI) Number. In the QUEST software, this number is referred to as
the Massachusetts Employer Account Number (EAN).

Before beginning the activation process, also gather the following information:

e Federal Employer Identification Number (FEIN)
e Business contact information (addresses, phone, email)
e Owner/Officer contact information (name, SSN, home address, and phone)

Follow the instructions in this section to activate your account.

Once the account has been activated, a permanent User ID and a QUEST-
generated password will be provided.

The first time you log into the account with the permanent User ID, you will also
be prompted to change the QUEST-generated password to one of your own
choosing.

IMPORTANT NOTE: The person who activates the account is actually creating a
user who is assigned the System Administrator role by default. This user has
access to all information in the Employer’s account and is able to make changes,
perform transactions, add additional users to the account, and choose which
permissions those users get. Therefore, the person chosen by the Employer to
activate the account should be a highly trusted employee.
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PERFORMING THE ACCOUNT ACTIVATION

Perform the following steps to activate an account.

1. Go to www.mass.gov/uima

2. Scroll to the QUEST area of the page. Click the Account Activation button.

Login to QUEST

Monday to Friday: 7:00am - 10:00pm.

Saturday: 7:00am - 3:00pm. Emplaovers can login to report wages,
file payrments, change address and even authorize access for an
agentwho does business on your behalf,

-

iEmptnjp.r : 7
in *

mployers currently registered with DUA
ust activate their QUEST accoun first.
"lease click the Account Activation button
and enteryour DA Emplover Account

B dActivation Password which were mailed to you
to beqin your account activation.

3. The Activate Your Account page appears.

Commonwealth Thursday, Jllél:leﬂ 123; EZV? E1 ‘l
of Massachusetts D

Logon * Indicates Required Fisld

Employer Registration
Systern Availability

Activate Your Account
You can activate your account by completing just a few quick steps. To begin, enter your Employer Account

User Guide Nurmber(EAN) and the Activation Password you received and select 'Next'. If you need to access your account
Returning Employer prior to receiving your permanent logon credentials, you may use the login infarmation from your activation letter for
Account Activation the next 30 days
Employer Accaunt Number(EAN): | >
Activation Password: | *

e Enter your Employer Account Number without dashes. You may know this humber as your DUA
Employer ID or your State Unemployment Insurance (SUI) Number.

e Enter the Activation Password that was provided to you.

e Click Next to continue.
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4. The Welcome page appears. Your Employer Account Number and Employer Name display at the
top of the page. Read the information on the page and click Next to continue.

Thursday, June 23, 2011
Commonwesith Piint Preview
of Massachusetts e
Logon

Employer Registration Employer Information

3y5te(r3n Advauam\ty Employer Account Number: (D Employer Name: (D
SEr Gulde

s iinc eIy e Welcome to Ul Employer Account Activation!

LTSS e Employers who pay wiages within Massachusetts are required to register with and report quarterly wage data to
this Agency. This activation process will create your new online DUA account.

Plgase noie that nat completing the aclivation process could resull in the ioss of snisred data
Necessary Activation Information

To successfully activate your online self-service account, you will need the following pieces of information
e Federal Employment Identification Mumber (FEIM)

« Contact Information
« Employer Information, including Legal and Physical address

« OwnerfOfficer Information

Notification

Allinformation provided in this filing must be complete, true and accurate. Massachusetts law provides for civil
fines and criminal penalties for misrepresentation, evasion, willflul nondisclosure, and failure or refusal to furnish
reports or requested information to this Agency.

Accessibilty | Privacy Statement | Yiewing Tips

5. The Administrator Information page appears. Enter the requested information, check the box to
certify that you are authorized, and click Next to continue.

N ™\
o L @/, » @/ » COMPLETE

Employer Business Owner/Officer
Infarmation Information  Infarmation

Employer Information

Employer Account Nurber (D Employer Mame G

Administrator Information

To enter information for this employer you must be an authorized administrator® of this account. Please enter the
following information about yoursel

First Name:

Last Mame:

Fhone: * et \ |
Secondary Phone: el | \

Business Title: -

Email:

M By checking this box, | cerify that | am authonzed by the ownerfofficer of this organization to enter employer
information. | also certify that | am authorized to function as an Administrator on this account.

6. The Contact Information page appears. Enter the requested information or put a check next to
Same as Administrator. Click Next to continue.
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Thursday, June 23, 2011

Commeonwealth
@ of Massachusetts Erint Previevy

Logon
Employer Registration ) » (3 »

Pl g o @J > @J » COMPLETE
Systern Avallability Emplayer Business Owner/Officer
User Guide Information Information Information
Returning Ernployer Emp! Inf ti
Account Activation OYEITNIONMAN D

Employer Account Number: (P  Emplover Name: (D

Contact Information
Please enter the following information about the person that should be contacted with questions regarding the
initiation of this self-service account.

Same as Administrator:
First Marme:

Last Name
Business Title:
Business Phone: ext
Secondary Phone: et
Email:

sl PR

Accessibilty | Privacy Statement | Yiewing Tips

7. The Communication Method / Business Information page appears. Select Email or US Mail, enter
an email address if applicable, answer the business questions, and click Next.

IMPORTANT NOTE: The Communication Method you choose at this point determines the default
method for all official communications to you from DUA.

Thursday, .J 23,2011
Commonwealth s l::;lP’review
of Massachusetts

* Indicates Required Field

Logon
Employer Registration . o @3 » COMPLETE
System Avallability Employer Business Owner/Officer

User Guide Information Information Information

Returning Employer

Employer Information

Account Activation
Emplover Account Nurmber: [ I NN Emplover Mame: [ R I

Communication Method
The following questions are used to gather missing account information:

Please indicate your preferred ethod O p
Communication?
Business E-Mail Address:
Business Information

Da you Use a cammon paymaster™? O Yes ® No*
If yes, enter the FEIN for your common paymaster:

Wil this employer act as a Leasing Company™? Ovas ® Mo®

Do you have employees that perform services that may r
be exemp Under Seciion 6 of MGL 151477 00 ©

Juastei) ey

Accessibilty | Privacy Statement | Viewing Tips

8. The Legal Address page appears. The address that DUA has on file is displayed. Edit the address if
necessary. Click Next to continue.
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Commonwealth Thursday, Jl::ﬁ]fg;;?xf
of Massachusetts -

Logan * Indicates Required Field
Emplover Registration . e @) » COMPLETE

Systemn Avallability Employer Business Owner/Officer

User Cuide Information Information Information

Returning Employer

Account Activation EmE cyenligioimation

Employer Account Nurmber I R Employer Mame: [ NG

Legal Address

Please confirm, or make modifications to your Legal Address® This address cannct be a Post Office box, Do not
enter a client site, other temporary job site, or employee home address

AddressLine 1 [ AMMNEDE 3 ©
AddressLinez: [ |
City: |Boston *
Statel | MA - Massachusetts V‘

Zip Code: |02143 |
Country. | US - United States Of Americe ¥ r*
Prone xc
Fax [

Ehail: |

s PR

Accessibilty | Privacy Statement | Yiewing Tips

9. The Address Validation page appears. Select the address that is closest to your actual address. Click
Next.

Address Validation

One or more potential addresses are provided below to comply with U.S . Post Office standards. Please indicate
vour choice and click "Mext" to proceed, or click "Previous" to change the address you provided

Possible Matches

O 18 Staniford St
Bostan, WA 02114-2502

Provided Address

© 189 Staniford St
Boston, MA 02114

s |

NOTE: If applicable, select the address with the 9-digit extended Zip code (known as “Zip +47).

10. The Physical Location page appears. Indicate whether your business has a presence in
Massachusetts, and click Next to continue. (If you answer No, skip to Step 12.)

S, N W—

Employer Business Owner/Officer
Infarmation Information Infarmation

Employer Information

Employer Account Murmber: RGN Employer Name: [IINEG

Massachusetts Physical Location

Dioes this employer have a Physical Location® in
Massachusetts?(This cannatinclude a P.O box or client @ Yes ONo*
site or employes home address)

| L
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11. The Massachusetts Physical Location Address page appears. Enter or correct your Massachusetts
address OR select an address type from the Same as box. Click Next.

. > o >(3) » COMPLETE

Employer Business  Owner/Officer
Information  Information  Information

Employer Information
Employer Account Mumkber: Employer Mame:

Massachusetts Physical Location Address

Flease enter, confirm or make modifications to your MA physical location address.® This address cannot be a
Paost Office box. Do not enter a client site, other temporary job site, or employee home address.
Legal »

| )

Same as
Address Line 1
Address Line 2:

City:
State: Massachusstts
Zip Code: | |

Country. United States Of America
Phone: ot |

Faw
EMail:

12. The Owner/Officer page appears (see figure on next page).

¢ Review any Owner/Officer entries in the Review Owner/Officer Information section.
e If an entry needs correction, or the percentage of ownership is blank:
e Select the radio button to the left of that entry.
e Click Modify.

e Edit the fields in Add/Modify Owner/Officer Information and Additional
Information.

e Click Save below the Additional Information area.

e Repeat for each existing Owner/Officer entry.

If an entry should be deleted:

e Select the radio button to the left of that entry.

e Click Delete.

¢ If no Owner/Officer information appears, or if you need to add more Owner/Officer entries:

e Enter the information into the fields in Add/Modify Owner/Officer Information and
Additional Information.

Click Add below the Additional Information area.

Repeat for each new Owner/Officer entry you want to add.

e At any point, you can clear the fields in Add/Modify Owner/Officer Information and
Additional Information by clicking Reset. This does not delete saved entries.

¢ When all information listed in Review Owner/Officer Information is correct, click Next.

IMPORTANT NOTE: Information about an Owner/Officer in the Add/Modify Owner/Officer
Information area should either go under Individual Owner/Officer (left column) or Business
Entity Owner/Officer (right column). Do not put information in both columns.

IMPORTANT NOTE: A maximum of five (5) Owner/Officers can be listed with an Employer account.
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.—P .—P 0—} COMPLETE

Employer Business Owner/Officer
Information Information Information

Employer Information
Employer Account Number: Employer Name

Review OwnerlOfficer Information

« T0o ADD an OwnerOfficer, enter the information in the AddModify section below

To MODIFY existing information, identify the record by selecting the radio button to the left of the name and

select "Modify".

« To DELETE an entry, identify the record by selecting the radio button to the left of the name and select
"Delete”.

« Y'ou may not enter more than 5 awner/officers

After completing all updates to the Owner/Officer information, select "Mext"

0,
Name Title SSNIFEIN Address Information - .
Ownership
O* Roger I President - 19 Staniford St. Boston 99.00%
O* Tony I Partner - 19 Staniford St. Boston 1.00%
Total Number of 2 Total Percentage of Ownership: 100.00%
Owner/Officers:

Add/Modify OwnerlOfficer Information
« If the OwnerfOfficer is an individual, complete the individual Cwner/Officer section and Additional Information
section.

« If the Owner/Officer is a businessfentity, complete the Business/Entity Owner/Officer section and Additional
Information section.

Individual OwnerlOfficer OR Business/Entity OwnerlOfficer
First Mame: | Legal Entity Mame
Iiddle Initial: | FEIN
Last Mame:
Social Security

Number:
Additional Information

« The Additional Information section is required for both the Individual Cwiner/Officer and the Business/Entity
OwnerfOfficer.

Business Title: | [Select One]  ~[*

Fercent of Cvwnership:
First Date of Ownership f Appointment: |* {mmiddinyy)
Is the ownerfofficer compensated for their services?: O Yes O MNo*

Address Line 1 e
Address Line 2:
City: [*

State: | MA - Massachusetts V‘
Zip Code: |

Country. | US - United States Of Americs Vr*
EMail: |

« If modifying an existing OwnerOfficer, select "SAVE™ button to SAVE the entered information.
« IFadding an existing Owner/Officer, select "ADD™ button to SAVE the entered information.
« Selectthe "Reset” button to clear the entered information.

Cras [ e
En
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13. The Activation Complete page appears. It provides a permanent User ID and a temporary
password. You can log in immediately by clicking Login, or close your browser and login later. See
the section, First Time Login After Account Activation for instructions.

IMPORTANT NOTE: Print the page or otherwise record the User ID and Password.

® 0 @ o

Employer Business Owner/Officer
Infarmation Information Information

Employer Information
Employer Account Number: [l R  Crployer Name: GG

Activation Complete

Thank you for providing this information. You have successfully initiated your online self service account. Your
permanent User ID and password are as follows:

User ID: I
Password: NG

Youwill receive a copy of your logaon credentials wia US Mail, but print this page for your recaords.

First Time Login After Account Activation

This section applies only if you are logging in for the first time after completing the account activation. It
describes how to change the QUEST-generated password and establish your security question and PIN.

(If you have previously logged in using these instructions, then you should follow the regular log in procedure
in the section: Logging In.)

1. If you just activated your account and are still viewing the Activation Complete page, skip to
Step 3.

If you closed your browser before logging in, navigate to the DUA — QUEST webpage at
WwWWw.mass.gov/uima.

2. Scroll to the QUEST area of the page. Click Employer Login.

Login to QUEST

Muonday W Friday: T:00am - 10:00pim.

Saturday: 7:00am - 3:00pm. Emplove s can login to reportwages,
file paymems, change addrzss and even authorge accessfor an
ho does business anyour behalf.

must activate their QUEST accountfirst,
Fleaze clizk the Account Activalion button
and enter your DUA Emplover Account
Mumber (CAMY and Activaticn Massword which were mailed to you
tc begin yoLr accaunt activation.
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In the Employer Login page, enter the User ID and Password you received when you completed the
activation. Click Login.

Commonwealth
of Massachusetts

\

Logan

Tuesday, July 19, 2011
Eririt Preview

* |ndicates Required Field

Emplover Registration
System Avallahility
User Guide

Returning Emplayer
Account Activation

Massachusetts Division of Unemployment Assistance : Employer Login

Tao access Employer account information, enter your User ID and Password. Faor purposes of authentication, using
wour Password is considered the same as using your signature

User!D. | *
Password NN

*

Forgot Password

4. The Reset Password page appears. Enter the current password and new password, select a security

question, answer the question, and enter a 4-digit PIN code. Click Save to continue.

Reset Password

Flease choose a new password and other information by entering it in the fields below and clicking save. For
additional information on password security, please refer to the password quidelines®.

Current Password:
Mewi Fassword
Re-enter new password:

|

Security Question:

Security Answer. | RN [y

What is your father's middle name?

A-digit PN Code:

- 4

into the QUEST system.

5. When the Employer Home page appears you have successfully changed your password and logged

Commonwealth
of Massachusetts

\

Change Password | Logoff

Thursday, June 23, 2011
Erint Preview

Employer Home

FAQ

Wy orkflow - by Inbox

Account Maintenance

Benefit Charge Activities
Carrespondence
Employment and Wage Detail
Reporting

Payment Infarmation

User Maintenance

Employer Infermation
Emplover Account Number: [ R

Employer Name: [

Employer Home

Employer Home
Employer Home

EAQ
Review frequently asked questions (FAQ's) for the LI
program or Ul system

Account Maintenance
Maintain account information including changing legal

name, mailing address owners/officers, reparting units,

or reporting status. View the most recent Tax Rate
Motice, authorize TPAS or provide information
regarding the purchase or sale of a business

Workflom - My Inbox
View any action items requiring your attention.

Benefit Charge Activities

Wiew Benefit Charges by calendar year and quarterly
summaries; claimant detail summaries; and individual
claimant transaction details. Additional information
includes fiscal year summaries with tax rate buydowm
andfor merger-acquisition details related to benefit
charges
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Account Maintenance
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ABOUT ACCOUNT MAINTENANCE

This section describes how to use the functions available from the Account

Introduction . . .
Maintenance page. Functions include:

View Employer Account Profile

Address Information

Employer Appeals

Maintain Employer Name

Maintain Owners/Officers

Maintain Employer Reporting Units

Provide Information on the Purchase or Sale of a Business
Suspend Employer Account

Revive Employer Account (for Suspended Accounts)

View Rate Notice

Voluntary Contribution

Third Party Administrator (TPA) Authorization

Change Method of Payment (for Governmental and Non-Profit
Organizations)

NAVIGATING TO ACCOUNT MAINTENANCE

To navigate to Account Maintenance, perform the following steps:

1. Log in to QUEST. Click the Account Maintenance link in the left pane (the link also appears on the
main pane of the Employer Home page).

Tuesday, July
Commonwealth P
of Massachusetts -
Change Password | Logoff

Emplower Home Employer Information

FaQ Employer Account Mumber: [ R Croplover Name: [N

T - Py IND0
< ACount Maintenance Emplnyer Home

it Charoe Actlyiky

CorresponHentE Employer Home

Employment and Wage Detail Snploveihicns

Reporting

Payment Infarmatian

User Maintenance FAQ Workdlow - by Inbox

Review frequently asked questions (FAQ's) for the UI Wiew any action items requiring your attention
program ar Ul system

Account Maintenance Benefit Charge Activities

Maintain account information including changing legal Wiew Benefit Charges by calendar year and quart
name, mailing address, owners/officers, reporting units,  summaries; claimant detail summaries; and indiv
or reparting status. Yiew the most recent Tax Rate claimant transaction details. Additional informa
Matice, authorize TRPAS or pravide information includes fiscal year summarias with tax rat
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2. The Account Maintenance page appears. Available account maintenance functions are listed in links
in the left pane as well as the main pane. The main pane also displays explanations of the functions.

Click a link to access a function.

Commonwealth
of Massachusetts

Change Password | Logoff

Tuesday, August 09, 2011
Frint Preview

lenln er Home

FAC
warkflom - My Inbox
Account Maintenance
+ wiew Employer Account
Profile
+ Address Information
* Emplayer Appeals
+ Maintain Employer Name
* Maintain Owners/Officers
+ Maintain Employer
Reporting Units
* Provide Information on the
Purchase or Sale of a
Business
» view Rate Motice
» voluntary Cantribution
* Third Party Administrator
[TPA) Authorization
Benefit Charge Activities
Correspondence
Ermployment and Wage Detail
Reporting
Payment Infarmation
User Maintenance

Employer Information
Employer Account MNumber: I Employer Name

Account Maintenance

View Emplover Account Profile
Wiew summary profile and history information related to
the Employer Account.

Employer Appeals
Appeal a determination regarding your Employer
Account

haintain Cwners/Officers
Wiew, Add, or Update OwnerfOfficer information for the
Employer Account

Provids Information on the Purchase or Sale of a

Address Information
Wiew or Update address types. Maintain phone
numbers and e-mail addresses.

Maintain Employer Narme

Provide information regarding a change to the legal
nams of the business entity or change the Daoing
Business As (DBA) name of the business entity.

haintain Emplayer Reporting Units
Create and update Employer reporting units

View Rate Motice

Business

Provide information on the sale or acquisition of a
business, or on & change of legal entity or business
reQrganization.

Voluntary Contribution
Submit a woluntary contribution payment to buy down the
experience rate of the Employer

View mast recent Ul rate notice.

Third Party Administrator (TP A) Authorization
Create new or update sxisting TP A authorizations to
access Employer account information.
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Introduction

VIEW EMPLOYER ACCOUNT PROFILE

The Account Profile area displays numerous details about your business, your DUA
Employer account, and your status. Many of the details can be clicked to display
greater detail and/or history. Information includes the following:

Employer Account Identification Information

e Employer Account Number (EAN)
e Federal Employer Identification Number (FEIN)

Employer Account Subjectivity Information

DBA

Converted Employer (Y/N)

Subjectivity Date

Registration Initiated By (system / employer)
Registration Date

Date of First Wages

Subjectivity Reason*

Employer Account Status Information

Employer Status*
Revival Date*
Suspension Date
Suspension Reason*
Bankruptcy Date*
Bankruptcy Chapter

Employer Account Rate Information

Ul Contribution Rate*
Ul Rated Year

UHI Contribution Rate*
UHI Rated Year

Employer Account Business Information

Legal Entity Type*

Business Type*

Reporting Method*

NAICS*
Incorporation/Formation State
Incorporation/Formation Date
Ownership*

Has multiple reporting units?
Using Leasing Company?
501(c)3*

Electronic File Waiver

Employer Account Action Information

e Status Determination Pending*
e Pending Appeal

Items with an asterisk (*) can be clicked to display additional details.
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Navigating to Account Profile

Navigate to the Account Profile page by performing the following steps:

1. Log in to QUEST and click Account Maintenance.

2. Click the View Employer Account Profile link.

Commonwealth
of Massachusetts

Change Password | Logoff

Thursday, July 14
Prin

Employer Home

FAGQ
warkflom - My Inbox
Account Maintenance

Account Maintenance

Employer Infermation
Employer Account Mumber: Employer Mame

Profile Wiews Employer Account Profile
v Address Information eyy summary profile and [k
» Employer Appeals the ployar Beeol
* Maintain Employer Narme
* haintain Owners/Officers
* Maintain Employer

Reporting Units

* Reguest Warker Status

Address Information
Wiew or Update address types. Maintain phone
numbers and e-mail addresses.

» Wiewr Employer Accmuntc

information related to

Maintain Employsr MNarme

Provide infarmation regarding a change ta the l2g:
name of the business entity or change the Doing
Business As (DBA) name of the business enti

Employer Appeals
Appeal a determination regarding your Employer
Account

3. The Account Profile page appears.

Employer Information
Employer Account Mumber: Employer MName:

Account Profile

Flease note that this information reflects the current state of this account and may not include pending actions
Employer Account Identification Information
EAN FEIN:

Employer Account Subjectivity Information

DBA Clistration Initiated By, System
Converted Employer Yes Registration Date: 91212003
Subjectivity Date: 61112003 Diate of FirstWages: Not Available

Subjectivity Reason. Payroll - All Others

Click a link to display
a page with details
and/or history

Employer Account Status »-
Employer Statuz*Active

Eevival Date. Mot Applicable
Suspension Date: Not Applicable Suspension Reason: Not Applicable
Eankruptcy Date. Not Applicable Bankruptcy Chapter: Mot Applicable

Employer Account Rate Information

Ul Contribution Rate: To Be Determined Ul Rated Year. 2005
UHI Contribution Rate: 0.36% UHI Rated Year. 2005
Legal Entity Type: Not Available Eusiness Type. Other
Reporting Method: MAICS: 541711 Research and
Development in
Biotechnology
Incorporatloanormatmj Not Available
Date

Contributory

Incorporation/Formation
State:
Onanership: Private Sector Ownership
Has multiple reparting No
units?:
501{ci3. No Electronic File Yaiver. No

Employer Account Action Information

Status Determination No Appeal Fending: No
Pending
For additional information regarding any Employer Account transaction, refer to the Event Log.

Using Leasing Company™?: No
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Viewing Account Profile Details

1. Perform the steps in Navigating to Account Profile.

2. Click a link on the page to view details and/or history. (See examples 1, 2, and 3.)

Example 1: Ul Contribution Rate History displays if you click the Ul Contribution Rate link.

Employer Information
Employer Account Number: [l R  Employer Name: NG

Ul Contribution Rate History

Date and Time Changed Effective Begin Date Experience Rate Adjusting User Name

32201052018 PM 11142010 3.300% CONVERSION
12/4/2009 2:51:53 PM 14172009 4.410% CONVERSION
12/4/2009 2:51:53 PM 14142008 3.370% CONVERSION
12/4/2009 2:51:53 PM 1142007 3.650% CONVERSION
12/4/2009 2:51:53 PM 14112006 4.210% CONVERSION
12/4/2009 2:51:53 PM 14112005 5.200% CONVERSION
12/4/2009 2:51:53 PM 11112004 2.530% CONVERSION
12/4/2009 2:51:53 PM 1/1/2003 2125% CONVERSION

Example 2: UHI Contribution Rate History displays if you click the UHI Contribution Rate link.

Employer Information
Employer Account Murmber: [ Il  Croplover Name: I

UHI Contribution Rate History

Date and Time Changed Effective Begin Date Experience Rate Adjusting User Name

2/4/2011 4:08:37 AM 1112011 0.360% batch

12/4/2009 5:24:24 PM 14142010 0.240% CONVERSION
12/4/2009 5:24:24 PM 11112008 0.120% CONVERSION
120412009 5:24:24 PM 14112008 0.120% CONVERSION
12/4/2009 5:24:24 PM 1112007 0.120% CONVERSION
120412009 5:24:24 PM 14172006 0.080% CONVERSION
12/4/2009 5:24:24 PM 11112003 0.040% CONVERSION
12/4/2009 5:24:24 PM 14172004 0.000% CONVERSION
12/4/2009 5:24:24 PM 11112003 0.000% CONVERSION

Example 3: Employer Status History displays if you click the Employer Status link.

Employer Information
Employer Account Mumber Employer Mame:
Employer Status History

Date and Time Changed Employer Status Adjusting User Name
9122003 12:00:01 AM Active COMNYVERSION
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ADDRESS INFORMATION

. This section describes how to:
Introduction

e View and modify the primary address information on an Employer
account.

e View Employer address history.

¢ View and modify Correspondence Preferences that designate whether
you receive official correspondence from DUA via US Mail, or Email.

An Employer account can have up to six different types of addresses:

Additional

Information
Legal
Physical Location
Mailing

Business Records Location
Benefits Charge
Wage and Separation

There can only be one address per address type.

NOTE: An Employer can have reporting units attached to the primary account.
Two types of addresses are allowed on each reporting unit: Physical Location and
Wage and Separation.

Address maintenance for reporting units is performed from Maintain
Reporting Units page (and not the Address Information page). See the section
Maintain Reporting Units under Account Maintenance for instructions.

Navigating to the Address Information Page

1. Log in to QUEST and click Account Maintenance.

2. Click the Address Information link.

Thursday, July
Commeonwealth P
of Massachusetts -

Change Passwaord | Logaft

Employer Home Employer Information
EAG Employer Account MNumber: Employer Name

WWOFKFICeY - by INkox
Account Maintenance

Account Maintenance

» View Employer Account
Profile Wiew Ernployer Account Profile

* Address Information View summary profile and history information related td iovy or Undate aodee=t types. Maintain phone

* Employer Appeals the Emplayer Account numbers and-e-mail addresses

* Maintain Employer Name

* Maintain Owners/Officers | Employer Appeals Maintain Employer MName

* Maintain Employer Appeal a determination regarding your Employer Pravide information regarding a change ta the lec
Reporting Units Account name of the business entity or change the Doing

* Request Warker Status Business As (DBA) name of the business entity

Determination
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3. The Address Information page appears. The page has links that allow you to:

¢ View and modify each type of address

View an address history with list events associated with address changes in the past.
¢ View or modify Correspondence Preferences

Employer Information

Employer Account Number: G- Employer Name: NG

Address Information

Select the Address Types that you wiould like to update. If you need to add or update an address for a reporting unit, select
the Maintain Reporting Units link for the left hand navigation

Address Type
Legal
Physical Location
tlailing )
Business Hecords | ocation Click to view
Benefits Charge Address History
Wage and Separation

Click a link in the Address Type column [mployerlTPA  Residence Code
to view or modify an address

051

Click to view or modify
Wiew Employer Address Histo Correspondence Preferences

Correspondence Preferences

Viewing or Modifying an Address

1. Display the Address Information page using the instructions in the previous section.

Click one of the links in the Address Type column to display address details for that address type (if
any).

The Modify Address page appears. Make changes as necessary and click Save. (Return to the
Address Information page without saving changes by clicking Previous.)

Third Party Administrator
TRAID TRA Mame:

Modify Address
Enter address information below and click "Save’

Address
> Type
Address Type: Mailing

Attention:
Address Line 1: I

Address Line 2
City:  Bostan [
Statel | MA - Massachusetts V|
Ap Code: 02114
County
Phone: N | -| This email address is

Eane l:l secondary information.

EMail Official correspondence
&l is sent to your primary

Crrviows | 5o ] [S——
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4. In the Address Validation page, select the address that is closest to your actual address. Click Next.

Address Validation

One or more potential addresses are provided below to comply with 1S, Post Office standards. Please indicate
your choice and click "MNext" to proceed, or click "Previous” to change the address you provided.

Possible Matches

O 19 Staniford St
Boston, WA 02114-2508

Provided Address

O 19 Staniford St
Boston, WA 02143

eSS pE

NOTE: Any time an address is saved, the Address Validation page appears. Select the closest
match. If applicable, select the address with the 9-digit extended Zip code (known as “Zip +47).

5. Review the changes (if any) displayed in the Confirm Address area.

Employer Information
Employer Account Number: Employer MName
Confirm Address

Please confirm the address you have provided. If you would like to change the information you have provided, please
select 'Previous'. To associate additional address types with the address you have provided, you may choose from the
address types below and select "Submit’

Review the address

Address Type: Legal information
Address
ddUpdate Ot?ﬁrth Boston, MA 02114-2508
addresses wi = United States Of America

same information by

checking the box Phone

EMail

Update Additional Addresses
Select applicable address types that should haveSag same address as listed above

CIhailing [0Benefits Charge
) ) ) ) [IWWage and
Physical Location [Business Records Location Separation

[P ] soom ] cove

6. Optional: update other addresses with the same information by checking an additional address box.

7. Click Submit to save the changes. (Click Previous to return to the Modify Address page. Click
Cancel to return to the Address Information page.)

NOTE: If you assign a TPA the Wage and Separation Mailing role and Benefits Charges Protest
Submission role, the TPA will receive the hard copy bill/correspondence from DUA, and their address
will be listed under Address Information. If you want to change the address for benefits charges
protest and wage and separation, the TPA’s assignment must be changed to Benefits Charges View
Only. See the section on TPA Authorization for instructions on changing TPA roles.
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Viewing Address History

1. Perform the steps in the section, Navigating to the Address Information Page.

2. Click View Employer Address History.

3. Select an Address Type and click Search. View the search results displayed below the search grid.

Employer Information »Change Employer .Leave Employer

Employer Account Number: (N Employer Name: I

Address Historical Information
Address Type: |Al I

Select an Address Type:
All

Benefits Charge
Business Records
Location
Legal
Mailing
Physical Location
Wage and Separation

Search Results

Address Type Attention

Business Records -
Location

Legal
Legal 71292071
Legal I I 12/4/2009 CONVERSION

MERRIMAC MA 01860

Viewing or Modifying Correspondence Preference

1. Display the Address Information page using the instructions in the previous section.
2. Click Correspondence Preferences.

3. The Communication Method page appears. Select Email or US Mail. Enter an email address.

Employer Information Select Email
Employer Account Mumber Employer Mame: or

Us Mail

Communication Method
If ol wish to change your correspondsence delivery method, you may sgle om the options below.
Communication Method: | Email o .

Communication Email. | email address@detma.org

Enter Email
1 Address

4. Click Submit.

62




QUEST - Employer User Guide

MAINTAIN EMPLOYER NAME

This section describes how to modify an Employer’s legal and/or DBA name. It
also describes how to view the name change history associated with an Employer
account.

Introduction

NOTE: In order to change the legal entity name with DUA, the Employer should
have obtained Articles/Certificate of Amendment from the Secretary of State. The
Articles/Certificate of Amendment must be attached to the printed confirmation of
legal name change request and received by DUA within 30 days for the request to
be approved. Upon receipt of documents, DUA staff will review them and deny or
allow the request. If 30 days have passed since the initiation of the request
without the receipt of documents, the name change request will be cancelled
automatically.

Navigating to the Employer Name Page

1. Log in to QUEST and click Account Maintenance.

2. Click the Maintain Employer Name link.

Thursday, July
Commonwealth P
of Massachusetts -
Change Password | Logoff
Employer Home Employer Information
EAG Employer Account MNumber: Employer Name

warkdom - by Inbox
Account Maintenance Account Maintenance

» Ve Employer Account

Profile Vievs Employer Account Profile Address Information
» Address Information View summary profile and history information related to - Wiew or Update address types. Maintain phone
* Employer Appeals the Emplayer Account numbers and e-mail addresses

* Maintain Employer Narme
* Maintain Owners/Officers | Emplover Appeals

Maintain Employsr MNarme

* Maintain Empimyar Appeal a determination regarding your Employer Provide information regardine® change to the l=g
Reporting Units Account ] entity ar change the Doing
* Request Worker Status Business As (DBA) name of the business entity

Determination
el it Maintain Cwiners/Officers Maintain Employer Reporting Units

View Acd ar | lndate CwnerOficer infarration for the Create and Lndate Emplover renortin
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3. The Name Change Request page appears. Enter the new legal name and/or Doing Business As

name and click Next.

Commonwealth
of Massachusetts

\

Change Password | Logoff

Tuesday, July 12, 2011
Frint Preview

lenln er Home

FAQ
warkflom - My Inbox
Account Maintenance
+ wiew Employer Account
Profile
+ Address Information
* Emplayer Appeals
* Maintain Emplayer
Name
+ Maintain Owners/Officers
* Waintain Employer
Reporting Units
* Request Waorker Status
Determination
» voluntary Contribution
+ Third Party Administrator
(TRA) Autharization
Eenefit Charge Activities
Correspondence
Employment and Wage Detail
Reporting
Fayment Information
User Maintenance

Employer Information

Employer Account Mumber: ([ AR Crmployer MName: R

Legal Name Change Request

In arder to change your Corporate Legal Name with this Agency, you must first have obtained Articles/Certificate of
Amendment from the Secretary of State. The Articles/Certificate of Amendment must be attached to your printed
Confirmation of Legal Mame Change Request and received by this Agency within 30 days in order for your request
o be approved.

Note: If this name change is the result of a re-organization, acquisition, merger or formation of an entity
with a new Federal Employer Identification (FEIN) being formed, infermation regarding the purchase or
sale of information is required. To provide this information, click here.

Current Lagal Mame: [N R

Mew Legal Name
Contact MName:
Contact Phone

Doing Business As [DBA) Name Change

Current Doing Business As (DBA) MName:
New Doing Business As (DBA) Name: | \

4. On the Confirm Name Change page, the current and new (requested) legal and DBA Names are
displayed. Click Submit to confirm. (Click Previous to return to the Change Request page.)

Employer Information

Employer Account Mumber: [ GGG Employer Mame: NG

Confirm Legal Name Change

Flease confirm your requested Legal Mame change. If you wish to change any information, please select
"Previous” and re-enter your requested Legal Name

Current Legal Name: [ E N NERBNGEG
Requested Legal Name: [ EGTGTGTTGG
Contact MNarne: INEG_G———

Contact Phone

Confirm DBA Name Change

Flease confirm your new Doing Busingss As (DBEA) Mame change. If youwish to change any information, please
select "Previous" and re-enter your requested Doing Business As (DBA) Name.

Current Doing Business As (DBA) Mame
MNew Doing Business As (DBA) MName: [ EEG_N

oo ] oo
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5. A printable bar-coded page appears. Do the following:

e Print the page.
e Attach the page to a copy of your Articles/Certificate of Amendment from the Secretary of State.
¢ Mail it to the DUA by the date specified:

Department of Unemployment Assistance
ATTN: Employer Liability Department

19 Staniford St.

Boston, MA 02114

FAX: 617-727-8221

IMPORTANT NOTE: Mail the bar-coded page with your Articles/Certificate of Amendment to DUA by
the date specified on the page.
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MAINTAIN OWNERS/OFFICERS

This section describes how to view, add, and modify owner/officer information, and

Introduction . N
view ownership history.

e The combined ownership percentage of all owners on the account cannot

Helpful Hints exceed 100%.

e It is not possible to add a second owner/officer when the business type is
sole proprietorship.
e The owner can be an individual owner or a legally formed entity.

e Information on up to five owners can be added to an account.

Viewing Owner/Officer Information

Log in to QUEST and click Account Maintenance.

Click the Maintain Owner/Officers link.

Commonwealth
of Massachusetts

\

Change Password | Logoff

Thursday, July 1
FPrir

Employer Home

FAQ
warkrlow - My Inbox
Account Maintenance
» wiew Employer Account
Prafile
+ Address Information
» Employer Appeals
* Maintain Employer Name
* Maintain Owners/Officers
* haintain Employer
Reporting Units
* Request Waorker Status
Determination
» voluntary CDntr\hutiDn(
* Third Party Administrat
(TPA) Authorization
Benefit Charge Activities
Correspondence

Employer Information
Employer Account Mumber: Employer Name

Account Maintenance

View Emplover Account Profile
Wiew summary profile and history information related to
the Employer Account.

Employer Appeals
Appeal a determination regarding your Emplayer
Account

haintain Owiners/Officers
i Add, or Update
Emplover

icer information for the

Request Worker Status Determination
Request an employer/femployee relationship

Address Information
Wiew or Update address types. Maintain phone
numbers and e-mail addresses.

Maintain Employer Name

Provide information regarding a change to the l2g
name of the business entity or changes the Doing
Business As (DBA) name of the business entity

Maintain Employer Reporting Units
Create and update Employer reporting units

Voluntary Contribution
Submit a woluntany contribution payment to |

The Owner/Officer Information page appears.

Commeonwealth

(Y

Tuesday, July 12, 201

v Request worker Status

Ownership History

of Massachusetts otk
Change Password | Logoff
Employer Home Employer Information
FAQ Emplover Account Number: | R Emplover Name: | N
Warkflow - hy Inbox =
Account Maintenance OwnerlOfficer Information
» wiew Employer Account Please select "Update" to add or modify Owner! Officer Information
Profile Percentag«
* Address Information Title Name Address SSNIFEIN of
+ Employer Appeals Ownership
v Maintain Employer Name
i Cther I 19 Staniford St, Boston, MA 02114 I 100 (0%
Owners/Officers Link to Previous Owhner/Officer: . .
+ Maintain Employer N\ r C‘Eﬁﬁ%gﬁid‘fy
Reporting Units Click to view informatio?]
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Updating Owner/Officer Information

1.

2.

Display the Owner/Officer Information page using the instructions in the previous section.

Click Update.

The Review Owner/Officer page appears. Add, modify, or inactivate Owner/Officer entries using the

instructions below.

NOTE: Owner/Officer information that is being updated due to the purchase or sale of a business
must be changed by following the steps in the section, Provide Information on the Purchase or Sale of

a Business.

Review Ownerl/Officer Information

select "Modify"

Yfou may not enter more than 5 ownerfofficers.

Title
Other

Name SSNIFEIN

Radio button for
existing Owner/Officer

Add Ownenuiiicer iniormation

section.
Information section.

Individual Owner/Officer
First Mame:

Middle Initial:
Last Mame:
SSM:

Additional Information

OR

OwinerfOfficer.

Business Title:

Pearcent of Ownership:

First Date of OwnershipfAppointment:
Is the ownerfofficer compensated for their services?:
Address Line 1

Address Line 2:

City:

State:

Zip Code:

Cauntry;

EMail:

 To MODIFY existing information, identify the record by seja

To INACTIVATE an entry, identify the record by selectin
"Modify". Then enter the Effective End Date of Cwinershi

After completing all updates to the Owner/Officer informa

[ ] - 19 Staniford

Total Percer

« The Additional Information section is required for both the Indi

« To ADD an Owner/Officer, enter the information in the AddModify section below.

T Vo N T T SN N T - S e

il

To modify an existing Owner/Officer:

Select the radio button for the
Owner/Officer.

Con Click Modify.

Edit the fields in these sections:
--Add Owner/Officer Information
--Additional Information

Click Save.

« [fthe Owner/Officer is an individual, complete the individual OwnerfOfficer section and Additional Infarmation

» [fthe Owner/Officer 15 a businessfentity, complete the Business/Entity Owner/Officer section and Additional

Business/Entity Owner/Officer
Legal Entity Mame:

FEIM:

To add a new Owner/Officer:

Fill in fields in these sections:
--Add Owner/Officer Information
--Additional Information

Select One

Click Add.

e

N |
O'es OMNo*

MA - Massachusetts v|

US - United States Of Americ: I*

« Selectthe "ADD™ button to SAVE the entered CwhnerfOfficer information.

When information
is complete, click
Submit

G Lo
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To Add an Owner/Officer:

1. Perform the steps in Updating Owner/Officer Information.

2. Enter the information into the fields in the Add/Modify Owner/Officer Information and
Additional Information areas.

3. Click Add below the Additional Information area.

4. Repeat for each new Owner/Officer entry you want to add.

IMPORTANT NOTE: Information about an Owner/Officer in the Add/Modify Owner/Officer
Information area should either go under Individual Owner/Officer (left column) or Business
Entity Owner/Officer (right column). Do not put information in both columns.

To Modify Existing Owner/Officer Information:

1. Perform the steps in Updating Owner/Officer Information.

2. Select the radio button to the left of an entry.

3. Click Modify.

4. Edit the fields in the Add/Modify Owner/Officer Information and Additional Information areas.
5. Click Save below the Additional Information area.

6. Repeat for each existing Owner/Officer entry.

To Inactivate an Owner/Officer:

1. Perform the steps in Updating Owner/Officer Information.
2. Select the radio button to the left of that entry and click Modify.

3. Add a date to the Effective End Date of Ownership field.

Additional Information

« The Additional Information section is required for both the Individual OwnerOfficer and the Business/Entity
OwinerfOfficer.

Business Title: [Other v
Percent of Ownership: |20 *

Effective End Date of Ownership: fmmiddfiny)
I5 the owner omTEr C O S e LT LT T ST e e e T s Lo 10
Address Line 1. |19 Staniford St *
Address Line 2:
City. |Boston
State! | MA - Massachusstts hd
Zip Code: 02114
Country: |US - United States Of Americz ¥ [*
Ehail:

[LR=10 Sy | R W B L= R S S L R R L~ " PR P FA=R I | )

4. Click Save.
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Viewing Owner/Officer History

1. Log in to QUEST and click Account Maintenance.
2. Click the Maintain Owner/Officers link.

3. Click Link to Previous Owner/Officers.

Employer Information
Employer Account Number Employer Mame:

OwnerlOfficer Information

Flease select "Update" to add or modify Owner! Officer Information.

Percentage
Title Name Address SSNIFEIN of
Ownership

ke - 19 Staniford St, Boston, MA 02114 I 100 00%
Link to Previous Owner/Officers

4. The Previous Owner/Officer Information page appears. It is similar to the Owner/Officer
Information page, but displays Effective Begin Date of Ownership and Effective End Date of
Ownership.

Employer Information

Employer Account Number: [ING_N Employer MName: NG

Previous OwnerlOfficer Information

Effective  Effective

Title Name of SSNIFEIN IHErEs Begin End Date
- - - - Date of of

ST Ownership Ownership

Other I 20.00% _SgﬁtjlnifordSt,Boston‘MA 1412011 TA12011

Percentage
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Introduction

Helpful Hints

MAINTAIN EMPLOYER REPORTING UNITS

This section of the document describes how to view, add, or modify an Employer
reporting unit. Additional reporting units can be added to an Employer account
when the business has multiple reporting units for administrative reasons. Each
reporting unit can have its own NAICS code, Doing Business As (DBA) name,
and physical location and wage and separation address.

The section also explains how to inactivate or reactivate a reporting unit, view
reporting unit history, and designate the reporting unit address as the Wage and
Separation address.

1. The physical location for a reporting unit can never be modified. If the
physical location of a reporting unit has to be changed, then the existing
unit has to be inactivated and a new reporting unit has to be created.

2. All registered Employers within the system are defaulted to the 00000
reporting unit.

Viewing a List of Employer Reporting Units

1. Log in to QUEST and click Account Maintenance.

2. Click the Maintain Employer Reporting Units link.

Commonwealth
of Massachusetts

Change Password | Logoff

Thursday, July

Emplnyer Horme

FAQ
Workflow - by Inkbox
Account Maintenance
» iew Employer Account
Profile
» Address Information
+ Employer Appeals
* Waintain Employer Name
* Maintain Owners/Officers
+ Maintain Employer
Reporting Units
* Request Worker Status
Determination
» woluntary Contribution
* Third Party Administrator
[TPA) Authorization
Benefit Charge Activities
Correspondence

Employer Information
Employer Account Mumber: Employer Name
Account Maintenance

Vievs Employer Account Profile
View summary profile and history information related to
the Employer Account.

Address Information
View or Update address types. Maintain phone
numbers and e-mail addresses.

Maintain Employer Name

Provide information regarding a change to the l=c
name of the business entity or changs the Doing
Busi husiness entity.

Employer Appeals
Appeal a determination regarding your Employer
Account

Maintain Employer Reporting Units
nd update Employer [g nits

Maintain Owners/Officers
Wiew, Add, or Update Cwner/Cfficer information for the
Employer Account

Request Worker Status Determination
Request an employer/employee relationship

Voluntary Contribution
Submit a voluntary contribution payment to b
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3. The Maintain Reporting Units page appears, displaying a list of Reporting Units associated with the
Employer account. From this page you can view Reporting Unit details, inactivate a Reporting Unit,
reactivate a Reporting Unit, or add a new Reporting Unit.

Tuesday, July 12, 2011
Commonwealth et Pl:"i)r{th'rewew
of Massachusetts

Change Password | Logaff

Employer Information

EAQ Employer Account Murnber: I N Employer Name:

Wiorkflow - My Inbiox
Account Maintenance Maintain Reporting Units
+ Wiew Employer Account Employer Unit Identifier Reporting Unit Number

Profile i
» Address Information Unit DBA Name | | O Contains'

* Employer Appeals

» Mintain Employer Name [ search | Reset |

S| /ctieReportingnits |
» Maintain Employer Active Reporting Units

Reporting Units Reporting Unit Unit Employer Unit Zip State
» Request Warker Status Number DEA Identifier Address S Code  Wide
. y 00000 I 0000 19 STANIFORD  BOSTCOMN 02114
i T
' Click to. Click to view or
view details reactivate

Ben about this Select the Reporting Unit Murmnber™® | Tnactive or to inactivate a reporting
con] Reporting Unit s Reporting Units Click to add
Emp! | View Inactive Reporting Unit a new

Reporting Reporting Unit
FPayment Information

User Maintenance

Add Mew Reporting Uni

Viewing Reporting Unit Details

1. Follow the steps in Viewing a List of Employer Reporting Units.

2. Click a Reporting Unit number. An information page appears. (Two examples of the page are
provided below.)

Example 1: Page showing details for a Primary Reporting Unit. Primary Reporting Units cannot be
edited, inactivated, or reactivated.

Employer Information

Employer Account Mumber: | N Employer MName G-

Reporting Unit Historical Information

View History

ReviewlUpdate Reporting Unit
lUse this section to maodify unit information. Click Mext to submit this information. If the physical address has
changed for this reparting unit, you will need to inactivate this reporting unit and create a new reparting unit.

Feporting Unit Mumber. 00000
Emplaoyer Unit Identifier®:
Address: 19 STANIFORD ST
BOSTON, MA 02114
United States Of America
Phone: 617626 1R ext:
EMail:

I
MANZS Code: 921190 - Other General Governmeant Support
Unit Wage and Separation Address

[ Check the box if you would like to receive requests for VWage and Separation information at the Physical
Location for this reporting unit. If you do not enter a new address, all requests for Wage and Separation
information will be sent to the default Wage and Separation address established during the registration process.
Address. MA
United States Of America

Erail:
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Example 2: Page showing details for an additional Reporting Unit. Additional Reporting Units can be
edited, inactivated, or reactivated.

Employer Information

Employer Account Number: [INGG_N Employer Mame: [ING_

Click to view
Reporting Unit
— History

Reporting Unit Historical Information
View History

Reviewl/Update Reporting Unit
Use this section to modify unit information. Click Mext to submit this information. If the physical address has
changed for this reporting unit, you will need to inactivate this reporting unit and create a new reporting unit.
Reporting Unit Number: 00001

Reporting Unit Doing Business As (DBA) Name: | [ R

ry Modify
Employer Unit Identlflgr : 2 Reporting Unit
Attention: Information

Address Line 1. 19 Staniford St
Address Line 2:
City. Boston
State: Massachusetts
Zip: 02114
Country. United States Of America
Phone: ext
International Phone:
Fax
International Fax

EMail:

MAICS Code 921190 - Other General Government Support

Inactivate Reporting Unit
Use this section to inactivate this unit
Inactivate Reporting Unit?. [ )
Date of Last Wages forthis Reporting Unit [ | {mmiddilyyyy) é’;%%?é’iige&gﬁ
I5 this unit being inactivated due to a sale of the unit? O Yes QMo
I5 this unit being inactivated due to a move? OYes O Mo

Other 7
Unit Wage and Separation Address

O Check the box if you would like to receive requests for Wage and Separation information at the Physical
Location for this reporting unit. If you do not enter a new address, all reguests for YWage and Separation
information will be sent to the default Wage and Separation address established during the registration process.

Attention:
Address Line 1: Specify an
Address Line 2: a‘v’\d.fgrgeeszgar
City: Separation
State: |MA - Massachusetts V| Information
Fip Code: |
Country. | US - United States Of Ametice V|
Fhone: et | |
International Phone:
Fa
International Fax
Erdail:

| L=
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Viewing Reporting Unit History

=

Follow the steps in Viewing Reporting Unit Details.

2. Click View History. The Reporting Unit Historical Information page displays.

NOTE: The historical information is a log of events associated with the changes made on the reporting
unit’s NAICS Code, Wage and Separation address and account status.

3. Click Previous to return to the details page.

4. Click Previous to return to the list of Employer Reporting Units.

Modifying Employer Reporting Unit Information

NOTE: Primary Reporting Units cannot be edited, inactivated, or reactivated. These instructions apply only to
additional Reporting Units.

1. Follow the steps in Viewing Reporting Unit Details.

2. Edit the DBA Name, Employer Unit Identifier, Attention line, Phone, Fax, Email address, or NAICS
code.

3. Click Next to submit your changes.

4. The Reporting Unit Summary page appears. Click Save.

Employer Information

Employer Account Number: | I RN Employer Name: (IR

Reporting Unit Summary

Flease verify the information for this reporting unit. To assign a Third Party Administrator (TR A) to this reparting
unit after submission, select the assign and maintain TPA function from Account Maintenance.

Reporting Unit Information

Employer Unit Identifier: 2
Feporting Unit Identifier: 00001
DBA:
Address:

Boston, MA 02114
United States Of America
Fhaone:
Etdail:
NAICS Code:

Confirm Reporting Unit Wage and Separation Address
Address: IR

EMail:
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Inactivating an Employer Reporting Unit

1. Follow the steps in Viewing Reporting Unit Details.

2. On the Reporting Unit page, in the Inactivate Reporting Unit area, put a check in the Inactivate
Reporting Unit? box, and answer the questions.

Inactivate Reporting Unit
IUse this section to inactivate this unit.
Inactivate Reporting Unit? [
Diate of Last Wages for this Reporting Unit: |:| {mmiddiyny)
I5 this unit being inactivated due to a sale of the unit?  OYes ONMNo
|5 this unit being inactivated due to a mave? OYes O Mo
Cther ? | |

3. Click Next to submit your changes.

NOTE: If the inactivation is due to sale of the unit, you will be prompted for information on the
transfer of the business. See the section, Provide Information on the Purchase or Sale of a Business

for additional instructions.

4. The Reporting Unit Summary page appears. Click Save.

5. The Reporting Unit Inactivated page displays. Click Home.

Employer Information

Employer Account Number: | N R Employer Name: [N

Reporting Unit Inactivated

ou have inactivated reporting unit 00001 [ GG -

Reactivating an Employer Reporting Unit

1. Click Account Maintenance. Click the Maintain Employer Reporting Units link.

2. Click View Inactive Reporting Units.

Employer Information

Employer Account Nurmber: [ | R Ermployer Name: [GG_

Maintain Reporting Units
Reporting Unit Mumber:

Employer Unit Identifier;
Unit DBA Name: [ Contains®

ED =
Active Reporting Units

Reporting Unit Unit Employer Unit . Zip State
Number DBA Identifier St CtV  Code  Wide
00000 I (000 19 STANFORD ~ BOSTON 02114
ST

Select the Reporting Unit Nurmber®? link to update existing reporting unit information or to inactivate a reporting
unit.

Wiew Inactive Reporting Lnits
Smsblelal oy Fonoting Lo
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3. A page displays Reporting Units that you can reactivate. Click on the Reporting Unit Number to be
reactivated.

Employer Information
Employer Account Number: [ G- Employer Name: NG

Maintain Reporting Units

Employer Lnit Identifier: Repaorting Unit Mumber:

Unit DEA Narne: [ Contains®
Reactivate Reporting Unit

Employer Unit Identifier Reporting Unit Number Unit DBA Name Address City Zip Code
2 00001 | ] 19 Staniford St Boston 02114

Tore Click to at the existing address, select the Reporting Unit Mumber link. If the reporting unit you
reactivate this at the Physical location , select Add New Reporting Unit

Reporting Unit m

4. In the Reactivate page, enter DBA, Employer Unit Identifier, the Date you resumed paying wages,
and the current phone number, and click Reactivate.

Employer Information
Emplover Account Number: [ING_ Employer Name: [EG__

Reporting Unit Historical Information

View History

Reactivate Reporting Unit
If the Physical Location has changed for this reporting

Reporting Unit Information
Feporting Unit Mumber: 00001
Reporting Unit Doing Business As (DBA) Name: | R
Employer Unit Identifier: |2
Date of Last Wages Paid for this Reporting Unit. 613012011
Date Wages Faid Resumed: (mmiddhneey)
MNAICS Code: 921190 - Other General Government Support
Address: 19 Staniford St
City. Boston
State: MA
ZIP Code: 02114
Country: US

Prone: (N
i ——

Previou. Reactivate

5. A confirmation page appears. Click Home.
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Adding a New Reporting Unit

1. Click Account Maintenance. Click the Maintain Employer Reporting Units link

2. Click Add New Reporting Unit.
Employer Information
Employer Account Number: ([ RGG_ Employer Name: [ NG
Maintain Reporting Units
Employer Unit Identifier: Repaorting Unit Mumber:
Unit DEA Mame: [ Contains®

Ea=
Active Reporting Units
Unit Employer Unit . Zip State
e = Y Code  Wide

Reporting Unit
Number DBA Identifier
19 STAMIFORD BOSTOM 02114

00000 B 0000

Select the Reporting Unit Mumber®? link to update existing reporting unit information or to inactivate a reporting

unit.
its

< Add MNew Reporting Unit

3. In the Add Reporting Unit page, enter DBA, Employer Unit Identifier, the Date you started paying
wages, physical address, NAICS Code, wage and separation address, and Reporting Unit location

details. Click Next.
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Employer Information
Employer Account Mumber: Employer Mame:
Add Reporting Unit

Please enter the physical address infarmation for this reporting unit

Reporting Unit Number: 1 ClCheck this box if this is a State-Wide Unit®
Feporting Unit Doing Business As (DEA) Mame:

Employer Unit Identifier®:
Date of First Wages Paid for this Reporting Unit; l*(mmfddfmaw)
Attention:
Address Line 1:
Address Line 2:
City:
State: | ma - Massachusetts |
Zip Code: |
COoUntiy. | US - United States Of Americs v|
Phone: ext | \
Fanc
Erdail:

MAIZS Code: 9211390 - Cther General Government Support

I5 this Reporting Unit being created as a result of the OYes OMo*
purchase or sale of a business?
|5 this Repaorting Unit being created as a result of a OYes O Mo*
maove?
Reporting Unit Wage and Separation Address
O Check the box if you would like to receive requests for Wage and Separation information at the Physical
Location for this reparting unit. Ifyou do not enter a new address, all requests for Wage and Separation
information will be sent to the default YWage and Separation address established during the registration process.
Attention:

Address Line 1:
Address Line 2:
City:

State: | ma - Massachusetts |

Zip Code: |
Countiy. | US - United States Of Americs v|

Phone: et |
International Phone:
Fax

International Fax
Ehail:

Reporting Unit Location Details
Which one of these statements best describes this location?

O This location mainly provides goods or services to the general public (that is, to individual consumers, other
businesses, organizations, or institutions).

O This location mainly supports other locations of this company. For example, this is a special purpose facility
such as a headguarters, warehouse, data processing center, laboratory, or repair shop.

4. A Reporting Unit Summary page appears. Click Submit.

5. A Confirmation page appears. Click Home.

Employer Information

Employer Account Number: [ N Employer MName: G

Confirmation of Unit Creation

You have successiully created this unit. The assigned unit number is 00007
To assign a TPA to this Reporting Unit go to Assign and Maintain TPA or click
Home to return to Maintain Units home page
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CHANGE METHOD OF PAYMENT

This section describes how an authorized user can submit a request to change the
method of payment on an Employer account. An eligible Employer can elect to
change the payment method from reimbursable to contributory or from
contributory to reimbursable. In order to be eligible the Employer must be a
private non-profit Employer or a Governmental entity. If a private non-profit
Employer is requesting that the status be changed to reimbursable, the Employer’s
501(c)(3) Federal Exemption Letter must be received and/or be on file for the
change to take effect. Governmental employees do not need to provide the
501(c)(3) letter to change their status to reimbursable. If your request is to
change from reimbursable to contributory status, no documentation is required.

Introduction

e A payment method can be elected only when (1) the annual election window
for requesting change of payment method is open for the Employer or (2)
Employer is registering for the first time and indicates 501(c)(3) status or is a
governmental Employer.

Helpful Hints

e The annual election window is from:

e September 1 to December 1 for private non-profit Employers;
e September 1 to December 31 for governmental Employers.

¢ When a change in the method of payment is requested by eligible Employers
during the annual re-election window, the new payment method will take
effect on January 1 of the next year.

e If an Employer indicates 501(c)(3) status during registration, then they will be
initially assigned contributory status. If the 501(c)(3) exemption letter is
received within a period of 30 days from registration, the status will be
changed to reimbursable, effective from their subjectivity date.

Changing the Method of Payment

1. Log in to QUEST and click Account Maintenance.

2. Click the Change Method of Payment link.

NOTE: The link for Change Method of Payment only appears during the annual election window.
This is the window during which Employers are allowed to change their method of payment:

Private non-profit Employers: September 1 through December 1.

Governmental Employers: September 1 through December 31.
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3. The Change Method of Payment page appears. Enter the requested information. Click Submit.

Employer Information

Employer Account Number: [l R  CErplover Name: GGG

Change Method of Payment

*

First Mame:

Last Mame:

Business Title:
Telephone Mumber:
Effective Date of Change: [1/1/2012 P (mmiddfyyyy)

Motes: F

E 3N I

et | |

4. The Payment Method Maintenance page appears, confirming the update to the payment method.

Employer Information
Employer Account Mumber: Employer Mame

Payment Method Maintenance

Fayment Method: Contributory
Effective Date. 1M/2012
First Mame: [N
Last Mame:
Business Title:

Telephone Number: |GGG

Motes

The employer's payment method has been updated

NOTE: If Employer payment method is currently contributory, the system will change the payment method to
reimbursable on the effective date, provided the federal exemption letter 501(c)(3) letter is received by DUA
within a period of 30 days. If the Employer payment method is currently reimbursable, the system will change
the payment method to contributory on the effective date.

Rescinding the Method of Payment

If you wish to rescind your election, you can do so before the annual election window closes.
1. Log in to QUEST and click Account Maintenance.

2. Click the Change Method of Payment link.
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3. The Payment Method Maintenance page appears. Put a check in the Rescind Election box, add
Notes, and click Submit.

Employer Information

Employer Account Murmber: [ G Employer Mame: NG

Payment Method Maintenance

Fayment Method: Contributory
Effective Date. 1/1/2012

First Mame: ([ NN
Last Name: [ING_

Busingss Title: acct

" Rescind Election: [J*

::tf.i F‘

4. The Payment Method Maintenance page redisplays with the old payment method.

Employer Information

Employer Account Number: [l  Ernployer Name: [ RGN

Payment Method Maintenance

Fayment Method Reimbursable
Effective Date: 1/1/2012

First Name: | EGEGN
Last MName: |G

Business Title: acet

Telephone Mumber: [ RGN

Rescind Election. Yes
Motes test
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TPA AUTHORIZATION

This section describes how to authorize Third Party Administrators (TPAs) to conduct
business with the DUA on an Employer’s behalf. The functions that TPAs can be
authorized to perform are designated with specific role assignments. TPAs can be
assigned one or multiple roles. Multiple TPAs can be authorized as well; however, no
role can be assigned to more than one TPA.

Introduction

To quickly perform a basic TPA authorization, perform the steps in these sections:

e Viewing the Third Party Administrator (TPA) Authorization Page.
e Authorizing a TPA. This includes instructions on setting TPA Services begin
and end dates and assigning roles to the TPA.

Also see these sections for more detailed information:

Displaying a List of Your Authorized TPAs
Viewing TPA Authorization Details
Modifying a TPA’s Service Dates

Adding or Removing TPA Role Assignments
Assigning TPA Roles by Reporting Unit
Ending a TPA’s Authorization

IMPORTANT NOTE: You will need to enter a TPA ID for each TPA you authorize. If
necessary, contact your TPA(s) for their current TPA ID(s) before you begin.

Viewing the TPA Authorization Page

1. Log in to QUEST and click Account Maintenance.

2. Click the Third Party Administrator (TPA) Authorization link.

Commonwealth ey
of Massachusetts
Change Passward | Logaff

Employer Home Employer Information

FaQ Emplover Account Number. I Employer Neme. I

WOrkflom - by Inbox

Account Maintenance Account Maintenance

* Wiew Employer Account

Profile Wiew Emplover Account Profile Address Information

» Address Informatian View summary profile and history information related to - Wiew or Update address types. Maintain phone

* Employer Appeals the Employer Account. numbers and e-mail addresses.

* Maintain Employer Name

* Maintain Cwners/Officers | Emplover Appeals Maintain Employer Name

* Maintain Employer Appeal a determination regarding your Employer Provide information regarding a change to the legal
Reporting Units Account name of the husiness entity or change the Doing

* Provide Information on the Business As (DBA) name of the business entity.
Purchase or Sale of a
SIS Waintain Cwners/Cfficers Maintain Employer Reporting Inits

» Request Worker Status
Determination

» Suspend Employer
Account

View, Add, or Update Owner/Officer information forthe  Create and update Employer reporting units
Employer Account

+ View Rate Notice Provide Information on the Purchase or Sale of a Request Worker Status Determination

» yoluntary ComriUtion Business Request an employeriemployes relationship

» Third Party Administrator Provide infarmation on the sale or acquisition of a determination

(TPA) Authorization business, or on a change of legal entity or business

Benefit Charge Activities [Eeicanzaton
Ul Suspend Employer Account Viewr Rate Motice
Employment and Wage Detall | Syspend an Employer Account. View [oslbasenisiatoned
Reparting
Payment Infarmation Woluntary Contribution Third Party Administrator (TPA) Authorization
User Maintenance Submit a voluntary contribution payment to buy down Create new or update existing TP A authorizag to

experience rate of the Employer ployer account infor

3. The Third Party Administrator (TPA) Authorization page appears.
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Authorizing a TPA

1.

2.

3.

Perform the steps

Click New.

in Viewing the TPA Authorization Page.

Commonwealth
of Massachusetts

Change Password | Logoff

Thursday, June 23, 2011
Print Preview

Employer Home

FAC
Workflow - by Inkbox
Account Maintenance
» iew Employer Account
Profile
+ Address Information
+ Employer Appeals
* Maintain Employer Name
+ Maintain Owners/Officers
* Maintain Employer
Reporting Units
* Request Yorker Status
Determination
» Suspend Employer
Account
+ voluntary Contribution
* Third Party
Administrator (TPA)
Authorization
Eenefit Charge Activities
Correspondence

Employment and Wage Detail
o

Employer Information

Emplover Account Nurmber [ NNEEE — Crployer Mame

Third Party Administrator (TPA) Authorization
Using either the TRPA Name or TPA 1D you may search for an existing Third Party Administrator that was previously
assigned to your account

To see all TRPAs associated with your account press Search without entering any search criteria
TPA Name
TRA ID:

Role: | a

Select Link for Role Definitions®

Select 'Mew' to assign a new TP A to your account. In order to assign a new TP A ta your account, you must have
their TPA 1D {contact your TP A to get this information)

==

| v

Enter the TPA ID and click Next.

Commonwealth
of Massachusetts

Change Password | Logoff

Thursday, June 23, 2011
Frint Preview

* |ndicates Required Field

Employer Home

FAQ
warkrlaw - My Inbox
Account Maintenance
» wiew Employer Account
Profile
v Address Information
» Employer Appeals
+ Maintain Employer Name
* Maintain Owners/Officers
+ Maintain Employer
Reporting Units

Employer Information
Ermployer Account Number: I R

Assign Third Party Administrator [TPA)

In arder to autharize a Third Party Administrator (TPA) for your account you must have their TR A D {contact your
TPA to obtain this information). To begipdesss please enter the TPA 1D in the field below

and select "Mext'.

Employer MName: |GG

o1 | g e

TPAID®

The Third Party Administrator Information page appears.

e Enter the TPA Services Begin Date.

e Enter a TPA Services End Date or leave blank.

e Check each role that applies to this TPA.

e Click Save to complete the authorization.
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IMPORTANT NOTES:

You cannot enter a TPA Services Begin Date that is prior to the current date, although once a TPA is
authorized, they can perform TPA functions on data retroactively.

A role assignment can only be actively applied to one TPA at a time.

Most roles have two versions: active, and passive (view only). Only one of the two can be assigned to
the same TPA.

Any role(s) not assigned to a TPA must be performed by the Employer.

If you assign the roles for Wage and Separation Mailing and Benefits Charges Protests
Submission to a TPA, then that TPA (and not the Employer) will receive the hard copy
bill/correspondence from DUA.

Thursday, June 23, 2011
Commonwealth Erint Previevy
of Massachusetts E——

Change Password | Logoff * |ndicates Required Field
Employer Home Employer Information
FAQ Employver Account Murmber: I NN Employer Mame: [ I
Workflow - by Inbox
Account Malntenance Third Party Administrator (TPA) Information
* iew Employer Account TPA ID: I TPA Name: I
Profile

» Address Information TPA Details

v Emplayer Appeals

 Maintain Employer Name Enter the date that th|5_TPA will biegin perforrmng services for your organization Enter the date that thla_ TR A will
» Waintain CunersiOficers | Ce@5e performing services for your organization. If yau you choose not to enter an end date, the TRA will be

» Maintain Employer authorized to perform services on your account indefinitely.

Reparting Units
. Qeguest%ﬂ,mker Status Using the check boxes in the 'Add’ and 'Remove' columns, assign the TRA to the roles(s] you would like them to

Determination perform ) -
» Suspend Employer TPA Services Begin Date: [pg/23/2011 = {mmidcliyyy)
Account TPA Services End Date (mmiddanay)

» woluntary Cont]
» Third Party
Administrator
Authorization

Benefit Charge Ag
Correspondence
Employment and
Reporting
Payment Infarmatio
User Maintenance Click the checkbox in the 'Remove’ column to un-assign this role to the selected TPA
Mo records found. .

Select TPA Begin and End Dates
rting units select the Assigned Units link in the Modify column
s by business unit

Add Roles

to all reporting units unless you change the units

Un-assigned Roles
Selectthe checkbox in the Add column to assign this role to the selected TPA, then press "Save". If you press
"Previous", or do not press "Save" after checking your selection, role assignment selections will be lost.

Mate that all Roles not assianed to TPAS can only be performed by the employer
Add Role

Account Maintenance Update and Subrmit®
Account Maintenance Wiew Only

Benefit Charges Protest Submission?

Benefit Charges Wiew Only

Payments Update and Submit?

Payments View Only

Employrment and Wage Detail Update and Submit®
Employment and Wage Detail View Only

Wace and Separation hailing®

OoDFEOROOOR
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Displaying a List of Your Authorized TPAs

1. Perform the steps in Viewing the TPA Authorization Page.

2. Configure search criteria:

e To see all TPA(s) associated with your Employer account, leave the search criteria blank.

e To limit your search to a specific TPA, enter the TPA name or ID in the search fields.

Click Search.

Third Party Administrator (TPA) Authorization
LJsing either the TRPA Mame or TPA 1D you may search for an existing Third Party Administrator that was prewiously
assigned to your account

3. The search results appear in the same page, below the search grid.

Results
Toupdate @ TPA's role or to remove a TPA from your account, select the TP A from the list below.
TPA Services  TPA Services
TPAID TPA Mame Begin Date End Date Role{s)
000000 TPA's Name 11&2011 Employment and Wage Detail

Update and Submit
Payments Update and Submit

Viewing TPA Authorization Details

1. Perform the steps in Displaying a List of Your Authorized TPAs.

2. Click on a TPA ID to display authorization details.

Results
Toupdate a TPA's role or to remove a TR A from your account, select the TR A from the list below
TPA Services  TPA Services
IRAID TPA Name Begin Date End Date Role(s)
000000 TPA'= Name 162011 Employment and Wade Detail
Update and Submit
Payments Update and Submit
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3. The Third Party Administrator (TPA) Details page appears.

Commonwealth
of Massachusetts

Change Password | Logoff

Thursday, June 23, 2011
Frint Preview

lenln er Home

FAC
warkflom - My Inbox
Account Maintenance
+ wiew Employer Account
Profile
+ Address Information
* Emplayer Appeals
+ Maintain Employer Name
* Maintain Owners/Officers
+ Maintain Employer
Reporting Units
¥ Request Worker Status
Determination
v Suspend Employer
Account
» voluntary Cantribution
* Third Party
Administrator (TPA}
Authorization
Benefit Charge Activities
Correspondence
Employment and Wage Detail
Reporting
Payment Infarmation
User Maintenance

Employer Information
Employer Account Number: Employer MName

Third Party Administrator (TPA) Details

To assign and un-assign TRPA roles or to remave the TP A from your account select the 'Modify' button
TRA IC:
TP A Name: [
Address. RN
]

I
I
TPA Service Beqin Date: 6/23/2011
TPA Service End Date:

Assigned Roles

To assign and un-assign TP A roles to individual reporting units select the Assigned Units link in the hModify
column This will open the window where you can assign roles by business unit

The system will, as default, assign a TPA role to all individual reporting units unless you change the
roles assigned to each unit.

Reporting Unit q . .
Role MGELD Reporting Unit Name Modify
Account Maintenance Update and Submit Mo units are
assigned
Employment and Wage Detail Update and Submit 0000 UNKMN, Boston Assigned Units
Payments Update and Submit Mo units are
assigned

Modifying a TPA’s Service Dates

1.

2.

3.

Perform the steps in Viewing TPA Authorization Details.

Click Modify.

In the TPA Details area, change the TPA Service Start Date and/or TPA Service End Date.

TPA Details

peform.

Enter the date that this TPA will begin performing services for yaour organization. Enter the dace that this TR A wil
cease performring services far your organization. fyou yolL choose nosto enter an end date, the TRA will 2e
authotized to perform services on your account indefinitely.

sing the check boxes in the 'Add' and 'Remove’ colurrns assign the TFA to the -oles(s) vouwould like them to

TPA Services Begin Date:
TRA Senices End Date:

™ (mmiddfn)
{mmiddissng)

1/18/2011
E/23/2011

4. Click Save.
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Adding or Removing TPA Role Assignments

1. Perform the steps in Viewing TPA Authorization Details.

2. Click Modify. Scroll to the area showing Assigned Roles and Unassigned Roles.

Assigned Roles

To assign and unassign TPA roles to individual reporting units select the Assigned Units link in the Madify column.
This will open the window where you can assign roles by business unit.

The system will, as a default, assign a TPA role to all reporting units unless you change the units
assigned to each role.

Click the checkbowin the 'Remowe’ column to un-assign this role to the selected TRA

Remove Role Modify
O Account Maintenance Update and Submit®
Payments Update and Submit?
Employment and Wage Detail Update and Submit® Assigned Units

Un-assigned Roles

Select the checkboxin the Add column to assign this role to the selected TRPA, then press "Save" . If you press
"Presvious”, or do not press "Save" after checking your selection, role assignment selections will be lost.

Mote that all Roles not assigned to TP As can only be performed by the employer.

Add Role
F Account Maintenance View Cnly
Benefit Charges Protest Submission®
O Benefit Charges Wiew Only
O Fayments Wiew Only
O Employment and Wage Detail View Only
O Wage and Separation Mailing®

3. Check roles in the Add or Remove columns to designate new assignments.

4. Click Save.

Assigning TPA Roles by Reporting Unit

1. Perform the steps in Viewing TPA Authorization Details.

2. Click Assigned Units in the row for the Role you want to reassign by reporting unit.

Assigned Roles

Toassiagn and un-assion TR A roles to individual reporting units select the Assigned Units link in the Modify
column. This will open the window where you can assign roles by business unit.

The system will, as default, assign a TPA role to all individual reporting units unless you change the
roles assigned to each unit.

Reporting Unit . . .
Role Number Reporting Unit Name Modify
Account Maintenance Update and Submit Mo units are
assigned
Employment and Wage Detail Update and Submit - 0000 UNKM, Boston Assigned Units
Fayments Update and Submit Mo units are
assigned

Previous
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3. The Assigned Role / Assigned Employer Reporting Units page appears. Check Reporting Units in

the Add or Remove columns to designate new assignments. Click Save.

Commonwealth
of Massachusetts

Change Password | Logoff

Friday, June 24, 2011
Frint Preview

Employer Home

FAC
warkflom - My Inbox
Account Maintenance
+ wiew Employer Account
Profile
» Address Information
* Emplayer Appeals
+ Maintain Employer Name
* Maintain Owners/Officers
+ Maintain Employer
Reporting Units
¥ Request Worker Status
Detertnination
v Suspend Employer
Account
» voluntary Cantribution
» Third Party
Administrator (TPA)
Authorization
Benefit Charge Activities
Correspondence
Employment and Wage Detail
Reporting
Payment Infarmation
User Maintenance

Employer Information
Employer Account Number:

Employer MName

Third Party Administrator (TPA) Infoermation
TPAD: I

Assigned Role
Employment and Wage Detail Update and Submit

TPA Name: I P A

In order to add or remove a reporting unit assignment, please select the appropriate check-box, then click 'Save'. If
you do not click "Save', ar click 'Previous', changes to role assignment will be lost

Assigned Employer Reporting Units

H Unassign All

Remove Reporting Unit Number
O Qooo

Name
UMK, Boston

Un-assigned Employer Reporting Units

M Assign All

Mo records found. .

Accessibilty | Privacy Statement | Viewing Tips

Ending a TPA’s Authorization

To end a TPA’s authorization to conduct business on your behalf, enter a date in the TPA Services End Date

field.

e If you enter the current date, the authorization ends at the beqinning of the next day.

e If you enter a future date, the authorization ends at the beqinning of the day after the date you

entered.

See Modifying a TPA’s Service Dates for instructions.
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Introduction

1.

VIEW RATE NOTICE

This section explains how an authorized user can view the current tax rate notice

for an Employer account.

Log in to QUEST and click Account Maintenance.

2. Click the View Rate Notice link.

3. The Employer’s Unemployment Insurance Contribution Rate Statement of Account Balance

Commonwealth
of Massachusetts

Change Password | Logoff

Tuesday, July 19, 2011
Erint Preview

lenln er Home

FAGQ
warkflom - My Inbox
Account Maintenance
+ Wiew Employer Account
Profile
» Address Information
+ Employer Appeals
* Maintain Employer Name
» Maintain Owners/Officers
+ Maintain Employer
Reporting Units
* Provide Information on the
Purchase or Sale of a
Business
+ Request Worker Status
Determination
v Suspend Employer
Accaunt
+ view Rate Motice
» woluntary Contribution
* Third Party Administrator
(TPA) Authorization
Benefit Charge Activities
Correspondence
Emplayment and Wage Detail
Reporting
Payment Infarmation
User Maintenance

Employer Infermation

Employer Account Number: [l Employer Name: [N

Account Maintenance

View Employver Account Profile
View summary profile and history information related to
the Employer Account

Address Information
View or Update address types. Maintain phone
numbers and e-mail addresses

Maintain Employer Name

Prowvide information regarding a change to the legal
name of the business entity or changs the Doing
Business As (DBA) name of the business entity.

Employer Appeals
Appeal a determination regarding your Employer
Account

haintain Emplayer Reporting Units
Create and update Employer reporting units

haintain Cwners/Officers
Wiew, Add, or Update OwnerfCfficer information for the
Employer Account

Prowvids Information on the Purchase or Sale of a
Business

Provide information on the sale or acquisition of a
business, or on a change of legal entity or business
reorganization.

Request Workeer Status Determination
Request an employeriemployee relationship
determination

Suspend Employer Account
Suspend an Employer Account.

View Rate Motice
e most recel

fle notice.

Voluntary Contribution Third Party Administrator (TPA) Authorization
Submit a voluntary contribution payment to buy downthe  Create new or update existing TP A authorizations to
experience rate of the Employer access Employer account information

page appears. Click a link on the page to view greater detail.
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Employer Information
Employer Account Number: [ NEG_ Emplayer Mame: (G-

Employer's Unemployment Insurance Contribution Rate Statement of Account Balance

The following factors were Used when calculating your 2071 Unemployment Insurance (Ul Experience Rate

Your Beginning Account Balance as of 10/01/2009: $1,092.01
Plus Contributions Paid through 10/31/2010: $3,089.55
Minus the Benefit Charges to your account: $0.00
Minus Refunds of Ul Taxes: $0.00
Minus the Solvency Assessment on your account: $1,228.96
Account Balance Adjustments (+ or - $0.00
Any transfer of Excess Reserves (+ or -); $0.00
Equals your Ending Account Balance: $2,952.60
Wages Subject to Contributions as of 0973002010 $71,869.26
Reserve Percentage (Ending Account Balancefages Subject to contributions): 410%

This Reserve Percentage has been applied to 2011

Experience Rate Schedule E resulting in a 2011 Ul Contribution Rate of 4.880 %
The 2011 Workforce Training Fund rate is: 0.060 %
Your 2011 UHI Contribution Rate is: 0.360 %
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Introduction

VOLUNTARY CONTRIBUTION

The Voluntary Contribution option allows experience rated Employers to pay
additional Ul contributions in order to reduce their Ul contribution rate for the
forthcoming calendar year.

The Voluntary Contribution process will be available for 30 days after the issuance
of your contribution rate notice each year. The link to make a Voluntary
Contribution will appear only if you are eligible and it is before the Voluntary
Contribution cut off date.

To qualify for the Voluntary Contribution program, you:

e Must be eligible for experience rating;

e Must have submitted all Employment and Wage Detail Reports;

Must have paid all Unemployment Insurance contributions, interest, and
penalties to date.

NOTE: Employers can make Voluntary Contributions, using a paper check or ACH
Debit payment. TPAs cannot make Voluntary Contribution payments for clients.

NOTE: You cannot use the Voluntary Contribution option if you have outstanding
debt with DUA.

NOTE: Each year during the Voluntary Contribution period, DUA publishes
guidelines that can help you decide whether to use the Voluntary Contribution
program, and which contribution level to select (for example, in some cases, the
contribution that reduces your rate exceeds the overall savings you would get from
a lower rate).

DUA urges you to read and understand these guidelines before making a
contribution; they are available on www.mass.gov. Also see the section, Getting
Support from DUA, for contact information if you need additional advice.

Making a Voluntary Contribution

1. Log in to QUEST and click Account Maintenance.

2. Click the Voluntary Contribution link.

Commonwealth
of Massachusetts

Change Password | Logoff

Thursday, July
E

Employer Home

FAQ
warkflow - hy Inbox
Account Maintenance
» Wiew Employer Account
Profile:
» Address Information
* Employer Appeals
* Maintain Employer Name
* Maintain Owners/Officers
* Maintain Employer
Reporting Units
» Request Worker Status
Determination
» Woluntary Contribution
* Third Party Administrator
(TPA) Authorization
Benefit Charge Activities
Correspondence
Ermployment and Wage Detail
Reporting

Employer Information
Employer Account Mumber: Employer Name
Account Maintenance

Yiew Employer Account Profile Address Information
Wiew summary profile and history information related to - View or Update address types. Maintain phone
the Employer Account. numbers and e-mail addresses

Employer Appeals Maintain Ermplover Name

Appeal a determination regarding your Employer Provide information regarding a change to the |

Account name of the business entity or change the Doing
Business As (DBA) name of the business entity

aintain Owners/Officers Iaintain Employer Reporting Units
View, Add, or Update Owner/Officer information forthe  Create and update Employer reporting units
Employer Account

Request Worker Status Determination Yoluntary Contribution
Request an employer/employes relationship bmit a woluntary coptasfition payment to buy dd
determination. Sxperenee e
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3. The Voluntary Contribution page appears, with the suggested payments and corresponding tax
rates that would result. Choose a payment amount and click Next to continue.

Employer Information

Employer Account Number: [ I NN Ermnployer Mame: I NI

Voluntary Contribution

Yoluntary Contribution Payments

Cannot be refunded and are only used to reduce the Ul contribution rate.

Are optional

Will not be used to satisfy other debt.

Are not included in payments reportad to IRS by DUA for 940 certification

Do not reduce Unemployment Health Insurance or Workforce Training Fund Rates

Must be for the exact amount that reduces the rate.

Must be received ay DUA by 10/1/2009

Existing overpaid amounts cannot be used as a voluntary additional contribution payment

Voluntary Contribution Amounts
Your current Unemployrrent Insurance Contribution Rate is: .36 %
Choose the amount you wish to pay to achieve the corresponding Unemployment Insurance Contribution rate and select ™Next to make your payment.

* If you pay this amount: Your Unemployment Insurance rate will be:
2] $3,048.00 233%
O $18,825.00 237%
] $33,701.00 252%
2] $48,578.00 236%
9] $63.454.00 220%
[0} $78,331.00 225%
O $93,208.00 139 %
O $108.084.00 157 %
9] $137,837.00 142 %
O $167,591.00 126%

4. The Payment Method page appears. Select a payment type and click Next. (For detailed information
on making a payment, proceed to the section, Payment Information.)

NOTE: The Voluntary Contribution process is launched from Account Maintenance; however the
process completes under the Payment Information area of the software.

Employer Information
Employer Account Number: Employer MName:

.—P o—) ‘é j——» COMPLETE

Review Select Submit
Balance Payment Payment
Method Details

Quarter 1 - April 30
Quarter 2 - July 31
Contributory Employer Due Dates: Quarter 3 - October 31
Quarter 4 - January 31
Reimbursable Employer Due Dates: 30 calendar days from the mailing of the bill
If payment is not submitted by the date indicated, you may be subject to interest or penalties

Arnount Due:  $3,948.00
Payment Amount. $3,948.00

Payment Method: | ACH Debit ™

If you intend to submit payment by the ACH Credit method of payment, please select here ® before you proceed
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PROVIDE INFORMATION ON THE PURCHASE OR SALE OF A BUSINESS

Experience transfers are initiated by the purchase or sale or change of legal entity
type of all or part of a business. The system will determine ownership type,
common or non-common, and the type of transfer, full or partial, and will make a
determination on the transfer. New tax rates will then be assigned for your
account. This section of the document will explain how an authorized user can
provide information on the sale or purchase of a business. The system allows you
to enter one of four different reasons to initiate an experience transfer and the
information you are required to provide will vary according to the reason.

Introduction

The procedure differs, depending on whether you:

e Purchased, Re-organized, Consolidated, Merged, or Acquired a Business, or
e Sold a Business

Use the procedure that conforms to the type of transfer that occurred with your
business.

NOTE: If you sell all of your business, once you submit the sale information, the
software will automatically allow you to proceed with the Suspend Employer
Account process.

Purchased, Re-organized, Consolidated, Merged or Acquired a Business.

The instructions below are applicable if you: 1. purchased a business; 2. re-organized a business; or
3. consolidated, merged or acquired a business.

1. Log in to QUEST and click Account Maintenance.

2. Click the Provide Information on the Purchase or Sale of a Business link.

Al
Commonwealth Tuesday. JF||_v
of Massachusetts -
Change Passward | Logoff

Employer Home Employer Information

FaQ Employer Account Number: [l Employer Name. I

workflow - My Inbox
Account Maintenance Account Maintenance

» Ve Employer Account

Profile View Emplover Account Profile Address Information

» Address Information View summary profile and history information related to - View or Update address types. Maintain phone

+ Employer Appeals the Employer Account. numbers and e-mail addresses.

* Maintain Employer Name

* Maintain Cwners/Officers | Emplover Appeals Maintain Employer Name

* Waintain Employer Appeal a determination regarding your Employer Provide information regarding a change to the le:
Reporting Units Account name of the business entity or changes the Doing

* Provide Information on the Business As (DBA) name of the business antity

Purchase or Sale of a

EIEINESS Maintain Cwiners/Officers Maintain Employer Reporting Units
* Request Yorker Status

Determination View, Add, or Update Owner/Officer information forthe  Create and update Employer reparting units
|
» Suspend Employer ’Emp'“"" —
Account
Y ey Rate Motice

Prowvids Information on the Purchase or Sale of a
Business

Request Workeer Status Determination
Request an employeriemployes relationship

» voluntary Contributio
+ Third P;yw Adrministrator v de information an the sale or acquisitl : determination
(TP Authorization business; QFpUSITISSS

Benefit Charde Activities recorganization.
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3. The Business Transfer page appears. Select the type of business transfer and click Next.

NOTE: If you sold your business, skip to the next section, Sold a Business.

Employer Information

Employer Account Nomber. IS Empioyer Nerne. I

In order to process the business transfer you must answer the following question.
What was the type of business transfer?®

O PurchasedfAcquired a business

O Sold this business

O Re-organized business

O Consolidated or merged a business or businesses

4. The Business Purchase/Transfer Information page appears. Enter the requested information and
click Next.

NOTE: If you click Yes for the Commonality of Ownership question, one or more pages will
display before the page described in Step 5. Enter requested information and resume at Step 5.

Employer Information

Employer Account Number. [Nl Employer MName: I
Business PurchaselTransfer Information

Frovide information regarding the business purchase or transfer
Was all or part of the business purchased or O &l O Part®
transferred?:
What was the date of the business purchaseftransfer?: |:I* {mmiddipasy)

Was there a purchase and sale agreement?.  OYes O Mo*

Were employees transferred to you from the purchased O Yes O MNo*
or transferred business?:
What i5 the Employer Account Mumber® of the |:|
business purchased or transferred?:
What is the FEIM of the business purchased or |:|

transferred?:
Legal Nams of the business purchased ortransferred: [ *
Address Line 1 *
Address Line 2:
ity e
State! | MA - Massachusetts v I*
Zip Code: e

Did you continue the operations of the purchased or O 'Yes O No*
transferred business?:
Please select the major assets acquired.
[ Accounts Receivable [ Customers &3
[ Franchise Rights [ Goodwill
[ License [ Place of busi
[ Stock [ Tools, Fixtur
[ Trade Mame [ Waorkforce
[ Other
Provide a brief summary of business reason(s) for the
purchase or transfer:
Is there any commonality of ownership, management
andfor contral between the businesses?

eS|

Clicking Yes causes
additional page(s)
to appear before
the next step

es O Mo*

93




QUEST - Employer User Guide

5. The Certification page appears. Fill in the requested information, check the certification box, and
click Next.

Employer Information

Emplayer Account Number. [l Employer Name: I

Certification

MWassachusetts general law provides for civil fines and criminal penalties for misreprasentation, evasion, willful
nondisclosure, and failure or refusal to fumish reparts or requested information to this agency. Both the emplayer of
the record or the third party administrator, who knowingly advises in such a way that results in a violation of these
prawisions, shall be subject to said penalties. (MGL Ch 1514, Section 14M). Failure to comply with all reporting
and payment requirements under MGL Chapter 1514 may result in loss of your organization's right to operate or

(Ri=tua e o m i m=in = =n ey N0 Len e =T )
ol certify, uncler penalties of law, that all statements made hereon are true to the best of my knowledga
nd belief *
- First Mame w -’
Last Name: >
Business Title: =
Phone: * e

[ provious | e ]

6. The Business Purchase page appears. If you have additional business(s) to add to the list, click
Add. Repeat steps 4, 5, and 6. When all businesses are added, click Submit.

Employer Information
|

Employer Account Number: I N R Employer Name:

Business Purchase
FEIN Name Effective Date
] 1112011

Select 'Add' to add ancther business to the list. If you have entered all of the businesses involved in the transaction

select 'Submit'.
[ Provious | nga | submit

7. The Business Purchase page changes to indicate that your information has been received.

Employer Information

Employer Account Murmber: (GG Employer Mame: (G

Business Purchase

The business purchaseftransfer information has been received. You may be contacted by Agency staff for more
information. You will receive a determination regarding this transaction.
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Sold a Business

The instructions below are applicable if you have sold your business.
1. Log in to QUEST and click Account Maintenance.

2. Click the Provide Information on the Purchase or Sale of a Business link.

Commonwealth Tuesday, J;lrl‘,v 1
of Massachusetts o
Change Password | Logoff

Employer Home Employer Information
EaG Employer Account Nurnber: [ MM  Ermployver Name: I

WY OrkTlow - by INkbox

Account Maintenance Account Maintenance

» Wiewr Employer Account

Profile View Emplover Accaount Profile Address Information

+ Address Information View summary profile and history information related to - Wiew or Update address types. Maintain phone

* Employer Appeals the Employer Account. numbers and e-mail addresses.

+ Maintain Employer Name

* Waintain Owners/Officers | Employer Appeals Maintain Employsr MNarme

* Maintain Employer Appeal a determination regarding your Employer Pravide information regarding a change to the leg:
Reporting Units Account narne of the business entity or change the Doing

* Provide Infarmation on the Business As (DBA) name of the business entity.
Purchase or Sale of a
EITELEER haintain Cwners/Officers Maintain Employer Reporting Units

’ SSE‘EL:;S‘;\:;DD':H Eells Wiew, Add, or Update CwnerfCfficer information forthe  Create and update Employer reporting units

|
» Suspend Employver Emn'”"" —

Account .
+ iew Rate Motice Provide Information on the Purchase ar Sale of &

» wnluntary Contributiod Business

» Third Party Administrator mRLgy|de information on the sale or acguisit
(TP&) Authorization business; or o eI OF DUSINESS

Beneit Charge Activities reorganization.

Request Worker Status Determination
Request an employerfemployee relationship
determination

3. The Business Transfer page appears. Select Sold this business and click Next.

NOTE: If you purchased, acquired, re-organized, consolidated, or merged your business, see the
previous section instead.

Employer Information

Employer Account Number. IS Empioyer Narne: I

Business Transfer
In order to process the business transfer you must answer the following guestion.
What was the type of business transfer?*
O PurchasedfAcquired a business
O Sold this business
O Re-organized business
O Consolidated or merged a business or businesses
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4. The Business Sale Information page appears. Add information about the sale. Indicate whether
you sold all or part of the business. Fill in the Certification information, check the certification box,
and click Save.

Employer Information
|

Employer Account Murnber: G Emplayer Mame:

Business Sale Information

» [fyou sold your business to more then one entity, enter the information for each business in the Add
Business Sale Information section below. Select 'Save' after adding each business.

o Select 'Submit when you have saved all businesses involved in the transaction. You must save the
information before you submit.

Add Business Sale Information

Frowide information regarding the sale of your business.
VWas all or part of the business sold?: O all O Part®

If all of the business was sold, what was the date of last |:| {mmiddiyy)
payroll?:
What was the effective date of the business transfer?: :I* (mmiddinay)
Will you continue to be in business in Massachusetts?. OYes OMNo*
Was there a purchase and sale agreement?.  OYes OMNo*
Were employees transferred to the purchaser?. OYes O MNo*

Purchaser FEIN (ifknown): [ |
Legal Name of Purchaser: [
DEA Mame of Purchaser
Address Line 1: e
Address Line 2:
City: [*
State: | MA - Massachusetts v I*
Zip Code: [
Provide a brief summary of business reason(s) for trg
sale:

Certification

Wassachusetts general law provides for civil fines and criminal penalties for misrepresentation, evasion, willful
nondisclosure, and failure or refusal to furnish reports or requested information to this agency. Both the employer of
the record or the third party administrator, who knowingly advises in such a way that results in a violation of these
provisions, shall be subject to said penalties (MGL chapter 1514, Section 14M). Failure to comply with all reporting
and payment requirements under MGL Chapter 151A may resultin loss of your organization's right to operate or
renew your license by the Commonwealth of Massachusetts.

1 certify, under penalties of law, that all statements made hereon are true to the best of my knowledge

and belief.*
First Mame: [*
Last Marne: =
Business Title: P
Phone: * et | |

Be sure the information you have entered is correct, you will not be able to edit it after it has been saved. Select
'Submit’ after all business{es) information has been saved
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5.

6.

If you sold your business to more than one entity, repeat Step 4 for each entity. Make sure to click

Save after each.

NOTE: Each time you click Save, the entity you added gets added to the list in the Business Sale

Information area.

Business Sale Information

e [fyou sold your business to more then one entity, enter the information for each business in the Add
Business Sale Information section below. Select 'Save' after adding each business.

o Select 'Submit' when you have saved all businesses involved in the transaction. You must save the
information before you submit.

FEIN Name Effective Date
I I 1/1/2011

When all entities have been entered, click Submit.

If you only sold part of your business, the Business Sale Information page reappears

indicating that the information has been submitted.

Employer Information
Employer Account MNumber: |G- Employer Mame:

Business Sale Information
The sale information has been submitted You may be contacted by Agency Staff for more information

If you sold all of your business, the Business Sale Information page also directs you to
suspend your business account. Click the Next button. Proceed to the section, Suspend

Employer Account, for detailed instructions.

Employer Information

Employer Account Mumber: [N R Employer Hame: (I INENENEGE

Business Sale Information

The sale information has been submitted. You may be contacted by Agency Staff for more information. Select
Mext' to suspend your account for Unemployment Insurance filing.
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EMPLOYER APPEALS

This section describes how to file an appeal against a Determination on an
Employer account. The Document ID (from QUEST) of the Determination will be
required to begin the process. Upon submission of your appeal, DUA staff will
review your appeal. If your appeal is timely, staff may choose to forward the
Appeal to the Hearings Department or perform account resolution without
forwarding the Appeal to the Hearings Department.

Introduction

1. Log in to QUEST and click Account Maintenance.

2. Click the Employer Appeals link.

Commenwealth Thursday, J;:y 1
of Massachusetts T

Change Passwaord | Logaft

Employer Home Employer Information
FAG Employer Account Number: Employer Name
Wyarkflaow - by Inbox

Account Maintenance Account Maintenance

» Wiewr Employer Account

Profile View Emplover Account Praofile Address Information

+ Address Inforrmation Wiew summary profile and history information related to - Wiew or Update address types. Maintain phone

* Employer Appeals the Employer Account. numbers and e-mail addresses.

¥ Maintain Employer Name

» Maintain Owners#Offic< Employer Appeals ) Maintain Employer Narme

* Maintain Employer ding your Employer Provide information regarding a change to the l=g
Reporting Units Account name of the business entity or changs the Doing

* Request Warker Status Business As (DBA) name of the business entity.
Determination

; oluntary ContribLtion Maintain OwinersiOfficers Maintain Ermployer Reporting Units

View, Add, or Update OwnerOfficer information forthe  Create and update Employver reparting unit

3. The Employer Appeals page appears. Enter the Document 1D from the Determination
correspondence. Click Next.

Employer Information “Change Employer “Leave Employer

Employer Account Number: |G- Employer Mame: NG

Employer Appeals

Ifyou disagree with a determination, you may file an appeal on this screen. Your appeal will be reviewed for
timeliness and based on this Agency's policies, a hearing date will be scheduled as appropriate. For more
important information regarding the appeal process, please read YWwhat you need to know about the Appeal
process ®

To file an appeal enter the Document [dentification Mumber of the determination you are appealing and select
"MNext".

Document Identification Number: | |*

AR P

4. The Determination Information page appears. Enter all requested information and click Next.
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Employer Information

Employer Account Mumber: [N Employer MName: |GG

Determination Information

Document Identification Mumber.
Mailing Date of Determination: 11/13/2009 6:22:58 PM
Determination Type: Acquisition Denied due to predecessor delinquency - Letter to the

successor
Contact Information
MName of Individual Filing Appeal e
MName of Confact Persan far Hearing *
Phone Number of Contact Person ot

Address Information

Any correspondence generated by the appeals process will, by default, be sent to the Legal Add-ess on the Employer Account. If vouwould like this
information to be mailec to a different address on file please select one or enter a temioraw malling address

Address Type: b

Attention:
Address Line 1: -

Address Line 2:
City: -

State: | MA - Massachusetts v
Zip Code
Country. [US - United States Of Americz v *
Ebdail

Hearing Details
Please provide additional nformation:
Reason for Appeal

Will the employer be reprasented by a Third Party Administrator(TPAJor  OYes O No*
Attorney who was not sent a copy of the initial determination?

If yes please enter the nare of the representative |:|
It the Employer will present witnesses other thar the contact person how |:|

marny?
Will the Employer need an interpreter at this hearing? O Yes O No*
If the Employer needs an interpreter, enter the language needesd

[ [ wes [ omer]

5. The Confirmation page appears. Review the appeal details for confirmation. Confirm by clicking
Submit.

6. The page reappears indicating that the filing is complete.

Employer Information

Employer Account Number: [N Employer Narme: [

Determination Information

Document Identification Number:
Mailing Date of Determination: 11/13/2009
Determination Type: Acquisition Denied due to predecessor delinquency - Letter to the
successor

MNotice of Appeal

Your appeal has been received. As appropriate, youwill be informed of the date, time, and place of your hearing. To prepare for your hearing, please
review What You Need to Know About the Appeal Process #

99




QUEST - Employer User Guide

SUSPEND EMPLOYER ACCOUNT

This section describes how to request an Employer account suspension. The
Employer account suspension can occur with or without DUA
approval/intervention. If the reason for your request is permanent closure of
business and if your account meets certain criteria, the system will suspend the
account immediately. In other cases, the request must be reviewed by authorized
DUA staff to approve or deny the suspension.

Introduction

Suspending an Employer Account

1. Log in to QUEST and click Account Maintenance.

2. Click the Suspend Employer Account link.

Commonwealth
of Massachusetts

\

Change Pasaword | Logoff

Tuesday, July 19, 2011
Print Preview

Employer Home

FAQ
wyorkflow - My Inbox
Account Maintenance
» Wiew Employer Account
Profile
» Address Information
* Emplayer Appeals
+ Maintain Employer Name
* Maintain Owners/Officers
* Maintain Employer
Reporting Units
* Pravide Information an the
Purchase or Sale of a
Business
* Request Worker Status
Determination
* Suspend Employer
Account
* view Rate Motice
» waluntary Caontribution
v Thiret Party Administrator
(TPA) Authorization

Benefit Charge Activities
COMESPONCEnce
Employment and Wage il

Reporting
Payment Infarmation
User Maintenance

Employer Information

Employer Account Murmber: | RN

Employer harme: I

View Employer Account Profile
Wiew summary profile and history information related to
the Employer Account.

Employer Appeals
Appeal a determination regarding your Emplayer
Account

Maintain CwnersfOfficers
Yiew, Add, or Update Owner/Officer information for the
Employer Account

Provide Information on the Purchase or Sale of &

Address Information
View or Update address types Maintain phone
numbers and e-mail addresses

Waintain Employer MName

Provide infarmation regarding a change to the legal
name of the business entity or change the Doing
Business As (DBA) name of the business entity.

Maintain Employer Reporting Units
Create and update Employer reporting units

Request Worker Status Determination

Business

Prowide information on the sale or acquisition of a
husiness, or on a change of lzgal entity or business
i

Suspend Emplover Account
Suspend an Employer Account

Voluntary Contribution
Submit a voluntary contribution payment to buy down the
experience rate of the Employer.

Request an employerfemployee relationship
determination

View Rate Motice
View most recent Ul rate notice

Third Party Administratar (TPA) Authorization
Create new or update existing TP A authorizations to
access Employer account information.
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3. The Suspend Account page appears. Select the reason for suspension and provide other requested
information. Click Next.

Employer Information

Employer Account Number: [ NGGGE  Emcolover Name: TGN

Suspend Account

Ise this screen to provide information regarding the suspension of your Employer Account.
Reason for SUspension: | Change of ownership

Date of Last Wages Paid: - (mm\d ESlectiom:

Change of ownership
Bankruptcy Case Mumber (if known): Permanently discontinued

; Operating without employees
for suspension is bankry o= =0 = o employment

State where Bankruptcy was Filed (if known): (] No employees in Massachusetts

suspension is bankrupte] Bankruptey

Contact Information

Contact information is required in case this Agency needs to ofitain additional informati
First Mame:

Last Mame:

Address Line 1: P

Address Line 2:

City: [

State! | MA - Massachusetts "|

Zip Code: |

Country. | US - United States OF Americs V|

Phone: ext: | |

Faw

Ehdail:

By selecting "Mext” | heretyy certify that the information provided herein are true and correct to the best of my
knowledge and belief. THIS STATEMENT IS MADE UNDER THE PENALTIES OF PERJURY.

PRI

4. If the Address Validation page appears, select the address that is closest to your actual address.
Click Next.

an.
e

3

NOTE: If applicable, select the address with the 9-digit extended Zip code (known as “Zip +47).

5. The Suspend Account Summary page appears, displaying the reason for suspension. Review the
information and click Submit.

Employer Information

Employer Account Number: [ Ml  Ermployer Name: NG

Suspend Account Summary
[f the following information is correct, select "Submit” or select "Previous” to make any necessary changes.

Reason for Suspension: Permanently discontinued
Diate of Last Wages Paid. 1213112010 '
EBankruptey Case Mumber: Suspension
State whers Bankruptcy was Filed:
Contact Information

First Name: [N
Last Name: [ ING_
Address: 19 Staniford St
Boston, MA 02114
United States Of America
Ehdail

By selecting "Submit" | hereby certify that the information provided herein are true and correct to the best of my
knowledge and belief. THIS STATEMENT IS MADE UNDER THE PENALTIES OF PERJURY.

Crevow ] oo
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6. If an Additional Suspension Information page appears, fill in the requested information and click
Next.

Employer Information

Employer Account Number: I Employer Name: I

Additional Suspension Information

This screen acknowledges receipt of your request to suspend your DUA account. Before your account can be
suspended, additional information is required . Answier and submit the following guestions to continue with this
account suspension.

1.Are the officers of the corporation O Yes O MNo*

being compensated for their services?
If yes, please explain ‘ ‘

2 Is the corporation in the process of O Yes O No*
being dissolved?
If Mo, please explain ‘ ‘

3.1 the business being conducted O Yes O MNo*
through independent contractors?
If yes, please explain ‘ ‘

4. Are the employees being leased O Yes O MNo*
from an employes leasing company?
If yes, please explain ‘ ‘

5 Has the business been sold or O'Yes O MNo*
transferred?
If yes, to whom ‘

If yes, provide FEIN of entity to whom
the entity is being transferred

6 Have the emplovees been (or are the  OYes O No*
employees being) transferred to
another entity?

If yes, to whom ‘

If yes, provide FEIN of entity to whom |
the entity is being transferred

7. If the request has been received but the system has not processed it completely, the Request to
Suspend Processing page appears.

Employer Information

Employer Account Number: NN Employer Name: I——

Request to Suspend Processing

Your request to suspend is being reviewed. You may be contacted by staff from this Agency for additional
information. If you have indicated that you are suspending your account due to a bankruptey, please contact this
Agency at: 6176265050

[fyou need to send any documentation associated with this suspension request, please print this page, attach it to
your documentation, and mail to this Agency at

Division of Unemployment Assistance
19 Staniford Street
Charles F. Hurley Building
Boston, MA 02114
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8. Once processing is complete, the Confirmation of Suspension of Account page displays instead.

Employer Information
Employer Account Mumber: Employer Name i EG_g
Confirmation of Suspension of Account
The Massachusetts Ul Program records indicate that you suspended your Ul account effective 4/1/2011

REPORTING REQUIREMENTS FOR SUSPENDED ACCOUNTS

You are responsible for filing quarterly employment and wage detail reports for all quarters inwhich you pay wages
to any person working or living in Massachusetts. These reports are due on the last day of the month following the
end of the calendar guarter

If suspended mid-quarter and no continuing monies are to be reported to Department of Revenues (DOR), you may
submit the employment and wage detail immediately after the effective suspension date.

Interest is assessed for any payments that are paid after the due date. To avoid assessment of intsrest, pleass
submit your employment and wage detail reports on a timely basis until the suspension date, even if there are no
wages to report.

REVIVAL OF ACCOUNT
If you resume operations again under the same legal entity, and again pay wages, you must reinstate your LU
account. Forinformation regarding resival with the Massachusetts Ul Frogram, please refer to wiwe . mass. qoy

DEBT FOLLOWING SUSPENSION

If this account has unpaid debt, that debit must be paid even though the account has been suspended . Inferest will
accrue until the debt has been paid.
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REVIVE EMPLOYER ACCOUNT

This section describes how to revive an Employer account. The Employer account
can be revived from a state of suspension, when an Employer elects to revive their
account. Upon revival, tax rates will be calculated based on experience factors
from the previously suspended account. If Revival request is due to purchase of a
business, you will be prompted to complete the process — Provide Information on
the Purchase or Sale of a Business.

Introduction

Requesting an Account Revival

1. Log in to QUEST and click Account Maintenance.

2. Click the Request Revival link.

Wedl lay, August 10, 2011
Commonwealth eest “gli‘lr\mP,review
of Massachusetts
Change Password | Logoff

EmployerHome Employer Information

FAQ Employer Account Mumber: [ N R Employer Mame: [ N R

Workflom - by Inbox

Account Maintenance Account Maintenance

» Viewr Employer Account

Profile View Emplover Account Profile Address Information

+ Address Inforrmation Wiew summary profile and history information related to - Wiew or Update address types. Maintain phone

* Employer Appeals the Employer Account. numbers and e-mail addresses.

¥ Maintain Employer Name

* Waintain Owners/Officers | Employer Appeals haintain Emplaoysr Marme

* Maintain Employar Appeal a determination regarding vour Employer Provide information regarding a change to the legal
Reporting Units Account narme of the business entity or change the Doing

+ Provide Infarmation on the Business As (DBA) name of the business entity.
Purchase or Sale of a
SIS haintain Criners/Cfficers Waintain Employer Reporting Units

* Request Revival

+ view Rate Motice

* Woluntary Contribution

v Third Party Administrator

View, Add, or Update Owner/Officer information forthe  Create and update Employer reporting units
Employer Account

(TPA) Authorization Proy\de Information on the Purchase or Sale of a Requeat Rewvival
Business Revive Employer A

Beleils aioEts tuities Provide information on the sale or acquisition of a
Carrespondence business, or on & change of legal entity or business
Employment and Wage Detail | reorganization.
Repm‘ting
Payment Information Views Rate Motice Waluntary Contribution
User Malntenance Wiew most recent Ul rate notice. Submit a woluntary contribution payment to buy down the

experience rate of the Employer

Third Party Administrator (TPA) Authorization
Create new or update existing TPA authorizations to
access Employer account information

3. The Initial Revival Information page appears. Click Yes or No where asked if the revival is being
requested as a result of the purchase of a business. Click Next.

Employer Information

Employer Account Murmber: TN Employer Mame: [EG__

Initial Revival Information

Note: You may only revive an Employer Account if payroll has resume ral

Employer Identification Number (FEIN). Indicate whether the

|5 revival being requested as a result of the purchase of OYes ONo revival due to the
a business?: purchase of 3

business
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4.

5.

6.

If the Revive Account page appears, enter the requested information and click Next.

Employer Information

Employer Account Mumber: [ NG Employer Mame: [ NG

Revive Account

To revive this Employer Account, enter the information below and select "Mext". I your FEIN has changed since wou
suspended the employer account, you must register as a new Employer

Flease read the choices in the dropdown lists and malke your selections carefully.
Suspension Date: 8/28/2011
Business Type: Local

FEIN: I

Verify Information
Diate of Last Wages Paid 1112011

Diate YWages Resumed: |:| {mmiddignny)

Legal Entity Type: Governmental entity
Reason Codel | Select one hd
NAICS Code: 921190-921 c"““g‘* NAICS Code

Waotes:

The Revive Account Confirmation page appears. Click Submit.

Employer Information

Employer Account Number: [ Bl  Crplover Name: I

Revive Account Confirmation

Suspension Date: 8/28/2011
Business Type: Local

FEIN: I

Verify Information

Date of Last Wages Paid. 1112011

Diate Wages Resumed: 41172011
Legal Entity Type. Governmental entity
Reason Code: Resumed Business

Eusiness Type: Local
MNAICS Code: 921190-821190
Motes

[rovow oo ] coes

If you are reviving the account due to the purchase of a business you will be instructed to contact
DUA.

Employer Information

Employer Account Murmber: |G- Employer Mame: G

Revival Request Information

Your Massachusetts Unemployment Insurance (LI account revival request has been received effective 8/28/2011,
but cannot be processed due to the following:

« You have indicated that revival is being requested as a result of the purchase of a business

You must contact this Agency to provide additional purchase information. Please call 817-626-5050 regarding this
revival request.
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7. If you are reviving the account for a reason other than the purchase of a business, the Notice of
Revival page appears.

Employer Information

Employer Account Number: I N R Employer Name: IR

Notice of Revival

Your request for revival for || [ [ | l @ @ h=s been processed with an effective date of 8282011 Wiritten
confirmation of this determination will follow.

Mote: Previoush-created reparting units have been inactivated
Quarterly Employment and Wage Detail Report Information

Youwill be required to submit quarterly employment and wage detail reports. Quarterly reports are due by the last
day of the month following the end of the quarter. Please complete and submit the reports with your payments
prompthy. Interest charges are mandated by law on overdue contributions.

The information provided during your revival indicates that wou are reguired to submit an employment and wage
detail report for the following guarters

QuarterfYear Due Date Status
22011 Ti3172011 Delinquent
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Benefit Charge Activities
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ABOUT BENEFIT CHARGE ACTIVITIES

This section describes how to retrieve and view benefit charges on the Employer

Introduction account. Benefit charges can be retrieved via:
e Benefit Charges Search.
e Calendar Year Summary and Detail.
e Rated Year Summary.
Helpful Tip Throughout the Benefit Charge Activities area, SSNs may display with the first

6 digits masked. If you are reviewing tables with multiple rows of data, it may be
helpful if you sort the data by another column (for example, Employee Name or
Date). If a table is sortable by a column, the column header appears in bold blue
underlined text.

NAVIGATING TO BENEFIT CHARGE ACTIVITIES

To navigate to the Benefit Charge Activities page, perform the following steps:

1. Log in to QUEST. Click the Benefit Charge Activities link in the left pane (the link also appears on
the main pane of the Employer Home page).

Tuesday, Jul
Commonwealth uesday. P“fv
of Massachusetts o
Change Password | Logoff

Employer Hame Employer Information

Faq Emplayer Account Nurnber: [N Employer Name: I
Workflow - My Inbox
Tt MaINTRnENT Employer Home
Benefit Charge Activities
ondence Emplayer Horme

Employment andYWage Detail SUEIG RIS

Reporting
Payrment Information

User Maintenance EAQ Workdlow - MM Inbox
Review frequently asked questions (FAQ's) for the U YView any action items requiring your attention.
program or | system
Account Maintenance Benefit Charge Activities
tlaintain account information including changing legal View Benefit Charges by calendar year and quart
name, mailing address, owners/officers, reporting units,  summaries; claimant detail summaries; and indivi
or reporting status. Yiew the most recent Tax Rate claimant transaction details. Additional informat
Motice, authorize TPAs or provide information includes fiscal vear summaries with tax rate b

2. The Benefit Charge Activities page appears. Available benefit charge functions are listed in links in
the left pane as well as the main pane. Click a link to access a function.

Tuesday, July 19, 2011
W o, P
e
Change Password | Lagaff
Employer Home Employer Information
FAG Employer Account Mumber: Employer Mame
wyarkflaow - My Inbox

Account Maintenance Benefit Charge Activities

Benefit Charge Activities

» Benefit Charges Search | Benefit Charges Search Calendar Year Summary and Detail
» Calendar vear Summary | Search Benefit Charge Data View historical Unemployment Benefit Charges and
and Detail adjustments by calendar year.
* Rated vear Summary
Correspondence Rated Year Summary
Employment anc wage Detz | 1w historcal Unemployment Benefit Charges by

Reporting rated year
Payment Infarmation
User Maintenance
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BENEFIT CHARGES SEARCH

This function allows the user to search for benefit charges data by the individual claimant name/SSN. The user
also has the option to limit the search results to calendar year or rated year.

1. Follow the steps in the section, Navigating to Benefit Charge Activities.

2. Click Benefit Charges Search.

Commonwealth Tuesta: JP“rm:Ig,rez\:i];\:f
of Massachusetts

Change Password | Logoff

Employer Home Employer Information
FAD Employer Account Number: Employer MName

Workflom - by Inbox

ACCOUNE Maintenance Benefit Charae Activities
Benefit Charge Activiti
» Benefit Charges Sealgr | Benefit Charges Search Calendar Year Summary and Detail
» Calendar Year Summ Search Benefit Charge Dagpa Wiew historical Unemployment Benefit Charges and
and Detail adjustments by calendar year.
¥ Rated Year Summary
Correspondence Rated Year Surnmary ]
Emplayment and Wage Detai View historical Unemployment Benefit Charges by

Reporting rated year

Payment Information
User Maintenance

3. The Benefit Charge Search page appears. Enter search criteria (to see all charges, leave the criteria
blank). Click Search.

Employer Information
Employer Account Number: |G- Employer Name:

Benefit Charge Search Enter

Social Security Number: | S search

| —— | criteria
Claimant Last Mams:
Claimant First Mame:

Year 2009 v @ Calendar O Rated

=3

4. The search results display under the search grid.

Employer Information
Employer Account Number: |G- Employer Name:

Benefit Charge Search
Social Security Number: | | G-

Claimant Last Mame:
Claimant First Mame:

Year 2008 ¥ & Calendar O Rated

SSN Last Name First Name Claim Effective Total Benefit
Date Charges

©000-00-0000 ), N I /7712008 $0.00

Click Search
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5. Click an SSN to display claimant details.

Employer Account Number: [ [l  Erplover Name:
Maximum
SSN Last Name First Name Effef::tlizanate D:ﬁ::::::y Ezt::;LZI Total Charges
Allowed
goo-00-0000 N N 442712008 $000  $56286 $0.00
Rowis 1-10 of 36 41224m Fage 1 of 4
Transaction Date Week Paid Unit Activity Benefit Dependency Program B-err(:g:'llts
I Charges Allowance C—har;ed
B10/2008 BIF2008 0 Payment $0.00 $0.00 Regular Federal Benefits $0.00
BIA2008 BAA2008 0 Payment $000 $0.00 Regular Federal Beneafits $0.00
Bi24/2008 BI212008 0 Payment $0.00 $0.00 Regular Federal Benefits $0.00
TM2008 B/28/2008 0 Payment $0.00 $0.00 Regular Federal Benefits $0.00
TIEZ008 TISFZ008 0 Payment $0.00 $0.00 Regular Federal Benefits $0.00
7142008 THM2/2008 0 Payment $0.00 $0.00 Regular Federal Benefits $0.00
TI222008 TH92008 0 Payment $0.00 $0.00 Regular Federal Benefits $0.00
TI2812008 TI26/2008 0 Payment $0.00 $0.00 Regular Federal Benefits $0.00
S/AF2008 BI2I2008 0 Payment $0.00 $0.00 Regular Federal Beneafits $0.00
8/11/2008 8972008 0 Payment $0.00 $0.00 Regular Federal Benefits $0.00
Rowis 1-10 of 36 41234m Fage 1 of 4
[ Previous

110




QUEST - Employer User Guide

CALENDAR YEAR SUMMARY AND DETAIL
Use this function to view historical Unemployment Benefit Charges and adjustments by calendar year.
1. Follow the steps in the section, Navigating to Benefit Charge Activities.

2. Click Calendar Year Summary and Detail.

3. The Benefit Charge Calendar Year Summary page appears. Amounts listed on the page reflect the
total benefit charges and adjustments made during each reporting period.

Employer Information
Employer Account Mumber Employer Mame:
Benefit Charge Calendar Year Summary
Amaounts listed below reflact the total benefit charges and adjustments made during each reporting period.

Time Period
Calendar Begin End Contributory Reimbursable Dependency Benefit
Year Charges Charges? Allowance Charges
2008 1-1-2006  12-31-2008 $0.00 $0.00 $0.00 $0.00
2008 1-1-2008 12.31.200, $0.00 $0.00 $0.00 $0.00
200g Click togiew brt;akdown :1? 59 $0.00 $000  $51759
vy mont
[ Provious

4. Click a year in the Calendar Year column to display a breakdown by month for the year.

Employer Information
Emplover Account Number. [ESSEEEE  Employer Name: [
Benefit Charge Monthly Summary

Annual breakdown of Benefit Charges
Total Benefit Charges: $517.59

ontrear  Coptbuon - Rembusable | Dapendeney - Banett
January 2009 $0.00 $0.00 $000 $0.00
Eebruary 2009 $0.00 $0.00 $000 $0.00
December 2009 $517.59 $0.00 $0.00 $517 .59

5. Click an entry in the Month 7/ Year column to display entries on the claimant level.

Employer Information
Employer Account Number [ MR~ Emplover Narne: I

Benefit Charge Claimant Summary
The individual claimant details below lists Benefit Charges and Adjustments assigned to December of year 2009

Select the S5M link to wisw all transactions, payments and adjustments, associated with this claimant

Total Monthly Charges $517.59

: Claim . Potential Remaining .

Last First - Week Paid Potential
=l Name Name Bl End Date reln-tl: Benefit Lol
- - Date - Charges S Amount

Charges
I N e 00009 12192009 $669.87 $29587  $374.00
I N el cooo000 121122000 $669.87 $15228  $14359
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RATED YEAR SUMMARY

Use this function to view historical Unemployment Benefit Charges by rated year.

1. Follow the steps in the section, Navigating to Benefit Charge Activities.

2. Click Rated Year Summary.

3. The Benefit Charge Rated Year Summary page appears listing the benefit charges by rated year.

Employer Information
Employer Account Number: (G-

Employer Name: I

Benefit Charge Rated Year Summary

Amounts listed below reflect the Benefit Charge data used to calculate your annual Ul Contribution Rate. This
includes the following data:
« Benefit Charge data for all locations and units.

Benefit Charges are attributed to the Rated Year based on the date the payment was made.

Rated Rated Year Time

Year Period Contributory Charges Benefit Charges

Begin End
2006 10/1/2005  9/30/2006 $0.00 $0.00
2008 10M/2007  930/2008 $0.00 $0.00
2009 10/1/2008  9/30/2009 $0.00 $0.00
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Employment and Wage Detail Reporting
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ABOUT EMPLOYMENT AND WAGE DETAIL REPORTING

This section describes the activities that Employers perform related to Employment

Introduction . . S
and Wage Detail reporting. Activities include:

Submitting quarterly Employment and Wage Detail reports

Submitting reports for quarters prior to 2010

Adjusting previously submitted Employment and Wage Detail reports
Viewing Employment and Wage Detail calculation history

Viewing Employment and Wage Detail history

Viewing the submission history of Employment and Wage Detail reports

NAVIGATING TO EMPLOYMENT AND WAGE DETAIL REPORTING

To navigate to the Employment and Wage Detail Reporting page, perform the following steps:

1. Log in to QUEST. Click the Employment and Wage Detail Reporting link in the left pane (the link
also appears on the main pane of the Employer Home page).

al
Commonwealth Tuesday. \::ll.V
of Massachusetts

Change Password | Logoff

Emplnyer Horme

Employer Information

Employer Account Number: [N Ernployer MName: I

Employer Home

Emplover Home

Esloyer Home

_—

EAQ
Review fraquently asked questions (FAQ's) for the LI
program ar Ul system.

FAQ

wfarkflow - by Inbox

Account Maintenance

Benefit Charge Activities
Ence

Ernployinent and Wage Detail
Reporting

ati
User Maintenance Warkdlow - by nbox
Wiew any action items requiring your attention

Account Maintenance Eenefit Charge Activities

Iaintain account information including changing legal

name, mailing address, ownersiofficers, reporting units,

or reporting status. View the most recent Tax Rate
Motice, authorize TP As or provide information
regarding the purchase or sale of a business

Correspondence

Search for Carrespondence

Wiew Benefit Charges by calendar year and quar
summaries; claimant detail summaries; and indiv
claimant transaction details. Additional informat o
includes fiscal year summaries with tax rate buyc
and/or merger-acquisition details related to bene
charges

Employment and Wage Detail Repaorting
Submit Employment and Wage Detail Reporis
Agency and the Department of Rewvenue Vi
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2. The Employment and Wage Detail Reporting page appears. Available functions are listed in links
in the left pane as well as the main pane. The main pane also displays explanations of the functions.
Click a link to access a function.

Commeonwealth
of Massachusetts

Change Passwaord | Logaft

Thursday, July 14, 2011
Erint Preview

Employer Home

FACH
warkflow - My Inbox
Account Maintenance
Benefit Charge Activities
Correspondence
Employment and Wage
Detail Reporting
+ Adjustments
* Submit Emplayment and
Wage Detail for Quarters
Prior to 2010
* Submit Emplayment and
Wage Detall
» view Employrnent and
Wage Detail Calculation
History
» view Employrnent and
Wage Detall History
+ view Subrmission History
Payment Information
User Maintenance

Employer Infermation

Employer Name: | I

Employment and Wage Detail Reporting

Emplover Account Nurmber: [

Adjustments

Adjust previously submitted employment and wage
detail records. Upload a file of adjustments, ar select
and modify specific records online. Mote: Staff may
renview adjustments under certain circumstances.

Submit Employment and YWage Detail

Submit GQuarterly Employment and Wage Detail
Records for current or prior guarters by using one of
four filing methods. Contributions, Surcharges, Interest,
and Penalties will be calculated online through this
process. NOTE: the manual filing method allows up to
one hundred employee records to be enterad. If more
than one hundred employee records need to be
submitted, use the file upload filing method. This
process is for 1st quarter 2010 and beyond filing

View Emplovment and YWage Detail History

Wiew previous submissions and adjustments for each
individual wage record submitted. Access current
calculations and 12th of Month Employment data

Submit Employment and Wage Detail for Quarters Prior
to 2010

Submit the original or adjust a Division of
Unemployment Assistance (DUA) Contribution Report
or Department of Revenue (DOR) Wage Report for
quarters prior to 2010, Contributions, other charges,
penalties and interest will be calculated online through
this process.”

View Emploviment and Wage Detail Calculation History
Search for and view historical calculations for quarterly
employment and wage submissions

View Submission History

Wiew basic information for each original and adjusted
wiage detail submission. The data includes the
Submission Date and Time, Filing Method, Errors,
Mumber of Recards Processed, and Gross Wages
Processed
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Introduction

Helpful hints

SUBMIT EMPLOYMENT AND WAGE DETAIL

This section describes how to submit employment and wage detail information for
Employer accounts for Q1 2010 and forward. Employment and wage detail
reports are due from Employers every quarter. The employment and wage
detail information can be submitted for current or prior quarters by using one of
these filing methods.

Manual Entry

File Upload (real-time online)

No Employment/Wage Submission
Copy from Previous Quarter, and
FTP file upload.

NOTE: If you wish to submit employment and wage detail for quarters prior to
2010, please see the section, Submit Employment and Wage Detail for Quarters
Prior to 2010.

The Manual Entry Method allows up to one hundred employee records to be
entered. If more than one hundred employee records need to be submitted,
the File Upload Method should be used.

FTP file upload is required when Employers/TPA(s) submit more than 29,999
records per quarter.

It is not possible to submit an employment and wage detail report for future
dates if the quarter is not open for filing.

The Gross Ul Wages column applies to wages on which Ul and/or UHI is
calculated. Reimbursable Employers must also report Gross Ul wages for
calculating unemployment benefits. (Note that actual Ul payment will be based
on the first $14,000 each Employee earns in the calendar year.)

If you upload a file but you have not actually submitted it yet, its data can be
re-uploaded in a corrected file and then submitted using either a Merge or
Overwrite function.

It is not possible to submit an “original” employment and wage detail report
more than once for any quarter or using more than one method. If a report
was submitted incorrectly or incompletely, the adjustment function should be
used to make corrections. (Contact DUA for wage transfers or removals.)

If you submit a report via File Upload, the first report for any quarter should
be submitted with an Adjustment Reason Code of “0”, indicating an “Original
Submission”. File Uploads with corrections should have an Adjustment Reason
Code of 1 thru 8 to indicate it is an adjustment vs. an original submission.
Once a File Upload with Adjustment Reason Code of O has been submitted to
QUEST for a given quarter filing, QUEST will reject all subsequent filings for
that quarter with an Adjustment Reason Code of 0.

NOTE: Depending on network or QUEST activity, and/or the size of file:

o0 Your upload may be held for batch processing in “off peak” hours.

o0 Your upload may be processed immediately, but the calculations for
contributions, surcharges, interest, and penalties may be performed during
“off peak” hours.

If this happens, right after you submit the report you will see an on-screen

message that notifies you that processing and/or calculations are pending.
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Manual Entry Method

1. Click Employment and Wage Detail Reporting.

2. Click Submit Employment and Wage Detail. A page appears where you configure the report.

Employer Information

Employer Account Number [ Il  Ermployer Name I

Employment and YWage Detail Submission Process

P = o
Q2 >3
&/ >/
Select Filing Submit Wage Confirm
Method Information Submission

» COMPLETE

Reporting Period
Employment and \Wages Paid for the Quarter. |January, February, March (Q1) v

Year |2011 +
Filing Methods

If you have to report any changes to your account such as: Change in Ownership or Change of
Address, please use the Account Maintenance link to perform these updates before you report quarterly
employment and wages.

Select from the following Filing Methods:

OFile Upload - Attach electronic wage file

O Copy from Previous Quarter - Modify previous quarter data. Note: You cannot copy data from prior to 2010
i b "

and Mo Wage Report - Mo employment and no wages paid in quarter

3. Select a Quarter and a Year. Click the radio button for Manual Entry. Click Next.

4. The Wage Detail Records page appears. Enter the wage detail information. (See the detailed
instructions on filling in the wage detail records that appear onscreen.)

NOTE: The maximum number of records that can be entered using manual entry is 100. The page will
initially display 25 blank rows for wage detail entries. Upon reaching 25 records, you can add more
records by clicking on Add at the end of the page.

IMPORTANT NOTE: It is strongly recommended that you periodically save the information being
entered manually. The system times out after 30 minutes. Unsaved data is lost if a timeout occurs.
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Employer Information

Employer Account Nurnier. | I N Employer Name: I

The following issue was detacted with your submission:
Notices
O] T@ploy@r has past dus report(s), please submit the past due report(s) before submitting the current repart. (10000053

Employment and Wage Detail Submission Process

If a Notice appears, you
can proceed;

if an Error appears, you

must make a correction

before proceeding

Reporting Information

Employment and Wages Paid for the Quarter. April, May, June (Q2)
Year. 2011

.—) e—) @—P @—) COMPLETE

Select Filing Submit Wage Confirm Process and
Method Information Submission Calculate

Submission Type: Original

Employment and Wage Detail Records

If you intend to be on the screen for maore than 20 minutes, selact 'Save' If you do not select save within 30 minutes, you wil
lose all information entered.
Enter employes information in space provided If additional rows are needed, complete all rows select 'Save" and then
select 'Add'.
To permanently delete an employes record from the employment and wage report chack the 'Delste’ checkbox and select
TMext' or 'Save'.
If you hawe mors than 25 employess and need to enter employse information acrgss MULTIPLE pagss
o Complete each page and select the next page number.
o Do not click ™ext' until you have completed all pages. . . .
When selections are complete, select 'Save’, ar Mext'. Read detailed Imsttrrt]mt\ons
Flease note that adjustments to the MA Income Tax Amount Withheld on the ol ngpaf'ﬂg & ot
amend the amount of withholding that you originally reported. If an adjustment to e do
any employes results in an overfunderpayment of your company's withholding ta
withholding tax return{s) with the Department of Revenue (DOR). Employers filing Tmrmmerenre we Lo T T
Business (WFE) should use the Amend function available through their WFE account. Cther employers should use DOR's
Farm CA-8, Application for Abatement’/Amended return, available at www mass govidor, to amend the withholding amount

paid
Wage Detail Records
(Wl Ul Gross LA Dz %
SSN Last Name First Name Ml Nurgber Wages? Subject to Amount Delet

i ing *
Withholding Withheld ?

— | [ | Ll AN N
Begin entering | |:| [ | [ Click the column
I:' details here | l:l | || heading to view :I
Assistive Content on
] | |:| | | [ data that belongs in
this column
/| | | [ | | ]
|
|
|
|

Quickly retrieve a
previously saved
record by
performing a
search

Sort Criteria
« Toview a specific 5N or Last Name enter the appropriate data and select 'Search’ to continue

SSN. | | LastName: |

[sern [ e
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5. Once you have entered all the information, click Next to proceed to the next step.

6. The Employment and Wage Detail Records page appears. Use the instructions on the page to
complete the requested information. (Also see the ‘HOURS WORKED GUIDELINE’ in the Addendum for
additional pointers.) Click Next.

NOTE: Save frequently if you are making numerous data additions or changes, or if you want to leave
the page and return in a later session.

Employer Information
Employer Account Number: (N Employer Narme:

Employment and Wage Detail Submission Process

. o @) > @) ¥ COMPLETE

Select Filing  Submit Wage Confirm Process and
Method Information  Submission Calculate

Reporting Information

Employment and YWages Paid for the Quarter: January, February, March (Q1)
Year: 2011
Submission Type: Original

Employment and Wage Detail Records

« The monthly employment data reported below should be a count of all full-time and part-time workers in covered
employment{subject to Massachusett's Unemployment Compensation Lawwho performed services during the payroll
period which includes the 12th of the month

o If an employee was employed in the payroll perod based on the definition above, select Yes'.
o [fno employment for an employse in the payroll period based on the definition above, select Mo’

o Ifyou have more than 25 employees and need to enter employes information across MULTIPLE pages:

o Complete each page and select "Save' before clicking on the next page number.
o Do not click 'Mext' until you have completed and saved all pages.
« YWWhen selections are complete, select 'Save', or Texd'

Last First Unit Employment Employment Employment Hours
SN Name Name M Number Month#  Month#2  Month#3  Worked CWnerOfficer
T . O [ & [ ¥ L & ] | Mo

eI

Sort Criteria
« Toview aspecfic SSM or Last Mame enter the appropriate data and select 'Search’ to continue

SSN | J Last Name: | |
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7. The Summary of Units Reported page displays a summary of the gross wage detail information you
entered. The information is tallied at the reporting unit level.

Employer Information

Employer Accourt Number. [N  Erployer Narme: [

Employment and Wage Detail Submission Process

O —0 0 1 —>cowur

Select Filing Submit Wage Confirm Process and
Method Information Submission Calculate

Reporting Information

Employment and YWages Paid for the Quarter: April, May, June (Q2)
Year. 2011
Submission Type: Original

Employment and Wage Detail Report Summary

Mumber of Records: 1
Total Ul Gross Wages: $15,000.00

Summary of Units Reported

Unit . Number of Total Ul Gross MA Wages Subjectto DOR Withheld
Number -G Records Wages Withholding Amount

0 1
- $15,000.00 $15,000.00 $1,500.00

« o continue processing your Employment and Wage Detail records, select et
« To save data and continue in the future, select 'Save and Exit'. Click here® for save and exit details.

0 EEn T

8. A Certification page appears. Check the box, and click Next.

Employer Information

Ermployer Account Number: NSNS Employer Name: IEEEG—————

Employment and Wage Detail Submission Process

00 -0 > comer

Select Filing Submit Wage Confirm Process and
Method Information Submission Calculate

Reporting Information

Employment and Wages Paid for the Quarter: April, May, June {Q2)
Year. 2011
Submission Type: Original

Employment and Wage Detail Certification
You are asked to certify that all of the information provided in this filing is complete, true and accurate.
Massachusetts law provides for civil fines and criminal penalties for misrepresentation, evasion, willful
nondisclosure, and failure or refusal to furnish reports or requested information to this agency.

I certify, under penalties of perjury, that all information provided in this filing is complete and true to
e best of my knowledge and belief*

sl P
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9. A Quarterly Calculations page appears, showing calculations and the quarterly contributions due. If
you are ready to submit the wage detail report, click Submit.

NOTE: If you need to correct any wage submission details at this point, click Previous to return to
the Employment and Wage Detail Records page where you can edit your entries.

Employer Information

Employer Account Number: [l 8  Emplover Name: I

Employment and Wage Detall Submission Process

® -0 @ 0 o

Select Filing Submit Wage Confirm Process and
Method Information Submission Calculate

Reporting Information

Employment and Wages Paid for the Quarter: April, May, June (Q2)
Year: 2011
Submission Type: Original

Quarterly Calculations

Quarterly Wages Amount
Total Ul Gross Wages? $15,000.00
Ul Taxable Wages® $14,000.00
UHI Taxable Wages® $0.00
Contributions
Ul Contribution® $198.80
UHI Contribution® $0.00
Workforce Training Fund® $5.40
Secondary Uniform Adjustrnent® $0.00
Amount Due
Quarterly Amount Due® $207 20

10. The Employment and Wage Detail Report Submission Confirmation page appears, indicating
that the reporting process has been successful. Click Make Payment.

Employer Information

Employer Account Nurmber: [ G- Employer Name: NG

Employment and Wage Detail Submission Process

® -0 -0 @ o

Select Filing Submit Wage Confirm Process and
Method Information Submission Calculate

Employment and Wage Detail Report Submission Confirmation

Thank you for using our onling Employment and Wage Detail Submission process. You have successiully
PRl ataatiadatal Jeatataid 1| Dot £ rﬂuw ram.aatall I\H Ly S0 o e 111

(. Your confirmation number 1= | R 071571716322 Forfltdre reference, this nurmber s in View)

Submission History

o e o 3 o L8 B 1 0 1 o = e o

If you are closing your business and this is your final Employment and Wage Detail Report Select "Account
MWaintenance’ then "Suspend Account’ from the left navigation and procesed with the promppts.

Make Payment
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11. The Payment Method page appears. Select Payment Amount and Payment Method.

Employer Information “Change Employer “Leave Employer
Employer Account Nurmber. IR Employer Narme: NG

Review :

Payment Method

Quarter 1 - April 30
Quarter 2 - July 31
Contributory Employer Due Dates: Quarter 3 - October 31
Quarter 4 - January 31
Reimbursable Employer Due Dates. 30 calendar days from the mailing of the bill
If payment is nat submitted by the date indicated, you may be subject to interest or penalties

Amount Dus: $214.67
Payment Amourt fziaer  *
Payment Method: [ACH Debit = |*

Ifyou intend to submit payment by the ACH Credit method of payment, please select here # before you proceed

| Previous

e If Check is selected as the payment method, a voucher displays onscreen. Print copies of the
voucher, and send a copy to DUA along with the paper check when you make the payment.

e To use ACH Credit, you must have prior approval from DUA. You can click the link below the
Payment Method selection for detailed information on seeking DUA approval.

e No prior approval is required for using ACH Debit.

NOTE: For more information on making payments, see the section, Payment Information.

File Upload Method

There are three file formats that can be used for file upload:

e ICESA,
e EFW2, and
e Delimited

File upload tips
Always use a file upload method when there are more than 100 records in the wage detail.
Upload files may contain fewer than 100 records.

Expect files of 300 records or more to be batch processed. When batch processed, the file upload is scheduled
by the system for off-peak hours. Results will not appear onscreen until the processing is complete. You may
see the following screen message:

Due to the size of the file Your_file.csv, the employment and wage detail will be processed in an overnight
batch. Please check back tomorrow in View Submission History for results (634).

Files with more than 29,999 records must be uploaded using the File Transfer Protocol (FTP). Employers
should consult with DUA staff to review file format and FTP a test file.
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Preparing ICESA or EFW2 Files

Some accounting packages output employment wage and detail reports in ICESA and EFW2 format. The
ICESA file format that works with the QUEST file upload process includes only the “S” records, and has only
275 characters per record with the carriage return at space 275.

The EFW?2 file format works only with “RS” records and has only 512 characters per record with the carriage
return at space 512.

Preparing Delimited Files
Delimited files can be created and edited using readily available software.

Delimited files should be in a comma delimited text file format. The delimited file should look like the screen
shot below (one record shown for a sample). There should be no header row.

& wages - Notepad
=N Edit Format ‘iew Help
10004232,0,20092,1,1,1,00120012012, snith, John, P, 24000, 0,0,255,n,0

The DUA provides a template with these fields. Its fields are formatted so the data uploads correctly. (Search
for ‘delimited template’ from the DUA website at http://www.mass.gov/uima to locate the template.)

Pointers on using the delimited template

Do not change any cell ‘Number Format’ in the file.

Make sure that columns 1, 2, 4, 5, 6, and 15 are formatted as ‘Text.’

Delete rows 1-4 (i.e., rows with template notes in them, the column headings, and the sample data).
If using Microsoft Excel, before uploading the file, save it in ‘CSV (Comma delimited)’ format. (Use
similar selections with other software packages.)

e If you ever open the saved output file, RESAVE it in ‘CSV (Comma delimited)’ format before uploading
it.
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Performing a File Upload

These instructions show a delimited file upload, but they apply as well to ICESA and EFW2 files.
1. Click Employment and Wage Detail Reporting.
2. Click Submit Employment and Wage Detail.

3. Select a Quarter and a Year. Click the radio button for File Upload. Click Next.

Employer Information
Employer Account Mumber: ([ I Employer Name:

Employment and Wage Detail Submission Frocess

o > @) > @) > @3 » COMPLETE

Select Filing Submit Wape Confirm Process and
Method Information Submission Calculate

Reporting Period
Employment and Wages Paid for the Quarter: |January, February, March (Q1) hd

Year: |2011 «
Filing Methods

If you have to report any changes to your account such as: Change in Ownership or Change of
Address, please use the Account Maintenance link to perform these updates before you report quarterly
employment and wages.

s frona e loUs Quarter - kWaodify presvious guarter data. Mote: You cannat copy data from prior to 2010
quarters to any other quarters

O Manual Entry - Enter individual wage records manually online

O Mo Employment and No Wage Report - Mo employment and no wages paid in quarter

*

4. In the File Format area, select a File Type (in this example, Delimited). Click Next.

File Format

« Fordetails related to the most current file formats | select the appropriate link below
« For details related to multiple file submissions or third party administrators (TP A) filings, click here®

File Type Record Length  File Extension
., export from Excel with a comma delimiter) Yariable b or csv
m A Standard File Format) 275 s
O EEW27 (Formally MMREF-SSA) 512 b

JEEIE] P

5. In the Select Wage Detail File area, click Browse.

Select Wage Detail File
Choose file by selecting the 'Browse' button. Once the file is selected, click MNext'. I —
\

[[Browse..

sl Pl |

L~
—
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6. In the dialog box, choose a file, and click Open.

7. The file name displays in the Select Wage Detail File field. Click Next.

NOTE: Typically files with 300 records or more are processed during off-peak hours in a batch. In this
case, the following message will appear:

Due to the size of the file Your_file.csv, the employment and wage detail will be processed in an
overnight batch. Please check back tomorrow in View Submission History for results (634).

8. If you uploaded fewer than 300 records, a File Preview appears. Review the uploaded information
and click Next.

File Preview
The follewing are the first ten (10) records accepted from your file If one of the first ten records in the file submitt
fatal error, itwill not appear. For example, If record "1" has a fatal error and record "2" is clean, "2" will be the fir:
that appears in the record number column. If there is a problem with the file, please select "Previous” to resubmi
online.
MA
N MA Wages Income
Record Last First Ul Gross ] Hours
SSN Ml Subject to Tax Owner/Officer
Number Name Name Wages Withholding Amount Worked
Withheld
1 I BN B < 500000 $10.00000 $10048 520 No
? IS N B  $5.00000  $10,00000 $10048 521 Mo
3 I N B $7.00000 $10,00000 $10048 522 Mo
4 IS N 0 5000000 $1000000 $10048 523 Mo
I N

NOTE: If errors are found in the file, the errors will be displayed. You can either correct the errors or
ignore them. If you ignore the errors and a record contains a fatal error (e.g., a missing SSN), the

system will reject the specific record. The system will accept records with non-fatal errors (e.g., hours
worked missing). See the Addendum for a list of error messages, and for troubleshooting information.

9. Review the summary information about the upload and click Next.

Employer Information “Change Employer “Leave Employer
Employer Account Nurnber. | N Employer Name: INGEG_—_—_——_—

Employment and ¥Wage Detail Submission Process

.—» .—> °—> (4)—> compreTe
Submit isge
o

Confirm
Submission

Reporting Information

Employment and ¥Wages Paid for the Quarter: July, August, September (Q3)
Year: 2010
Submission Type: Qriginal

Employment and Wage Detail Report Summary

Number of Records: 8
Total Ul Gross Wages: $44,835.95

Summary of Units Reported

Unit Number Business Name Number of Records Total Ul Gross Wages  MA Wages Subject to Withholding  DOR Withheld Amount
0 Heart Candies 3 $44,835 95 $43,155.35 $2483.71

« To continue processing your Employment and VWage Detail records, select Mext!
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10. The Employment and Wage Detail Certification page appears. Check the box and click Next.

Employer Information

Ermployer Account Number: NSNS Employer Name: IEEEG—————

Employment and Wage Detail Submission Process

00 -0 > comer

Select Filing Submit Wage Confirm Process and
Method Information Submission Calculate

Reporting Information

Employment and Wages Paid for the Quarter: April, May, June {Q2)
Year. 2011
Submission Type: Original

Employment and Wage Detail Certification

You are asked to certify that all of the information provided in this filing is complete, true and accurate.
Massachusetts law provides for civil fines and criminal penalties for misrepresentation, evasion, willful
nondisclosure, and failure or refusal to furnish reports or requested information to this agency.

I certify, under penalties of perjury, that all information provided in this filing is complete and true to
e best of my knowledge and belief*

sl P

11. Review the Quarterly Calculations and Amount Due.

IMPORTANT NOTE: If the uploaded data is incorrect, the file can be corrected and uploaded again
without having to perform an Adjustment as long as you do not click Submit at this point. See
Performing a Merge or Overwrite.

Employer Information

Employer Account Mumber: [NG_ Employer Mame: [INNG_

Employment and Wage Detail Submission Frocess

® -0 @ -0 -

Select Filing Submit Wage Confirm Process and
Method Information Submission Calculate

Reporting Information

Employment and Wages Faid for the Quarter April, May, June (Q2)
Year. 2011
Submission Type: Original

Quarterly Calculations

Quarterly Wages Amount
Total Ul Gross Wages? $1,20563082
Ul Taxable Wages? $1.080,23082
UHI Taxable Wages® $1,080,230.82
Contributions
Ul Contribution® $52715.26
UHI Contribution® $38585883
Workforce Training Fund® $648.14
Secondary Uniform Adjustment® $0.00
Amount Due
Quarterly Amount Due® $57,25223

Crevoss | somi]

12. When you are satisfied that the data is correct, click Submit.
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13. If the file upload is successful, the Employment and Wage Detail Report Submission
Confirmation page appears. If desired, click Make Payment.

NOTE: For more information on making payments, see the section, Payment Information.

Employer Information

Employer Account Mumber: [ G- Employer Mame: [ NG

Employment and Wage Detail Submission Process

® -0 -0 -0 o

Select Filing Submit Wage Confirm Process and
Method Information Submission Calculate

Employment and Wage Detail Report Submission Confirmation

« Thank you for using our onling Employment and YWage Detail Submission process. You hawve successfully
Ll e ] Jeatt =t 1| Do .—ﬂun& -] I\H L= T o =14 111
« vour corfirmation number s | 07151116332 For future reference, this number is in View
Submission History.
LTSI LR LW i ) L ey IIIC”\G AT TIL TR ST IV L S AU J%LL LA g
I you are closing your business and this is your final Employment and Wage Detail Report Select "Account
Maintenance’ then "Suspend Account’ from the left navigation and proceed with the prompts

Make Payment

Performing a Merge or Override

If at the point of submitting Employment Wage and Detail information via file upload, you realize that the data
is incorrect, you can upload the data again without performing an Adjustment.

1. Do NOT click Submit.
2. Correct the file.
3. Click Previous on successive pages until you have returned to the Browse for File page.
4. Select the corrected file and click Next until you reach the Select Action page.
Employer Account Mumber Employer Name

Employment and Wage Detail Submission Process

. o @) » G} » COMPLETE

SelectFiling  Submit Wage Confirm Process and
Method Information  Submission Calculate

Reporting Information

Employment and Wages Paid for the Quarter: July, August, September (Q3)
Year: 2011
Submission Type: Original

Select Action
« Ourrecords indicate that you have already saved Wage Detail Information for this quarter and year. Please
select an action.
O Delete existing information and replace with newy file

« All stored records will be replaced
« The records from the most recent filing will be used for the calculation

O Merge current and save Wage Detail information for this quarter and year.

« Click here® for Marge Rules

i PRl
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5. Select to either delete the records or merge them and click Next to continue with the upload. (See
below for Merge Rules.)

Employer Merge Rules

Wage Detail Merge Rules:

When requested to merge, the System will merge distinct employee records at the unit level.

If an employee(s) exist within the same reporting unit while merging data for the same reporting unit the System will overwrite the
previous employee data with the employee data from the latest filing. Please note: employee level merge (replacefadd) has no ability
to delete employees.

For example:

Employer user Jane saves an employment and wage detail file with the following reporting units:

« 0001
0003

Ermployer user Bill follows Jane and uploads the following reporting units:

« 0000
o002
0004

. & 8 & ® & 9
o
]
o
(=]

Jane and Bill have submitted two common units, 0005 and 0009, The System will lkeep Jane's units 0001, 0003, and 0007 . The System will merge
Jane's units 0005 and 0009 with Bill's 0005 and 0009 at the employee level. If the same employee(s) exist within unit 0005 and 0009 for both Jane)
and Bill's files, then the System will use the records from Bill's seeing that it is the latest filing.

The final submission will include the following units for calculation:

o 0000 (from Bill)
0001 (from Jane)
0002 {fram Bill)
0003 (from Jane)
0004 {from Eill
0005 {from Bill)
0006 {from Bill)
0007 (from Jane)
0008 {from Bill)
0009 (from Bill)
0010 {fram Bill)

If the employer does not report using units and Employee A isin bothfiles, (File 1 being uploaded first and file 2 being uploaded subsequently), the|
System will ovenarite the Employee A record from file 1 with the Employee A record from file 2

If employees A, B, D, andE arg inFile 1, and C,F, G, Hareinfile 2, submit A, B, C, D, E,F, G, and H.

If &, B, and D are inFile 1and B, C, and E are in File 2. Submit A and D from file 1 and B, C and E from file 2.
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No Employment and No Wage Report

The No Employment and No Wage Report option can be used by Employers if they have no employees and
no wages to report for a quarter.

NOTE: This filing method should not be used if the Employer had employees under employ who did not earn
any wages during the quarter. In such cases, this information must be reported via one of the other filing
methods, entering employee information with O wage information.

To file a No Employment and No Wage Report, perform these steps:
1. Follow the first 2 steps in Manual Entry Method.

2. Select No Employment and No Wage Report and click Next.

Employer Information

Employer Account Number: | N RN Employer Name: [ R RGN

Employment and Wage Detail Submission Process

N 2 D
o—> (. 2)% (. 3/,‘r ( 4/,*» COMPLETE

Select Filing Submit Wage Confirm Process and
Method Information Submission Calculate
Reporting Period
Employment and Wages Paid for the Quarter. | January, February, March (1) ~
Year 2011 »

Filing Methods
If you have to report any changes to your account such as: Change in Ownership or Change of

Address, please use the Account Maintenance link to perform these updates before you report quarterly
employment and wages.

Select from the following Filing Methods:

OFile Upload - Attach electronic wage file

O Copy from Previous Quarter - Modify previous quarter data. Note: You cannot copy data from prior to 2010
quarters to any ather quarters

=cords manually onling

'Nrii'l'E'r:n_p_onment and Mo Wage _R_eb'ciﬁ': employment and no wages paid in quarter

3. The Section Header page appears. Click Submit.

Section Header

« Do not use this filing method if you had employees that were under your employ, but did not earn
any wages during the quarter, report their information via one of the other filing methods and
enter "$0.00" under Ul Gross Wages. Then, enter the months they were employed under the 12th
of the Month Employment section.

Your selection of ™Mo Employment and Mo Wage Report' indicates the intent to report no employment and
wiages during Quarter 1 of Year 2011 _[fthis is comrect, please confirm by selecting "Submit'. If this is not
comrect, select 'Frevious' to return to the Filing Methods screen
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4. A Confirmation page appears.

Employer Information

Employer Account Mumber: [ G- Employer Mame: [ NG

Employment and Wage Detail Submission Process

® -0 -0 -0 o

Select Filing Submit Wage Confirm Process and
Method Information Submission Calculate

Employment and Wage Detail Report Submission Confirmation

« Thank you for using our onling Employment and YWage Detail Submission process. You hawve successfully
Ll e ] Jeatt =t 1| Do .—ﬂun& -] I\H L= T o =14 111
« vour corfirmation number s | 07151116332 For future reference, this number is in View
Submission History.
LTSI LR LW i ) L ey IIIC”\G AT TIL TR ST IV L S AU J%LL LA g
I you are closing your business and this is your final Employment and Wage Detail Report Select "Account
Maintenance’ then "Suspend Account’ from the left navigation and proceed with the prompts

Make Payment

Copy from Previous Quarter

When this method is used, the employee details from a past quarter in calendar year 2010 or later (as
specified by the user) are copied into the quarter for which you are filing, reducing the data entry time.

NOTE: Only the employee names and SSNs will be copied from the previous quarter. The wage data from
each employee record will not be copied.

1. Click Employment and Wage Detail Reporting.

2. Click Submit Employment and Wage Detail. A page appears where you configure the report.

Employer Information

Employer Account Mumber: [ Employer Name: |IE—

Employment and Wage Detail Submission Process

o N .\”_ éj > .(_ : > .{_ : » COMPLETE
Select Filing Submit Wage Confirm Process and
Method Information Submission Calculate
Reporting Period
Employment and Wages Paid for the Quarter. |July, August, September (23) v

Year. |2011 «

Filing Methods

If you have to report any changes to your account such as: Change in Ownership or Change of
Address, please use the Account Maintenance link to perform these updates before you report quarterly
employment and wages.

|0 e

O Manual Entry - Enter individual wage records manually online

O Mo Employment and Mo Wage Report - Mo employment and no wages paid in quarter
*
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3. Select a Quarter and a Year. Click the radio button for Copy from Previous Quarter. Click Next.

4. The Prior Quarter Search page appears. Select the year and the quarter to copy from and click
Search.

Employer Information

Employer Account Number: IR Employer MNarme: |G

Employment and Wage Detall Submission Frocess

= =
. > o > (3 ) » .\f 4) » COMPLETE
3 &

Select Filing Submit Wage Confirm Process and
Method Information Submission Calculate

Reporting Information

Employment and Wages Paid for the Quarter: July, August, September (Q3)
Year 2011
Submission Type: Original

Prior Quarter Search
Year (2011 ~|  Quarter: | April, May, June (Q2) -

e ]

5. The quarter you specified appears below the search grid in the Submitted Reports area. Select the
radio button for the quarter and click Next.

Submitted Reports

« Select guarter and year to copy from and then select ™ext' to continue
« Toselecta previous vear's quarter, change search criteria above and select "Search’.

Year Quarter Total Ul Gross Wages Number of Records  Transaction Date
O 2011 April, May, June (Q2)  $93,000.00 9 792011

Pending Reports

« Tocomplete a saved and unprocessed report, select the record below and select "Mext" to continue. To
ovenarite the saved copy, select a record from above and select "Mext".

There are no results found based on the date range entered.

IS P

6. The page shown in the next page will appear. Only the name and SSN of the employee from the
previous quarter are copied. Add wage information in the Wage Detail Records area. In addition:

e If you use the Copy from Previous Filing method and you have entered the wage information
but have not clicked on Save and Next to complete the filing, the only way to get back to the
pending filing is to select Manual Entry. Then you can continue with the initial submission.

e If you use the Copy from Previous Filing method you must fill in every field of every copied
Employee for anything on the page to be saved. You must also fill in every field of any new record
for anything on the page to be saved. The system cannot save employee records with blank
wage information.

e If you are deleting a record, check off the delete box and enter “0” for each wage field.

7. Once you have modified all the information as necessary, click Next.
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8.

Employer Information

Employer Account Mumber: (G-

Employment and Wage Detail Submission Process

.—» 0—> @)—} Gj—y COMPLETE

Select Filing  Submit Wage Confirm Process and
Method Information Submission Calculate

Employer Name

Reporting Information

Employment and Wages Paid for the Quarter: July, August, September (Q3)
Year: 2011

Submission Type: Original

Employment and Wage Detail Records

If you intend to be on the screen for more than 30 minutes, select 'Save' If you do not select save within 30 minutes, you wil
l0se all information entered
Enter employes information in space provided . If additional rows are needed, complate all rows select 'Save" and then
selsct "Add'
To permanently delste an employee record from the employment and wage repart check the 'Delets’ checkbox and select
et or 'Save'
If you have more than 25 employees and need to enter employees information across MULTIPLE pages

o iComplete each page and select the next page number

o Do not click ™ext' until you have completed all pages
When selections are complete, select 'Save’, or Text'.
Please note that adjustments to the MA Income Tax Amount Withheld on the Employment and Wage Report will not
amend the amount of withholding that you originally reported. If an adjustment to the MA Income Tax Amount Withheld o
any employee results in an over/underpayment of your company's withhaolding tax, you must separately amend your
withholding tax return(s) with the Department of Revenue (DOR). Emplayers filing withhaolding via DOR's WebFile for
Business (WFB) should use the Amend function available through their WFE account. Cther employers should use DOR's
Form CA-6 Application for Abatement/Amended return, available at www mass govidor, to amend the withholding amaount

paid
Wage Detail Records
o Ul Gross e Mzsizg %
SSN Last Name First Name MI Null'r'llber Wades? Subject to Amount Delete

" T
Withholding Withheld *

oo O O o O O O

O
O
O
|
O
O
|
|

@ o o~ @ oo oW ora

|:|><><><><><><><><

E
\
q
|
:
)
|
?

o Il 7 Il
7] /| /|

U || ||
19 || ||
e || ||
&0 || ||
2| || ||
2| || ||
&l || ||
& || ||

|
|
|
|
|
|
|
|
|
4“""0-
i
|
|
|
|
|
|
|
|

000000000c

s mmsel =l R =

Sort Criteria
o Toview a specific SSM or Last Mame enter the appropriate data and select 'Search' to continue.

SEN: \ | Last Name: \ |

From here on, the process is the same as the manual entry filing method.
of the instructions for manual entry and continue to read from there.

If required, refer to Step 6
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VIEW EMPLOYMENT AND WAGE DETAIL HISTORY

This function allows you to view previously submitted employment and/or wage detail records for all quarters
in a year or by individual quarters. You have the option to view original submissions and/or adjustments. You
can also limit your search to a specific record by name/SSN. Additionally, the search can be limited to specific
reporting units.

1. Click Employment and Wage Detail Reporting.

2. Click View Employment and Wage Detail History. The following page appears.

Employer Information

Employer Account Number: ([l 8  Ernplover Name: I

Employment and Wage Detail History Search
Submission Type: | Al
SSN:
Last Name:
First Mame:
Year (2010 v|
Quarter. | Al
Unit Number: |

Detail Type: |Ul'wages |~
33

3. Select a Submission Type, Year, Quarter, and Detail Type. Enter specific search criteria or leave
blank to retrieve all records.

<

(5.3

Click Search. The search results will appear as shown in the following examples. (Click Reset to
clear the search results and the search criteria.)

Example 1: Search Results for Detail Type Ul Wages.

) - ul UHI

G el | SR | G| g LastName  FirstName MI Unit SLCrOSS o oble Taxable
ELS Type HNENES Wages  Wages
11132011 Criginal 4 S I D O $73000 $73000 $73000
1113/2011  Criginal 4 I DS - 0 $15403.36 $0.00 $0.00
1/13/2011  Criginal 4 NS D D - 0 (1570526 $0.00 $0.00
1412/2011  Criginal 4 NS I . - $4471.00 $1.818.15 $15818.15
101312011 Criginal 4 IS D ¢ $5,200.00 $0.00 $0.00
Download Wage Details

Example 2: Search Results for Detail Type DOR Wages.

MA
] L MA Wages Income

e %J';""" atr  SSN LastName  FirstName MI Unit Subjectto  Tax
- Withholding Amount
Withheld
132011 Jriginal 4 I D e O $730.00  $30.36
TMA2011 Jriginal 4 I . - O $1840336 $551.20
132011 Jriginal 4 N e - - $18,705.26 $551.20
132011 Criginal 4 1 e - $4471.00 $202.93
132011 Jriginal 4 I R - $5200.00 $254.54

Dowvinload Wage Details
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Example 3: Search Results for Detail Type Employment

Search Results

Transaction Submission atr ss e b EirstName M| Unit Month Month Month
Date Type - - 1 2 3

1/13/2011  Original I D B O
1132011 Criginal I D B - O
1/13/2011  Original I N B - O
0
0

1/18/2011 Criginal I D B
1/13/2011  Original I D

Download Wage Details

SO SO N N
- < = = =<
- < = =< =<
= =< = = =<

5. Click Reset to clear the search results and the search criteria.

NOTE: The display is limited to the first 100 records. If you have more than 100 records, you can
download them to a file on your computer using the steps in the next section.

Download Employment and Wage Detail History

This function allows you to download Employment and Wage Details retrieved in a search.
1. Perform the steps in: View Employment and Wage Detail History.

2. Click the Download Wage Detail link on the search results page.

Search Results

Transaction Submission atr SSN Last Name FirstName Ml Unit Mo1nth Month Month

Date Type 2 3
1/13/2011  Original I D S 1 O
17132011 Original I N
111872011 Original I N R
111372011 Original I D
011 Origma I N

Downnload Wage Details

LN A L U LN
- = = ==
- € = ==
=< |=L|=|=|=<

0
0
0
0

3. Follow the onscreen download instructions.
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VIEW EMPLOYMENT AND WAGE DETAIL CALCULATION HISTORY

This function allows you to view the calculations for contributions due for previously submitted employment
and wage detail reports. This data is available for each quarter and is viewable by year. The calculations do
not factor in payments applied. To view payment history, refer to the section on Payment Information.

1. Click Employment and Wage Detail Reporting.

2. Click View Employment and Wage Detail Calculation History. The following page will appear.
Enter the year for which you wish to view calculation history and click Search.

Employer Information
]

Employer Account Number, [ | I  Smplover Name!

Quarterly Calculations Search

Year [2011 v
Eae

3. The search results will appear as shown below.

Employer Information
Employer Account Number: Employer Mame:

Quarterly Calculations Search

Year 2010 v

oo | et
Quarterly Calculations

This screen provides a historical view of quarterly employment and wage calculations. The calculations below do
not factor in payments applied. To view payment history select the "Payment Information” link on the left hand
navigation.

Quarterly Wages Quarter 1 Quarter 2 Quarter 3 Quarter 4 Total
Total Ul Gross Wages®  $4081700  $4462421  $4614439  $6081521  $192 40031
Ul Taxable Wages®  $4081700 $3262421  $1551943 $8,339.74 $97 30038
UHI Taxable Wages®  $4081700 $3262421  $1551943 $533974 $97 30038
Contributions

LI Contribution® $514 29 $411.07 $16554 $105.08 $1.22598

UHI Contribution® $97 96 $73.30 $3725 $2002 $23353

Workforce Training Fund® $24 49 $1957 $9.21 $5.00 $58.37

Secondary Uniform Adjustrment® $0.00 $0.00 000 $0.00 $0.00
Amount Due

Quarterly Amount Due? $636 74 $508 94 $242 10 $130.10 $1517.88
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VIEW SUBMISSION HISTORY

This function allows you to view the submission history for employment and wage detail records. You can
filter search results by: Submission Type (Original/Adjustment), Quarter, Year, or Detail Type (Ul Wages, DOR

Wages, or Employment).

1. Click Employment and Wage Detail Reporting.

2. Click View Submission History.

3. The Employment and Wage Detail Submission History Search page appears. Enter your search

criteria and click on Search.

Submission Type: | al v
Cluarter: | al V|
Year: |2011 +
Detail Type! | UlWwages v

Employer Information
Employer Account Number, Employer Name:

Employment and Wage Detail Submission History Search

The search results display below the search grid.

Example: Search results for Detail Type: Ul Wages.

Date Year Qtr Type
1413/2011 2010 4 Original
104182010 2010 3 Original
712012010 2010 2 Original
412/2010 2010 1 Criginal

Total Ul

n:e“ti:gd Copl;llgrmn:)aetli_on Records  Gross Status
Wages

Eiplﬁoad %M%T:SM ’ 36051521 S4PHed

l%dnatﬂn;al ?018101;2136 346,144 30 SO

lglﬂatwal %768 9 $44 524 21 Submitted

l&-’lﬂatwal mﬂiﬂ 8 $40.816.31 Submitted

Record

oy Submitter

4.
that filing.

5. The Quarterly Calculations page appears.

If you searched by Ul Wages, click a Confirmation Number to display Quarterly Calculations for

Quarterly Calculations

QuarterlyWages

Contributions

Amount Due

Total Ul Gross Wages®
Ul Taxable Wages?
UHI Taxable YWages®

Ul Contribution®

UHI Contribution®

Workforce Training Fund®
Secondary Uniform Adjustrent®

Quarterly Amount Due®

Amount
$40.816 .31
$40,816 31
$40.516 .31

$514.29
$97.96
$24.49
$0.00

$636.74
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ADJUSTMENTS

This section describes how to adjust previously submitted employment and wage
detail records. The adjustment function allows the user to modify/add/delete
records as many times as required. There are 2 methods available to perform
adjustments: Upload a file of adjustments, or select and modify specific
records online. All completed adjustments can be viewed in employment and
wage detail history. In some cases, an Employer-submitted adjustment may
require staff review. A workflow item will be initiated and staff will approve or
deny the adjustment, based on their review.

Introduction

IMPORTANT NOTE: This link applies to adjustments to reports filed for Q1 2010
and forward. For instructions on adjusting reports filed for earlier quarters, see the
section, Submit Employment and Wage Detail for Quarters Prior to 2010.

The reasons that an Employment and Wage Detail Report can be adjusted are as
follows:

¢ Employment adjusted

e Employment and Wages adjusted because the workers performed
services for a different business

e Employment and Wages adjusted because they were not taxable

¢ Employment and Wages adjusted because they were reported to the
wrong state

¢ Employment and Wages adjusted for a non subject Employer

¢ Employment and Wages adjusted to correct computer system, data
entry or accounting errors

e Other
e Wages adjusted because worker(s) were hired/terminated
¢ Name change

e SSN change

Manual Entry Method for Adjustments

1. Click Employment and Wage Detail Reporting.

2. Click Adjustments. The following page will appear. Select the prior quarter that needs an adjustment
of wage details using the dropdown menu. Click Search.

Employer Information

Employer Account Number: |GGG Cmplover Name: [N

Employment and Wage Detail Adjustment Process

o >(2) »(3) »(4) » COMPLETE

Select Report Adjust Confirm Process and
Records Adjustment Caleulate

Prior Quarter Search

Year. (2011 | Quarter | Al v
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3. The Search Results appear below the search grid. Select the quarter of your choice and click Next.

Search Results

Last .
Year Quarter Submission Status TO&:LG;:SS N;;T;%:f TrarE)saat:tlon
Type g
O 2011 January, February,  Criginal Subrmitted $153 316 35 30 TIBI2011

larch (1)

4. The Filing Method page appears. Select Manual Entry and click Next.

Employer Information

Employer Account Number: [ || I  Employer Mame: TG

Employment and Wage Detail Adjustment Process

o ™ £
» (2 > | > 4 » COMPLETE
oA ANy Ay
Select Report Adjust Confirm Process and
Records Adjustment Caleulate

Reporting Information
Employment and YWages Paid for the Quarter. January, February, March (Q1)
Year: 2011
Submission Type: Adjustment #1

Filing Methods

QO File Upload - Attach electronic wage adjustment file
® Manual Entry - Adjust individual wage records manually online

PSSO

NOTE: If you have to adjust more than 100 records, the file upload method should be used.

The Employment and Wage Detail Records Adjustment page appears. Do one of the following:

e Click the Adjust box for a record requiring adjustment. (See onscreen instructions for details).

e Click New if you have no other adjustments to make and wish to add a new employee.

Then click Next.

Employment and Wage Detail Records Adjustment

» Select the individual wage records that require adjustments below and select Next'

« Toadd additional employees, select MNext'
« Note: Only 100 records may be adjusted at one time. If more than 100 adjustments are needed a

file upload is recommended.

Record Number Adjust SSN Last Name First Name M| Owner/Officer Unit Number
1 O I I N 0
I N . XN 0
Click Adjust E I N . XN 0
dbox to change O I N . AN 0
that record [ Click Next without
Search for a specific checking a box to
employee record to m add a new
employee

Sort Lriteriz

adjust
o Towiew a sps T

Mame enter the appropriate data and Seled

LastName: |

|
Csorn | oot

SSN |
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6. The Wage Detail Records page appears. Modify the wages details for each record that requires
adjustment. Add or delete new employees. When all modifications are complete, click Next.

Wage Detail Records

Unit ulG MA Wages w
SSN LastName  FirstName M Number 3 -S0352 Subjectto 8% Delete
. ages Withholding * Withheld ?
1 I (. L [$1500000 | [$1500000 | [$1.500.00
2 | ~ | | | L] || | ||
3 | | | — y | [ e ]
s IO Tosagaren P rescataiea [ o diiverecon
5 | tL2Cﬂ;d£tfglla\2k UL L) instructions || clicking Next
6 | | row [ |[] Dbefore — F |
proceeding
L | ™ I | || |
5 | | | | LI I | || |
9 | | | | 1] || | || |
W‘.—"M\ poora Click Save M"|’Mﬂ‘i~'\

anytime; save

frequently with
‘ I ‘ | large data sets o
2| | I | Lo [E—
when all
23] | | I[] Click Add to changes |
add a page are l:l
24| i i | L with more rows complete
25 || || 1]
Sort Criteria

o Towview aspecific SN or Last Mame enter the appropriate data and select 'Search’ to continue.

SSN: | | Last Marme: | |

[swen ] e |

NOTE: Last Name, First Name, and Middle Initial are adjustable fields. If you need to correct the SSN,
check the delete box, enter “0” wages, and, on the next row, enter the correct employee record and
wage information.

7. You will be asked to provide information on 12th of the month employment data for each wage detail
record on the next page. Upon completion, click Next to continue.

Last First Unit Employment Employment Employment Hours
SSN - Name Name M Number Month#1  Month#2  Month#3  Workeq:  CWner/Officer
d § § W [ves v [fes v [Yes |  [as0 | Mo ¥

Crovor | oo | ver ]

NOTE: If required, please refer to the ‘HOURS WORKED GUIDELINE’ in the Addendum.
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8. The Adjustment Confirmation Summary page appears with the adjustment information. Review
the page and click Next.

Adjustment Confirmation Summary

« Compare the previous Employment and Wage Detail Record with the adjusted records andfor verify new or
deleted employee(s).
« [fthe adjustment is correct select Text' to continue . If not select 'Previous' to correct

Employee Adjustment

MA
ssN Last First M Ul Gross I\Squ\;:i?f: In_tl:_t;Te Month Month Month Hours Ownerl
Name Name Wages Withholding Amount 1 2 3  Worked Officer
Withheld
Adjusted B (1200000 $12,00000  $1,500.00 450
¥ ¥ ¥ M
Pre\rlousl-- $15,00000 $15,000.00 $1,500.00 450
¥ ¥ ¥ M

« Tocontinue processing your wage detail records, select et

PSSR PN

9. The Wage Detail Adjustment Reason Verification page appears. Select a reason for each
adjustment. Click Save at any time. Click Next to continue to the next page.

NOTE: Save frequently if you are making numerous data additions or changes.

‘Wage Detail Adjustment Reason Verification

» Anadjustment reason is required for each individual record. Select the appropriate reasan from the drop down box below

+ Ifthe adjustment(s) isfare correct select ™Next' to continte If not select 'Previous' to correct

« NOTE: do NOT select MNext' until all page(s) have been completed
Employee Adjustment

SSN Last Name First Name Mi Ul Gross DOR DOR Amount  Hours Owner{Officer
Wages Withholding Withheld Worked
Wages
Adjusted NG ] $11,00000  $711,000.00 $550.00 450 M
Previous INEG_—_— N ) $10,00000  $10,000.00 $500.00 480 N
Reason: |Emp|nymenl and YWages adjusted {o correct computer system, data entry or accounting errors v[* Explain: nal
Previous Save Next
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10. The following page will appear displaying the recalculated contributions due after the adjustment. Click
Submit to complete the wage details adjustment.

statement

Quarterly Wages
Total Ul Gross Wages®

Ul Taxable Wages?

UHI Taxable WWages?

Contributions
Ul Contribution®

UHI Contribution®

Worldorce Training Fund®

Secondary Uniform
Adjustment®

Amount Due
Quarterly Amount Due?

Submission Quﬁr‘ter Quarter 2

Quarter
Type 3
Submitted $0.00 $95,000.00
Adjusted $0.00 $93,000.00
Difference $0.00 ($2,000.00)
Submitted $0.00 $90,000.00
Adjusted $0.00 $389,000.00
Difference $0.00 {$1,000.00)
Submitted $0.00 $90,000.00
Adjusted $0.00 $89,000.00
Difference $0.00 {$1,000.00)

Submitted $0.00 $1278.00
Adjusted $0.00 $126380
Difference $0.00  ($14.20)

Submitted $0.00 $0.00
Adjusted $0.00 $0.00
Difference $0.00 $0.00

Submitted $0.00 $54.00
Adjusted $0.00 $5340
Difference $0.00 {$0.60)

Submitted $0.00 $0.00
Adjusted $0.00 $0.00
Difference $0.00 $0.00

Submitted $0.00  $1,332.00
Adjusted 000 $1,317.20
Difference $000 {$14.80)

IMPORTAMNT NOTE: The adjustment process recalculates the quarter adjusted and any subsequent quarter:
Calculations DO MOT include records pending U staff reviews. These will be included in a new account

Quarter
4

Employment and Wage Detail Adjustment Calculations

» The table below illustrates the adjustment's total affect by quarter
» Each line lists the most recently submitted amount, the adjusted submission amount and the difference
.

Amount

$95,000.0
$93,000.0
($2,000.00
$00,000.0
$89,000 0
($1,000.00
$90,000.0
$59,000.0
($1,000.00

$1.278.0
$1.263 8
($14.20
$00
$0.0
$0.0
$54.0
$53.4
(3060

$0.0

$0.0
$0.0

$13320
$1317.2
($14 80

Cooion ] o
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11. A Certification page appears. Check the box and click Next.

Employer Information
|

Employer Account MNurmber: (NG Employer MName:

Employment and Wage Detail Adjustment Process

00 -0 o

Select Report Adjust Confirm Process and
Records Adjustment Caleulate

Reporting Information

Employment and Wages Paid for the Quarter: April, May, June (Q2)
Year. 2011
Submission Type: Adjustment #2

Employment and Wage Detail Certification

You are asked to certify that all of the information provided in this filing is complete, true and accurate
Massachusetts law provides for civil fines and criminal penalties for misrepresentation, evasion, willful
nondisclosure, and failure or refusal to furnish reports or requested information to this agency

[l certify, under penalties of perjury, that all information provided in this filing is complete and true to

the best of my knowledge and belief.*
EEN

z )\
N/

12. A Confirmation page appears, indicating that the process is complete. A confirmation number
appears on the page.

Employer Information

Ermployer Account humber: N8 Employer Name: I ————

Employment and Wage Detall Adjustment Frocess

® 0 -0 @ o

Select Report Adjust Confirm Process and
Records Adjustment Calculate

Employment and Wage Detail Report Adjustment Confirmation

Thanl you for using our online Employment and Wage Detail Adjustment process. You have successfully

adjusted an Employment i Ilay, June (Q2) of Year 2011
Your confirmation numbé'g ~OO(N. 7191109551 Forfuturé)ference, this number is in View
Submission History.

I you would like to make a payment for amounts due select 'Wake Payment' at the bottom of this page.

Ifyou are closing your business and this is your final Employment and Wage Detail Report Select "Account
Maintenance' then "Suspend Account’ from the left navigation and proceed with the prompts.
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File Upload Method for Adjustments

The file upload method should be used whenever there are more than 100 records to adjust. Using the file
upload method, 3 options are available: ICESA, EFW2 and Delimited. This section describes the process for
uploading a Delimited file, but the procedure is identical for ICESA and EFW2. For details on file formats, see

the Addendum.

1.

Follow the first 3 steps in the section, Manual Entry Method for Adjustments.

2. Choose File Upload as your method of adjustment. Click Next.

Employer Information
Employer Account Number: | | Enployer Name: |GG

Employment and Wage Detail Adjustment Process

) » (37 » (4 »
o ,@/ '@/ rGj » COMPLETE

Select Report Adjust Confirm Process and
Records Adjustment Calculate

Reporting Information

Employment and YWages Paid for the Quarter. January, February, March (Q1)
Year: 2011
Submission Type Adjustment #1

Filing Methods

@ File Upload - Attach electronic wage adjustment file
O Manual Entry - Adjust individual wage records manually online

sy P

3. The File Format page appears. Select Delimited and click Next.

4.

File Format

« Fordetails related to the most current file formats | select the appropriate link below
« For details related to multiple file submissions or third party administrators (TP A) filings, click here®

File Type Record Length  File Extension
., export from Excel with a comma delimiter) Yariable b or csv
e A Standard File Format) 275 s
O EEW27 (Formally MMREF-SSA) 512 b

JEEIE] P

In the Select Wage Detail File area, click Browse.

Select Wage Detail File

Choose file by selecting the 'Browse' button. Once the file is selected, click Text'. P —
[[Browse.. y
b Y

Pl Pl |

5. In the dialog box, choose a file, and click Open.

6. The file name displays in the Select Wage Detail File field. Click Next.
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7. In the File Preview area, preview the uploaded information and click Next.

NOTE: Typically files with 300 or more records are processed during off-peak hours in a batch. In this
case, the following message will appear:

Due to the size of the file Your_file.csv, the employment and wage detail will be processed in an
overnight batch. Please check back tomorrow in View Submission History for results (634).

NOTE: If errors are found in the file, the errors will be displayed. You can either correct the errors or
ignore them. If you ignore the errors and a record contains a fatal error (e.g., a missing SSN), the
system will reject the specific record. The system will accept records with non fatal errors (e.g., hours
worked missing). See the Addendum for a list of error messages.

The following are the first ten (10) records accepted from your file If one of the first ten records in the file submitted has a
fatal error, it will not appear. For exampls, If recard "1" has a fatal error and record "2" is clean, "2" will ba the first number
that appears in the record number column. If there is a problem with the file, please select "Previous” to resubmit a file

onling.
MA
. MA Wages Income .
Record Last First Ul Gross . Hours Unit
Number SSN Name Name i Wages Subject to Tax Worked OwnerlOfficer Number

Withholding Amount
Withheld

1 I B B . 3300000 $10,00000 $10048 520 Mo 0
2 I DN B . 5o 00000 $1000000 $10048 527 Mo 0
3 I N e - (.00000  $1000000  $10048 522 Mo 0
4 I 0 (000000 $1000000  $10048 523 Mo 0
5 I B (1100000 $10,00000 $10048 524 Mo 0
6 I N e 1300000 $1000000 $10048 525 No 0
7 I B e - 57500000 $10,00000 $10048 0 Mo 0
File Errors
o Click here® for detail error descriptions

Record Number Error Message Error Type
& Employee Middle Initial 8 is Invalid MNon Fatal Error
T Employee Hours Worked ™ is Invalid MNon Fatal Error
g Adjustment Reason Code is Missing Fatal Error
Clagnore Ermors and Continue L

O Make the corrections and resubmit

L] L]

8. Review the summary information about the upload and click Next.

Employer Information “Change Employer ©Leave Employer

Employer Account Nurnber | N Employer Name: |INEG_—

Employment and Wage Detail Submission Process

Reporting Information

Employment and Wages Paid for the Quarter: July, August, September (Q3)
Year: 2010
Submission Type: Qriginal

Employment and Wage Detail Report Summary

Number of Records: 8
Total Ul Gross WWages: $44,835.95

Summary of Units Reported

Unit Number Business Name Number of Records Total Ul Gross Wages  MA Wages Subject to Withhelding  DOR Withheld Amount
0 Heart Candies 8 $44 83595 $43,155.35 $2483.71

« To continue processing your Employment and Wage Detail records, select Next!
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9. The Employment and Wage Detail Certification page appears. Check the box and click Next.

Employer Information

Employer Account Number: | I R N Employer Name: [ R RGN

Employment and Wage Detail Submission Process

)
. > . > o »(4) » COMPLETE
2

Select Filing Submit Wage Confirm Process and
Method Information Submission Calculate

Reporting Information
Employment and Wages Paid for the Quarter: April, May, June (Q2)
Year: 2011
Submission Type: Original

Employment and Wage Detail Certification

You are asked to certify that all of the information provided in this filing is complets, true and accurate.
Massachusetts law provides for civil fines and criminal penalties for misrepresentation, evasion, willful
nondisclosure, and failure or refusal to furnish reports or requested information to this agency.

M1 certify, under penalties of perjury, that all information provided in this filing is complete and true to
he best of my knowledge and belief.*

[ provious | Mex ]

10. Review the Quarterly Calculations and Amount Due.

IMPORTANT NOTE: If the data uploaded so far is incorrect, the file can be corrected and uploaded
again without having to perform an Adjustment as long as you/the Employer do not click Submit at
this point. See Performing a Merge or Overwrite.
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« The table below illustrates the adjustment's total affect by quarter
« Eachline lists the most recently submitted amount, the adjusted submission amount and the difference
o IWMFORTANT MOTE: The adjustment process recalculates the quarter adjusted and any subsequent guarters
» Calculations DO MOT include records pending Ul staff review. These will be included in a new account
statermnent
Sulzrr;;)seslon Quarter 1 Quarter2 Quarter 3 Quarter4 Amount
Quarterly Wages
Total Ul Gross Wages® Submitted $0.00 $15,000.00 $15.000.00
Adjusted $0.00 $395,000.00 $95,000.00
Difference $0.00 $30,000.00 $80,000.00
Ul Taxable ‘ages? Submitted $0.00 $14,000.00 $14.000.00
Adjusted $0.00 $30,000.00 $90,000.00
Difference $0.00 $75,000.00 $76,000.00
UH| Taxable Wages? Submitted $0.00 $0.00 $0.00
Adjusted $0.00 $30,000.00 $90,000.00
Difference $0.00 $90,000.00 $90,000.00
Contributions
Ul Contribution® Submitted $0.00 $198.60 $198.580
Adjusted $0.00 $1,27800 $1278.00
Difference $000 $1,07920 $107920
UHI Contribution® Submitted $0.00 $0.00 $0.00
Adjusted $0.00 $0.00 $0.00
Difference $0.00 $0.00 $0.00
Workforce Training Fund® Submitted $0.00 $8.40 $8.40
Adjusted $0.00 $54.00 $54.00
Difference $0.00 $45 60 $45 60
Secondaty Lniforg Submitted  $0.00  $0.00 $0.00
Adjusted $0.00 $0.00 $0.00
Difference $0.00 $0.00 $0.00
Amount Due
Quarterly Amount Due® Submitted 000  $20720 $207 20
Adjusted $0.00 $1,332.00 $1332.00
Difference $0.00 $1.124 .80 $1.124.30
[rrmious | i ]

11. Click Submit. If the file upload is successful, a confirmation will be displayed along with the first 10
rows of data from the uploaded file.

Employer Information

Employer Account Number. [ I N RN Employer Name: [N

Employment and Wage Detail Adjustment Process

@ 0 -0 @ o

Select Report Adjust Confirm Process and
Records Adjustment Calculate

Employment and Wage Detail Report Adjustment Confirmation

Thank yaou for using our online Employment and Wage Detail Adjustment process. You have successiully
adjusted an Employment il ey June (G2 of Year 2011,

Your confirmation numbé'g LS. 7191109551 Forfuturgbference, this nurmber is in View
Submission History.
I you wiould like to make a payment for amaounts due select "hWalke Fayment’ at the bottom of this page.

Ifyou are closing your business and this s your final Employment and Wage Detall Report Select " Account
Maintenance’ then Suspend Account’ from the left navigation and proceed with the prompts.

Make Payment
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SUBMIT EMPLOYMENT AND WAGE DETAIL FOR QUARTERS PRIOR TO 2010

This section describes how to submit an employment and wage detail report for
quarters prior to 2010. Prior to 2010, Employers are responsible for two separate
filings: DUA Contribution Report (i.e., DUA Ul and UHI Gross Employment and
Wages) and DOR Employment and Wage Detail. The data elements required for
DUA filing are: Gross Wages, Ul taxable wages, UHI taxable wages and gross
12th of the month employment data. The taxable wages submitted will be used to
process and calculate the contribution due. For DOR filing, the user will submit
wage detail at the employee level, but it will not be used in the calculation of Ul
contributions due. The user will be able to submit both original and adjustment
submissions using this function. The user will first be required to provide the
gross employment and wages (i.e., DUA Contribution Report) and will then be
prompted to provide the detail employment and wage information (i.e., DOR Wage
Report).

Introduction

The system will allow Employers to submit the employment and wage detail (i.e.,
DOR Wage Report) using the real-time online file upload or the manual entry filing
method.

Manual Entry Method for Quarters Prior to 2010

1. Click Employment and Wage Detail Reporting.

2. Click Submit Employment and Wage Detail for Quarters Prior to 2010.

Thursday, July 14, 2011
Commonwealth
@ of Massachusetts Print Preview:
Change Password | Lagaff

FAQ Employer Account Number: IR NEEGNGNGN Employer Name: N NI
arkriom - My Inbox
Account Maintenance
Benefit Charge Activities

Comespondence Adjustments
Adjust prewiously submitted employment and wades

Employment and Wage Detail Reporting

Submit Employment and Wage Detail for Quarters Priar
to 2010

Employment and Wage

Detail Reporting detail records. Upload a file of adjustments, or select i : 3 i

» Adjustnents anc_i mod\f_\( specific records onllne_ Mote: Staff may Unemployment Assistance (DUA)Y Contribution Report

» Submit Employment ang | TEYEW adjustments under certain circumstances or Department of Revenue (DOR) Wage Report for
\wage Detail for Quarters quarters prior to 2010, Contributions, other charges,
Prior to 2010 penalties and interest will be calculated online through

» Submit Employment and this process”
Wage Detail

» Wi Employment and Submit Emplovment and Wage Detail Yiew Employment and Wage Detail Calculation History
Yage Detall Calculation Submit Quarterly Employment and Wage Detail Search for and view historical calculations for guarterhy
Histary Records for current or prior quarters by using one of employment and wage submissions.

+ view Employment and four filing methods. Contributions, Surcharges, Interest,
Wage Detail History and Penalties will be calculated online through this

r viEw Submission History | process. NOTE: the manual filing method allows up to
tInf Li ane hundred emplovee records to be entared. f mare
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3. The Reporting Information page appears. Select a year and quarter to file wages for, and click
Next.

Employer Information

Employer Account Mumber: [ [l R  Employer Name: TG

Employment and YWage Detail Submission Process

o > @} > @j > @} » COMPLETE

Select Quarter Submit Wage Confirm Process and
and Year Information Submission Calculate

Filing Instructions

« Fordth guarter of 2009 filing instructions click here.

Reporting Information
Employment and Wages Faid for the Quarter. | October, Movernber, Decernber (4] »

Year. 2003 «

4. The Reporting Information page reappears, displaying the quarter and year information, the
submission type (original or adjustment), and your filing status. Click Next.

Employer Information

Employer Account Number: |Gl Employer Name: (G

Employment and Wage Detail Submission Process

o—> @j—r @j—} @j—y COMPLETE

Select Quarter Submit Wage Confirm Process and
and Year Information Submission Calculate

Reporting Information

Employment and Wages Paid for the Quarter. October, November, December (Q4)
Year. 2009
Submission Type: Original

Filing Status

You have not filed the DUA Contribution Report or the DOR Wage Report for Quarter 4 and Year 2009. You need
to submit the original DUA Contribution Report and the DOR Wage Report

| Lo

5. The Wage Information page appears. Enter Total Ul Gross Wages, Ul Taxable Wages, and UHI
Taxable Wages. Click Next.

Reporting Information

Employment and Wages Paid for the Quarter. October, November, December (Q4)
Year. 2009
Submission Type: Original

Wage Information

Total Ul Gross Wages: [
Ul Taxable Wages: -
UHI Taxable Wages: *

Lomo] e |

NOTE: If you had fewer than 6 employees on average for the quarter, enter $0.00 for UHI Taxable
Wages.
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6. Enter the number of employees employed on the 12 of each month of the quarter, and click Next.

Number of Employees Employed on the 12th of Each Month

The monthly employment data reported on the line item below should be a count of all full-time and part-time
wiorkers in covered employment (subject to Massachusetts's Unemployment Compensation Law) who performed
services during the payroll period which includes the 12th of the month. If no employment in the payroll period, enter
ZEro

Month#1 Month#2 Month#3

| oo o *

7. If you are filing for Q3 2009 or earlier, the DOR Wage Detail Option page appears. Select Yes or No
and click Next.

Employer Information

Employer Account Number. | NN Employer Name: | R GEG——_

Employment and Wage Detail Submission Process

. e @D Lg G) # COMPLETE

Select Quarter  Submit Wage Confirm Process and
and Year Information Submission Calculate

Reporting Infermation
Employment and Wages Paid for the Quarter: July, August, September (Q3)
Year: 2009
Submission Type: Original
DOR Wage Detail Option
Wauld you like to submit DOR Wage Detail No O Yes™

8. If you answered No in Step 7, skip to Step 13. If you answered Yes in Step 7, or if you are filing for
Q4 2009, continue with Step 9.

9. The Filing Method page appears. Select Manual Entry and click Next.

Filing Methods

OFile Upload - Attach electronic wage adjustment file
O Manual Entry - Adjust individual wage records manually onling

Eenn] o

149




QUEST - Employer User Guide

10. The Wage Detail Records page appears. Add information for each employee. Save frequently if you
enter large amounts of data. Click Next to continue.

Wage Detail Records

. MA Income
SSN LastName  FirstName M NLEJ.?:Eer % WI;‘ST“:?% . A;ﬁnt Delete
ithholding ? Withheld ?
" | | [R] | | \
S N ) [ 1] || I | \
kS |: E?g?;g?ﬁa :| Read detailed ‘ | ‘ | ‘
4 employee :l incggflietiec;s ‘ | ‘ | ‘
5 I before | I ‘
6 | | | — | | |
7 I I .y | I I |
8 | /| /| |
ot o o i U | Pl o Ly

- -

17| | \ |
18| /| /| || | \
19| /| /| (| . | \
30 CI|;k Save ]

| ‘ | ‘ | ‘ anytime; save Click Add to l:l
21 | [ | [ || frequently ?Ed a page [ —

with large with more rows )

22 Click Next

| /| /| || data sets when all |
23| || || | changes }
> | ‘ | ‘ | ‘ con?pr)?ete }
2| I I \ J

RS

Sort Criteria

« Toview a specific SN ar Last Name enter the appropriate data and select 'Search’ to continue

SSN: | | Last Mame: | |

11. The Employment and Wage Detail Records page appears. Provide the requested information. Save
frequently if you enter large amounts of data. Click Next.

Employment and Wage Detail Records

« The monthly employment data reportad below should be & count of all full-time and part-time workers in covered employme
(subject to Massachusett's Unemployment Compensation Law)who performed services during the payroll period which
includes the 12th of the maonth

o If an employee wias employed in the payroll period based on the definition above, select es'.
o Ifno employment for an employee in the payroll period based on the definition above, select Mo’

o [Fyouhave more than 25 employess and need to enter employee information across MULTIPLE pages:

o Complete each page and select 'Save' before clicking on the next page number
o Do not click Mext' until you have completed and saved all pages.
» WWhen selections are complete, select 'Save', or Mext'

Last First Unit Employment Employment Employment Hours

S Name Name M Number Month#1  Month#2  Month#3  Workedr O "nerOfficer
1 I . O [res @ [resy ves | [5E0 | (e
o 1 1 T [fol  [Yeom  [Yes] [50 | [
1 1 1 =8  [fs8  [Yes§ [550 | B
4 I . . . |Yes V‘ |Yes V‘ ‘Yes V| |550 | |N0 V|
I S
Sort Criteria

« Towview a specific SSM or Last Name enter the appropriate data and select "Search' to continue

SSN: | Last Mams: | |
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12. The Employment and Wage Detail Report Summary page appears. Click Next.

Employment and Wage Detail Report Summary

Mumber of Records: 4
Total Ul Gross YWages: $77,000.00

Summary of Units Reported

Unit Business Number of Total Ul Gross MA Wages Subjectto DOR Withheld
Number Name Records Wages Withholding Amount

0 I E77,000.00 $77,000.00 £7,700.00

« To continue processing your Employment and Wage Detail records, select et
« Tosave data and continue in the future, select 'Sawve and Exit'. Click here® for save and exit details

NOTE: The calculations shown here are based only on the gross wages entered in Step 5. The wage
detail information is not used for this calculation.

13. The Employment and Wage Detail Certification page appears. Check the box and click Next.

Employment and Wage Detail Certification

You are asked to certify that all of the information provided in this filing is complete, trug and accurate.
Massachusetts law provides for civil fines and criminal penalties for misrepresentation, evasion, willful
nondisclosure, and failure or refusal to furnish reports or requested information to this agency

)

11 certify, under penalties of perjury, that all information provided in this filing is complete and true th

the best of my knowledge and belief.*

14. The Quarterly Calculations page displays. If you are satisfied with the calculations, click Submit.

Employer Information

Employer Account Number. [ EEG_ Employer Name: [ EG_

Employment and Wage Detail Submission Frocess

@ -0 -0 -0 >

Select Quarter Submit Wage Confirm Process and
and Year Information Submission Calculate

Reporting Information

Employment and Wages Paid for the Quarter: October, November, December (Q4)
Year. 2009
Submission Type: Original

Quarterly Calculations

Quarterly Wages Amount
Total Ul Gross Wages® $162,016.00
Ul Taxable Wages? $56,000.00
UHI Taxable Wages? $0.00
Contributions
Ul Contribution® $1,584 .80
UHI Contribution® $0.00
Workforce Training Fund® $33.60
Secondary Uniform Adjustrnent® $0.00
Amount Due
Quarterly Amount Due® $1,61840

Crorow Lo
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15. The Employment and Wage Detail Report Submission Confirmation page appears. Click Make a
Payment to pay.

NOTE: See the section, Payment Information for more information on making payments.

Employer Information

Employer Account Number:. [ | | R Employer Name: [N

Employment and WWage Detail Submission Process

® -0 -0 @ o

Select Filing Submit Wage Confirm Process and
Method Information Submission Calculate

Employment and Wage Detail Report Submission Confirmation

« Thank you for using our online Employment and Wage Detail Submission process. You have successiully
S : i Tt PV

. r confirmation number i?dmﬁﬁt%m?ﬂz For future r'efere'nce, this number is in iew
Submission History

« [fyoll are closing your business and this is your final Employment and Wage Detail Report Select "Account
Maintenance’ then "Suspend Account’ from the left navigation and proceed with the promppts.

Make Payment
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File Upload Method for Quarters Prior to 2010

NOTE: If you are preparing an Employment and Wage Detail Report for Q3 of 2009 or earlier, including wage
detail in your report is optional. However, if you opt to NOT file wage detail, you cannot file using the file
upload.

1. Click Employment and Wage Detail Reporting.

2. Click Submit Employment and Wage Detail for Quarters prior to 2010.

Commonwealth Thrsday, J;'T’%:;;’EZV?:\;'
of Massachusetts
Change Password | Logoff

Employer Home Employer Information

Faa Employer Account Number: [ lll@8  Employer Name: I
Workflow - My Inbox
Account Maintenance
Eenefit Charge Activities
CDI’I’ESDDHGEHEE —I—Ad.ugtmemg
Adjust previously submitted employment and wad
detail records. Upload a file of adjustments, or select

Employment and Wage Detail Reporting

Submit Employment and Ywage Detail for Quarters Prior
to 2010

Employment and Wage

D,“:&}J:;ﬁ:g;ng and modify specific records online. MNate: Staff may Unemployment Agsistance (DUAY Contribution Report
» Submit Employment and | TEEW adiustments under certain circumstances or Department of Revenue (DOR) Wage Report for
wage Detall far Quarters quar‘[e_ra pr|or_to 2010, Contributions, other_charges,
Prior to 2010 penalties and interest will be calculated online through
* Subrmit Employment ancd this process "
wage Detall
+ wiew Employment and Submit Ernployment and Wage Detail Wiew Employment and Wage Detail Calculation History
wane Detall Calculation | Submit Quarterly Employment and Wage Detail Search for and view historical calculations for quarterly
History Records for current or prior quarters by using one of employment and wage submissions.
* view Employment and four filing methods. Contributions, Surcharges, Interest,
el Tl ki and Penalties will be calculated online through this
* e submission History | process. MOTE: the manual filing method allows up to
Payment Information ane hundred employee recards to be entared. If maore

3. The Reporting Information page appears. Select a year and quarter to file wages for, and click
Next.

Employer Information

Employer Account Number: [ R  Crooloyver Name: [INETEGEG_

Employment and Wage Detail Submission Process

o—} CZ}—P @}—) @}—P COMPLETE

Select Quarter Submit Wapge Confirm Process and
and Year Information Submission Caleulate

Filing Instructions

« Fordth quarter of 2009 filing instructions click here.

Reporting Information
Employment and Wages Paid for the Quarter: | October, Movember, December (34) v

Year: 2009 v
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4. The Reporting Information page reappears, displaying the quarter and year information, the
submission type (original or adjustment), and your filing status. Click Next.

Employer Information

Employer Account Number: |Gl Employer Name: (G

Employment and Wage Detail Submission Process

o > @j > @j > @j » COMPLETE

Select Quarter Submit Wage Confirm Process and
and Year Information Submission Calculate

Reporting Information

Employment and Wages Paid for the Quarter. October, November, December (Q4)
Year. 2009
Submission Type: Original

Filing Status

You have not filed the DUA Contribution Report or the DOR Wage Report for Quarter 4 and Year 2009, You need
to submit the original DUA Contribution Report and the DOR Wage Report

EE |

5. The Wage Information page appears. Enter Total Ul Gross Wages, Ul Taxable Wages, and UHI
Taxable Wages. Click Next.

Reporting Information

Employment and Wages Paid for the Quarter. October, November, December (Q4)
Year. 2009
Submission Type: Original

Wage Information

Total Ul Gross Wages: e
Ul Taxable Wages: -
UHI Taxable Wages: P

Lowo] e |

NOTE: If you had fewer than 6 employees on average for the quarter, enter $0.00 for UHI Taxable
Wages.

6. On the next page, enter the number of employees employed on the 12 of each month of the quarter,
and click Next.

MNumber of Employees Employed on the 12th of Each Month

The monthly employment data reported on the line item below should be a count of all ful-time and part-time
wiorkers in covered employment (subject to Massachusetts's Unemployment Compensation Law) who performed
services during the payroll period which includes the 12th of the month. If no employment in the payroll period, enter
ZBra.

Month#1 Month#2 Month#3

| oo [ *
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7. If you are filing for Q3 2009 or earlier, the DOR Wage Detail Option page appears. Select Yes and
click Next.

NOTE: If you answer No in Step 7, you cannot submit the Employment and Wage Detail Report in a
file upload.

Employer Information

Employver Account Mumber | R Employer Name: [ R N

Employment and Wage Detail Submission Process

.—» e—> @]—b G}—» COMPLETE

Select Quarter  Submit Wage Confirm Pracess and
and Year Informatian Submission Calculate

Reporting Information

Employment and Wages Paid for the Quarter: July, August, September (Q3)
Year. 2009
Submission Type: Original

DOR Wage Detail Option
Would youl like to submit DOR Wage Detail

Mo OYes™

8. The Filing Method page appears. Select File Upload and click Next.

Filing Methods

OFile Upload - Attach electronic wage adjustment file
O Manual Entry - Adjust individual wage records manually onling

Eenn] o

9. Finish the process by following the instructions starting at Step 4 on page 124 (in the section,
Performing a File Upload, under Submit Employment and Wage Detail).
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Payment Information
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ABOUT PAYMENT INFORMATION

This section describes the functions that are available from the Payment

Introduction . .
Information area. From Payment Information, you can:

e Access the Payment Account Summary area, from which you can make
payments; and view information about transactions, contributions,
balances, payments, charges, debt, interest, and penalties.

e Search payments

e Cancel a payment

e Request for 940 Certification
e Reguest a payment plan

NOTE: Payments made for Ul, UHI, and WTF are held by law in separate fiduciary
accounts. Credits are reviewed, approved, and remitted strictly separately as well.
Do not underpay Ul, UHI, or WTF obligations on the assumption that a possible
credit for one obligation will offset the underpayment of another.

NOTE: Voluntary Contributions are initiated from the Account Maintenance
area. See the section, Making a Voluntary Contribution for information.

NAVIGATING TO PAYMENT INFORMATION

To navigate to the Payment Information page, perform the following steps:

1. Log in to QUEST. Click the Payment Information link in the left pane (the link also appears on the
main pane of the Employer Home page).

Tuesday, Jul,
Commonwealth el
of Massachusetts -

Change Password | Logoff

Employer Home Employer Information
EAQ Emplayer Account Number: [N Ermployer Name: I

WOrkADw - My Inbox

Account Maintenance Employer Home

Benefit Charge Activities

Correspondence 4%‘ loyer Horme

- Employer Home

parting
Payment Information

age Detail

EAQ Workdlow - Iy Inbox

Review frequently asked questions (FAQ's) for the Ul View any action items requiring your attention.

pragram or Ul systern.

Account Maintenance Benefit Charge Activities

MWlaintain account information including changing legal View Benefit Charges by calendar year and quar

name, mailing address, owners/officers, reporting units,  summaries, claimant detail summaries; and indiv

or reporting status. Yiew the most recent Tax Rate claimant transaction details. Additional informatic

MNotice, authorize TPAs or provide information includes fiscal year summaries with tax rate buyd

regarding the purchase or sale of a business. andfor merger-acquisition details related to bene
charges.

Correspondance Employment and YWage Detail Reporting
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2. The Payment Information page appears.

Commenwealth Tuesday, JFllr% :g,r ezv?: Vl
of Massachusetts
Change Password | Logoff

Employer Home Employer Information
Faq Employer Account Nurnber: | I NN Employer Name: I

Wyorkflow - Wy Inbox

ACCOUNt Maintenance Payment Information

Benefit Charge Activities

Correspondence Cancel Payments Eavment Account Summary

Emplayment and Wage Detal List of all unprocessed postfdated_electromc payments  Summary of transactions postad to the employer

Reporting and provides the option for canceling a payment. account and provides the option to Make a Payment. If
. you hawve a credit balance, you may begin the refund

e ntinformation request process using this screen.
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PAYMENT ACCOUNT SUMMARY

You can perform the following actions from the Payment Account Summary
page:

Introduction

e Make a payment
e Make a refund request

The Payment Account Summary page also displays the following summary
information for the selected Statement Period. (Most of these items can be
clicked for greater detail as well):

All Financial Transactions
Outstanding Balance
Payments Received

Ul Contributions

Other Charges

UHI Contributions
Interest

Penalties

Amount Due

Debt Amount Due
Potential Credit Amount

The page also has the following links to click for additional information:

e Quarterly Summary
e Unpaid Debt
e Interest Calculator

NOTE: By default, the current Statement Period displays on the Payment Account
Summary page. Keep this Statement Period to display information about the most
recently completed transactions. (The outstanding balance that comes due in the
current Statement Period is incurred up to the end of the previous Statement
period.)

NOTE: ACH Credit payments are not made using the QUEST software. If you wish
to setup payments using the ACH Credit method, see the section, Applying to DUA
to Make Payments Using ACH Credit.

Payments are applied according to a prescribed payment hierarchy. Click the
Payment hierarchy assistive content link on the Payments Account Summary
page to view detailed information.

Helpful Hint
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Navigating to Payment Account Summary

1. Follow the steps in the section, Navigating to Payment Information.

2. Click Payment Account Summary. By default, a summary for the current Statement Period displays.

Example 1: Payment Account Summary with Debt Amount Due

Employer Information

Emplover Account Mumber: | R Emplover Name: |

Statement Period ‘Ju\y, August, September (Q3)

Account Summary Statement Period: July, August, September (Q3) 2011

« The statement below contains the transactions posted to your Unemployment Insurance Account
Payments are applied according to the Payment hierarchy®
Prior quarter debt is carried forward to the current quart]
Payments made are applied to the current quartermonty
To review quarterly charges, view Quarterly Surmmary.
To review outstanding amounts due, wiew Unpaid Debt

Click links to display
Quarterly Summary,
Unpaid Debt, or an

The current Statement

default; to select an
earlier period, select
months and year and

v/ (2011 v

Period displays by

click Search

Interest Calculator

To Preview future interast charges, view Interest Caleul

Amount

Item
All Financial Transactions
Outstanding Balance
Payments Receivad
Ul Contributions

Cther Charges
UHI Contributions

-

Click links to display
information about
transactions,
contributions, balances,

payments, charges, Pay the

Interest interest, or penalties Debt Amount
Penalties Due
Amount Due

Debt Amount Due

NA
£0.00
£0.00

$4,276.39
$41.79
$27.86
$0.00
£0.00
$4,346.04
$4,346.04

Potential Credit Amount If a refund is available, the

Refund Request link also appears

Credits will be applied to future amounts due

! $0.00

Payments submitted after 3 p.m_may be considerad racaive:

Deferral option will be available starting April 1 to April 30 for Quarter 1 and starting July 1 to July 31 for Quarter 2.

d the next business date
Click to make a
payment

Example 2: Payment Account Summary page displays a Refund Request link if a Potential Credit is

available.

Account Summary Statement Period: July, August, September (Q3) 2011

identified months.

Fayments are applied according to the Payment hierarchy®.

Frior quarter debtis carried fonward to the current quarterimaonth
Fayments made are applied to the current quartermonth amount due first
To review quarterly charges view Quarterks Summary

To review outstanding amounts due, wiew Unpaid Debit

To Preview future interest charges, view [nterest Calculator.

ltem Amount
AllFinancial Transactions

Outstanding Balance

Payments Received

LI Contributions

Other Charges
UHI Contributions

Interest .
Fenalties Refund Request/Credit
Amount Due Application link appears
Debt Amount Due if there is a Potential

Potential Credit Amount Credit Amount

Credits will be applied to future amounts due.

Deferral option will be available starting April 1 to April 30 for Quarter 1 and starting
Jduby 1 to July 31 for Quarter 2
Payments submitted after 3 p.m. may be considered received the next business

The statement below contains the transactions posted toyour Unemployment Insurance Account during the

Refund RequestiCredit

MA
($235.99)
$0.00
$176.69
$0.00
$0.00
30.75
$0.00
($58.55)
$164.41
{$222.96)

Application

date.
[ Provious | Make Payment |
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3. Select a different Statement Period using drop-down lists for months and/or year, and click Search.

4. Click a link to view the Payment Hierarchy, a Quarterly Summary, Unpaid Debt, or an Interest
Calculator, or more details about transactions, balance, payments, contributions, charges, interest, or
penalties.

Example 1: The Quarterly Summary page. This page provides a summary view of contributions,
payments, etc. due for chosen quarter only. It does not include balances due from previous
quarters.

Employer Information

Employer Account Number: [N Employer Mame: |G-

Quarterly History Detail Search

Search

April, May, June (02)

Quarter:

Quarterly History Detail

Total Ul Gross Wages $80,648.00
Ul Taxable Wages $63 645.00
UHI Taxable Waies $69 564800
UlContribution $4,276.39 $0.00 $4 27639
Reimbursable $0.00 $0.00 $0.00
UHIC ontribution $27 86 $0.00 $27 86
Workforce Training Fund $41.79 $0.00 $41.79

Uniform Secondary Adjustment $0.00 $0.00 $0.00

Interest $0.00 $0.00 $0.00

Totals $4,346.04 $0.00 $4 34604

Payments Applied To Quarter

Payments may be applied across multiple guarters. Select links below to review each payments.
Mo records found .

Example 2: The Unpaid Debt page. This page provides a breakdown of unpaid amounts.

Employer Information

Employer Account MNumber: NG Employer Name: [INGG_

Est:::alit:he d Date Due Debt Type Description :;;?;::l ﬁr:::ir‘;t
TH82011 73142011 gml]gggltribution é%:]:ri-b(ﬁttijsr:‘[;rQUHl $27 36 €27 86
FRER0m TI3N201 glri(;;rg)tgr;lbutlons ég;l&%ﬁi?]ger 2Wage Detall $4 976 39 4976 39
TH82011 /3142011 WTF Principal 2011 - Quarter 2 Worldorce

$41.79 $41.79
Total: $4,346.04 $4,346.04

Training Fund
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Example 3: The Interest Calculator page. Use this page to calculate the interest due on all
outstanding balances. (Interest cannot be calculated for a past date or for a date for which
contribution calculations do not yet exist).

Employer Information

Employer Account Nurnber: [ Ml 8  Ernplover Name: I
Enter a future date

through which interest
should be calculated

Program Principal otal

Future Calculation End Date:
Calculation Details - Ul

Month/Quarter

Year

2009 Q3 ul [$632.68 | $13583 $768 51
2009 1 ul [s862.79 | $237.42  $1,10021
2008 Q4 ] 832578 | $60.08 $385.86
2000 Q2 ul |$905.50 | $22173  $1,127.29

Total:  $3,38187
2008 Q2 ul [$675.85 | $247 01 $92387
2008 4 Ul [$501.79 | $152.76 $654 55
2008 Q1 ul [$471.80 | $186.45 $656 25

Total:  $2,23667
2007 Q4 ul [$470.00 | $199.68 $660.77
2007 1 ul [s244.37 | $125.97 $370.34
2007 Q2 Ul [$206.77 | $100.34 $307 11

Total: $1,347 22

Calculation Details - WTF

Year Month/Quarter Program Principal Interest Total
2000 Q1 WTF [$16.43 | $452  $2095
2009 Q2 WTF [$17.25 | $4.22  §2147
2000 Q3 WTF [$12.08 | $259  $1464
2000 Q4 WTF [$6.21 | $1.14 4735

Total:  $64 .41

2008 Q2 WTF [$12.08 | $440  $1645
2008 Q4 WTF [$8.93 | $272  $1165
2008 Q1 WTF [$8.90 | $332  $1172
Total: 3962

2007 Q1 WITF [$4.02 | $2.08 $6.10
2007 Q4 WTF [$7.73 | $329  $1.02
2007 Q2 WITF [$3.40 | $165 $505
Total:  $2217

Program Totals

Total Interest? $1,697.26
Total Ul Debt: $5,29843
Total UHI Debt: $0.00
Total WTF Debt: $96 47
Total Reimbursable Debt: $0.00
Total Uniform Secondary Adjustment Debt: $0.00
Total Conversion Surcharge Debt: $0.00
Total State/Federal Extended Benefits Debt: $0.00
Total Workshare Principal Debt: $0.00
Total Penalties: $0.00
Total Liability: 709216
Potential Credits: $0.00
Amount Due: $7.,092.16

Qur records indicate you have not submitted a employment and wage report (" indicates the quarter

has been assessed)

Year Quarters
2007 3.4
2010 1.2,3.4 Unfiled
2011 1 Quarters

The information displayed does not include any potential penalties or future liabilities I Click
Calculate p———
0 2 B
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MAKING A PAYMENT

There are three methods of payment: Paper check, ACH Debit, and ACH Credit. Only the instructions for
paying by paper check or ACH Debit are included below.

Making an ACH Credit payment is not performed using the QUEST software. However instructions for
accessing the application to pay by ACH Credit are also provided below.

Applying to DUA to Make Payments Using ACH Credit

If you wish to use the ACH Credit method of payment, follow the instructions below to access the application.

1. Navigate to www.mass.gov/uima.

2. Click the Forms link under the Our Organization area, and click ACH Credit.

3. Fill out and submit the application according to the instructions.

NOTE: A sample form also appears in the Addendum to this document.

Making a Payment with a Paper Check

NOTE: Even if a TPA is performing this procedure on an Employer’s behalf, the check must issued by the
Employer, not the TPA.

1. Click Payment Information.
2. Click Payment Account Summary.
3. Click Make Payment.

4. If you are eligible for the deferral option, the Deferral page appears showing amounts due with or
without deferral. Check the box if you wish to use a deferral. Click Next.

NOTE: The Deferral page only appears if you are eligible to defer some of your payment.

Employer Information

Employer Account Mumber: [ NG Employer Name: NG

o » (2} »(3) » COMPLETE
Review Select Submit
Balance Payment Payment
Method Details

Deferral

You are eligible to defer for this quarter
The Maximurn Deferred Amount is: $1,453.97
The Minimum Ul Contribution deferral due is: $2,822.41
I you select to defer, amount due (includes quarter
amount and additional charges dus) s ALl
If you select not to defer, amount due is: $4,346.04

If adjustments occur subsequent to deferring this quarter, and prior to the due date, you are responsible for paying

[ Please check here if you choose to defer this quarter.
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5. In the Payment Method page, enter a Payment Amount. Select Paper Check. Click Next.

Payment Method

Quarter 1 - April 30
Quarter 2 - July 31
Contributory Employer Due Dates. Quarter 3 - October 31
Quarter 4 - January 31
Reimbursable Employer Due Dates: 30 calendar days from the mailing of the bill
If payment is not submitted by the date indicated, you may be subject to interest or penalties

Debt Amount Due:  §4,346.04
Payment Amount. | $4 345 04 [*

Payment Method: Faper Check v *
If vou intend to submit payment by the ACH Credit method of payment, please selecthere @ before you procesad

6. The Printable Voucher for Paper Check Payment page appears. Print this voucher and include it
with your paper check. (See the instructions on the voucher for detailed instructions). Click Close.

NOTE: Paper check payments will be posted to your account when received by the check processing

unit.
Employer Information
Employer Account Numier: [ R Employer Mamea

8573477
Address: 19 STANIFORD ST
BOSTON, MA 02114

Printable Voucher for Paper Check Payment
If payment is nat submittad by the date indicated, you may be subject to interest or penalties.
Quarter 1 - April 30
Quarter 2 - July 31
Contributory Employer Due Dates. Quarter 3 - October 31
Quarter 4 - January 31
Reimbursable Employer Due Dates: 30 calendar days from the mailing of the bill
Payment Amount. $4,346.04
Make Checks Payable To. Massachusetts Division of Unemployment Assistance
Employer Account Number: [ (Must be written on check)
lailing Address: MA Division of Unemployment Assistance, 19 Staniford St.,
5th Floor Revenue, Boston, MA 02114
Paper check payments will be posted to your account when received by the check processing unit.
All paper checks must be submitted with a payment voucher in order for your account to be credited in a timely
manner.
Include one voucher and one check per envelope.
Do not staple check to voucher.
Do notinclude additional documents with your payment.
DO NOT SEND CASH.
Mail the payment no later than five days prior to the due date to ensure timely receipt.
Electronic payments can be submitted by logging on to www.mass.govluima.

For more information visit our web site at www.detma.org.
[1 Please check here if you are making a deferral payment.
Please sign below and provide a phone number where we may contact you

Print Mame: Date

Signature Fhone
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Making a Payment Using ACH Debit

5.

Click Payment Information.
Click Payment Account Summary.

Click Make Payment.

If you are eligible for the deferral option, the Deferral page appears showing amounts dues due with
or without deferral. Check the box if you wish to use a deferral. Click Next.

NOTE: The Deferral page only appears if you are eligible to defer some of your payment.

Employer Information
Employer Account Mumber: [N Employer Mame: G

o o
o »(2 »(3 » COMPLETE
oS N
Review Select Submit
Balance Payment Payment
Method Details

You are eligible to defer for this quarter.
The Maxdmum Deferred Amount is: $1,453.97
The Minimum Ul Contribution deferral due is: $2,822.41
If vou select to defer, amount due {includes quarter
amount and additional charges dus) is: $2,892.07
If you select not to defer, amount due is: $4,346.04

If adjustments occur subsequent to d_eferring this_ quarter, and prior to the due date, you are responsible for paving

[] Please check here if you choose to defer this quarter.

) =

In the Payment Method page, enter a Payment Amount. Select ACH Debit. Click Next.

Quarter 1 - April 30
Quarter 2 - July 31
Contributory Employer Due Dates. Quarter 3 - October 31
Quarter 4 - January 31
Reimbursable Employer Due Dates: 30 calendar days from the mailing of the bill
If payment 15 not submitted by the date indicated, you may be subject to interest or penalties

Debt Amount Due: ~ §4,346.04
Payment Amount. | $4 34604

Payment Method: |ACH Dsbit v
If wou intend to submit payment by the ACH Credit method of payment, please select nere ® before you procesd

Son] T
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6. The ACH Payment page appears. Enter the Routing Transit Number and Bank Account Number,
select the Account Type, and enter the Payment Effective Date. Click Next.

Quarter 1 - April 30
Quarter 2 - July 31
Contributory Employer Due Dates. Quarter 3 - October 31
Quarter 4 - January 31
Reimbursable Employer Due Dates: 30 calendar days from the mailing of the bill
If payment is not submitted by the date indicated, you may be subject to interest or penalties

Debt Amount Due:  $4.346.04
Payment Amount. | g4 345 04 *
Routing Transit Nurmnber * Select other bank account
Bank Account Number =
Account Type: | Checking » [*
Payment Effective Date:  gr27/2011 T‘(mm!dd"ywy)

Your Routing Transit Mumber and Bank Account Mumber are located on the paper checks provided by your bank

[ Provious | wext

IMPORTANT NOTE: The Routing Transit Number and the Bank Account Number are NOT retained in
the QUEST system, as a security measure. Enter the numbers each time you submit a payment.

NOTE: If you have a previous outstanding balance, Payment Effective Date cannot be later than the
current date.

The Payment Verification page appears. Review the information and click Submit.

Payment Verification

Quarter 1 - April 30
Quarter 2 - July 31
Contributory Employer Due Dates. Quarter 3 - October 31
Quarter 4 - January 31
Reimbursable Employer Due Diates: 30 calendar days from the mailing of the bill
If payment is not submitted by the date indicated, you may be subjact to interest or penalties

Total Payment Amount
Routing Transit Mumber.

Bank Account Number:

$4,346.04
XXXXX0138
1

Account Type: Checking
Payment Effective Date: 812712011
By paying your Division of Unemployment Assistance bill by way of this online service, you are authorizing Division of Unemployment
Assistance to charge your checking account for the amount you submitted.

[rovow ] coeo | o

8. The Payment Confirmation page appears, displaying your payment confirmation number. The
payment confirmation number can be used for future reference.

Employer Information

Employer Account Murmber: I N Employer Name: TG

COMPLETE

t
Method

Payment Confirmation

Employer Name I Emplayer Account
Number: —
Effective Date: 812712011 Payment Confirmation # | N NNRNGG_
Transaction Date: 812712011 Payment Method: ACH Debit
Transaction Time: 10:07 AM
Remaining Balance: $0.00 Total Payment Amount $4.346.04

If you have a remaining balance you may make another payment by selecting "Make Payment”
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ABOUT DEFERRALS

Deferral eligibility is given to private Contributory and non-profit 501(c)(3)

Introduction .
Contributory Employers.

To qualify for deferral, the Employer must:

e Have timely filed their current Employment and Wage Detail Report

e Be making a timely payment

e Make the entire payment using a single ACH Debit payment, or a single
paper check payment

The option to defer is available in the month of April for Quarter 1 filing or July for
Quarter 2 filing. All deferrals become due by the Quarter 3 due date (Oct. 31).
Deferrals can only be performed by Employers (not TPAs making bulk payments).

NOTE: Deferral is not a requirement.
In the first quarter, the Employer may defer up to 34% of the Ul contribution due.

In the second quarter, the Employer may defer up to 34% of both the Ul
contribution due and the previous quarter deferral amount.

In the third or fourth quarter, the Employer cannot defer any portion of the Ul
contribution due.

NOTE: Deferrals do not apply to the Workforce Training Fund (WTF) or the
Unemployment Health Insurance (UHI) amounts due. Employers should pay
their WTF and UHI amounts due in full each quarter, regardless of whether
they apply deferrals to the amount of Ul they owe each quarter.

The Deferral Option page appears automatically during the window for Q1 and Q2 payments, if you are
eligible. The instructions for deferring payments appear in the section, Making a Payment.

Viewing a Deferral

1. Click Payment Information.
2. Click Payment Account Summary.

3. Click Ul Contributions.

Employer Information

Employer Account Mumber: [ I MR Employer Mame: [

Statement Period ‘July, August, September (Q13) v‘ 2011«

Account Summary Statement Period: July, August, September (Q3) 2011

« The statement below contains the transactions posted to your Unemployment Insurance Account during the identified maonths.
Payrments are applied according to the Payment hierarchy®

Priar quarter debt is carried forward to the current quarter/month.

Fayments made are applied to the current quarter/month amaount due first

To resiew quarterly charges, view Quarterly Summary.

Ta resiew outstanding amounts due, view Unpaid Debt.

To Preview future interest charges, view Interest Calculator

Item Amount
All Financial Transactions A
O ding

$4,276.39
$41.79

LI Cantribibion ¢a7 0@
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4. The Ul Contributions Statement Period page appears. Click the “click here” link to view a history

of deferrals.

Employer Information

Employer Account Mumber: [ G Employer Mame: [INGN

Ul Contributions Statement Period: July, August, September (Q3) 2011

Posting Date Type Description Amount
TM8I2011 Ul Contributions Principal 2011 - Quarter 2 Wage Detail Report Filing $4 27639
THEZ011 WWTF Principal 2011 - Quarter 2 Workforce Training Fund $41.79

Total $4.318.18

Amount showin is the ariginal charge applied to your accoun(o wiew history of deferrals click here )

5. The Deferral History page appears.

Deferral History

Posting _n Original Deferred
Date Type Description Status Amount Amount
782011 Ul Contributions 2011 - Quarter 2 Wage Detail  Deferred $4.976.39 $1.453 .97

Principal Report Filing

To review quarterly changes, view Quarterky Summary
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SEARCH PAYMENTS

This section describes how to search for and view all payments, the payment

Introduction - . .
status, and details associated with the Employer account.

NOTE: Any payment made by an Employer will appear in the search results when
an Employer searches payments. If an Employer uses a TPA and the TPA includes
the Employer’s payment in a bulk payment to the DUA, then the Employer’s
payment does not appear in the search results when an Employer searches
payments. However, an Employer can view all payment information for a specific
Statement Period from the Payment Account Summary page by clicking the
Received Payments link.

1. Follow the steps in the section, Navigating to Payment Information.

2. Click Search Payments.

Commonwealth Tuesday, JPurl‘s;: g,r ezv? E1 \:,
of Massachusetts

Change Passwaord | Logaft

Employer Home Employer Information
EaG Employer Account Number: [ [ Ml @  Employer Name: [ NG

WY OrkTlow - by INkbox

Account Maintenance Payment Information

Benefit Charge Activities

Correspondence Cancel Paymesnts Payment Account Summary

Emalavment and Yage Detail List of all unprocessed post-dated electronic payments  Summary of transactions posted to the employer
Reppur‘?ing g and provides the option for canceling a payment account and provides the option to Malke a Payment If

you have a credit balance, you may begin the refund

Payment Information request process using this screen

* Cancel Payments
* Payment Account
Summary Search Payments

Request for 840 Certification

» Search Payments Display of proce: and cancelled payments by Summary of reported Massachusetts taxable wages,
= rber, payment method or date range tatal Contributions made to the Ul Trust fund for
* Request for 940
Certification Massachusetts and the Massachusetts Ul Contribution
» Request Payment Plan Rate for the requested tax year.

U Maltenance Request Payment Plan

Request a payment plan for outstanding debt

3. The Search Payments page appears. Select a Status and a Method. Enter other search criteria, or
leave fields blank to return all applicable payments. Click Search.

Employer Information

Employer Account Number: | R Employer Name: [ G

Search Payments

Confirmation Number: Method| elect One v

Min $: ha $: |

Status:| Select One v
Transaction Date.From.|:| (mmiddiyey) To |:| {mm/ddiaas)

=3
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4. The search results appear below the search grid. Click on the Confirmation Number of a submitted
payment to view the payment details.

Employer Information

Employer Account Number: [ N R CEnolover Name: TGN

Search Payments

Confirmation Mumber: Method:| Select One b

lin $: hlape § |

Status] Select One ¥
Transaction Date:From{g/s2011 | (mmiddiyywy) To {rmmiddivway)

==

Confirmation Numbe Deposit Number  Transaction Date Method Status Amount
101414585 \ 8162011 ACH Debit  Submitted $2.892.07

5. The Payment Detail page displays. Click on an Employer Account Number in the Employer
Payment Items area to view the payment distribution.

Payment Detail

Conflrmatlorj Transaction Date: 711812011
Mumber:
Payer IC: NG Payer Type: Employer
Fayment Method: ACH Debit Status. Submitted
Fayment Amount. $2,892.07 [tems in Payment. 1
EAMN: Mame: Amount

Cown [

Employer Payment ltems

=EMmployer Account Number Employer Name Amount
00000000 \ | ] $2.892.07
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6. The Payment Distribution area displays the Debt Posting Date, Sub-Account, Period, and Amount
Applied for the payment.

Employer Information
Employer Account Number: | @  Employer Name: NG

Payment Detail

Confirmation Receipt Posting e
Number Date Date Method Description Amount
101414585 8162011 ACH Account X345 Paid by 4289207

Debit Employer

Payment Distribution
Wiews Redistribution Histons

Debt Posting Date Sub-Account Period Amount Applied
62011 Ul Contributions Principal 2011 - Quarter 3 Wage Detail Report Filing $2892 07
Total: $2,89207
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CANCEL PAYMENT

This section describes how to cancel a payment in progress. Only payments that
have not been processed completely can be canceled, i.e., the status of a payment
must be Submitted for it to be canceled. If a payment has already been
processed it cannot be cancelled.

Introduction

NOTE: Payments cannot be canceled after 4:00 PM.

1. Follow the steps in the section, Navigating to Payment Information.

2. Click Cancel Payments.

Commonwealth Tuesta: JP“rm:Ig,rez\:i];\:f
of Massachusetts
|

Change Password | Logoff

lenln er Home

Employer Infermation

FaQ Employver Account Number. [Nl Employer Name: IR
Wy arkflaw - My Inbax
Account Malntenance Payment Information
Benefit Charge Activities
Correspondence Cancel Payiments Payment Account Summary
T T R List of all unprocesgg#post-dated electronic payments  Summary of transactions posted to the employer
ploy g o e Eoption for canceling a payment. account and provides the option to Make a Payment. If

Reporting
Payment Information
» Cancel Payrments

vou have a credit balance, you may begin the refund
request process using this screen

’ ga}fgpneanr;mm“m Search Payments Request for 840 Certification
» Search Payments Display of processed and cancelled payments by Summary of reported Massachusetts taxable wages,
» Request for 940 confirmation number, payment method or date range total Contributions made to the Ul Trust fund for

3. The Cancel a Post-Dated Payment page appears, listing all unprocessed payments eligible for
cancellation. Click on the Confirmation Number.

Employer Information

Employer Account Mumber [l  Erployer Name: [INEGG_

Cancel a Post-Dated Payment

Conﬁrmtion Payment Amount Effective Date

&_ $2,892.07 71182011

Payments can not be canceled after 4:00 p.m.
Select the Payment to Cancel.

4. Enter notes about the cancellation and click Submit.

Cancel a Post Dated Payment

Fayment Confirmation Number. 000000000
Payrment Amount. $2,892.07
Payment Effective Date: 711812011

-

(oo [ o
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5. An information page appears confirming that the cancellation is complete.

Employer Information
Employer Account Mumber: Employer Mame:

Fayment #000000000 $2,392 07 has been canceled.
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REQUEST FOR 940 CERTIFICATION

This section describes how to request for 940 Certification for an Employer
account. 940 Certification provides a summary of Massachusetts taxable wages
reported by an Employer and the total amount of FUTA eligible Massachusetts tax
paid into the Massachusetts Ul Fund for a designated year. This information is
used to report to the IRS and the system provides the capability of running this
report on demand.

Introduction

NOTE: Governmental Entities are not subject to FUTA and cannot request FUTA

certification.

1. Follow the steps in the section, Navigating to Payment Information.

2. Click Request for 940 Certification. The following page appears.

Employer Information

Employer Account Number: IR Erployer Name: I

Request for 940 Certification

Summary of Massachusetts taxable wages reported by this emplover and the total amount of FUTA eligible
Wlassachusetts tax paid into the Massachusetts Ul Fund for a designated year. This information is reported to the
IRS and indicates the amounts to be reported on the Federal Form 940 {non-domestic employer).

The FUTA Credit may also be referred to or used in conjunction with the following terms or forms
« Employer's Annual Federal Unemployment (FUTA) Tax Return
« Employer Account Abstract
s Federal Form 940
s Federal Form 940C
s Proof of Credit
« Re-Certification of Ul Taxes

Year [*

Coror Lo ]

3. Enter the Year the 940 information is requested for. Click Search.

4. The 940 Certification Search Results page appears, displaying the summary of Massachusetts
taxable wages reported by the Employer for the designated year.
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Employer Information

Employer Account Number: [N Employer Narme: I

Request for 940 Certification

Summary of Massachusetts taxable wages reported by this employer and the total amount of FUTA eligible
Massachusetts tax paid into the Massachusetts Ul Fund for a designated year This information is reported to the
RS and indicates the amounts to be reported on the Federal Form 940 (non-domestic employer)

The FUTA Credit may also be referred to or used in conjunction with the following terms or forms:
« Employer's Annual Federal Unemployment (FUTA) Tax Return
» Employer Account Abstract
» Federal Form 940
» Federal Form 940C
s Proof of Credit
s Re-Certification of Ul Taxes

Year 2010 *

940 Certification Search Results

Subject Date: 11111983

Suspense Date:
Date of Recertification. 711812011
Year of Recertification 2010
State: Massachusetts
Employer Mame:
Address:

Employer Account Mumber (EARNY
Federal Employer Identification Mumber (FEIM):
2010 Massachusetts Ul Taxable Wages . $97,300.38
2010 Massachusetts Taxable VWage Base [effective
11112010y $14,000.00
Wassachusetts Ul Contribution Rate: 1.26%
Taxes Paid Prior To 2/1/2011: $1,225.98
Taxes Paid 2/1/2011 to 2/10/2011: $0.00
Taxes Paid After 210/2011: $0.00

For an unofficial copy of this re-centification, print this screen. If you have any questions about these results, contact

DUA at (617)-626-6896.

5. Print this page if you want an unofficial copy before the request is complete. Click Next.

NOTE: The only address that prints on the unofficial copy is the Employer address on file. You can add
additional addresses for the official mailing in Step 6.

6. Enter additional addresses to which the official 940 Certification correspondence should be sent (if
any). Put a check in the Mail to box for each address, and click Submit.
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940 Certification Search Results

Subject Date: 1111983
Suspense Date:
Date of Recertification. 71812011
Year of Recertification. 2010
State: Massachusetts
Employer Name:

Address: NG
]
Employer Account Mumber (EAN): [N
Federal Employer Identification Mumber (FEIN}: |G

2010 Massachusetts Ul Taxable Wages . $97,300.38
2010 Massachusetts Taxable Wage Base (effactive
111/2010) $14:000.00
Massachusetts Ul Contribution Rate: 1.26%
Taxes Paid Prior To 2/1/2011: $1,225.98
Taxes Paid 2/1/2011 to 2/10/2011:  $0.00
Taxes Paid After 2110/2011: $0.00

Addresses
An official copy of the re-certification will be sent to the employer's mailing address. To send additional official
copies of the re-certification enter the address information belowy:
il tor

Attention:
Address Line 1:
Address Line 2

City:
State! |MA - Massachusetts V|
Zip Code: |

Chdail to:

Attention:
Address Line 1
Address Line 2

City:
State’ | WA - Massachusetts V|
Zip Code: |

oo Lo

7. A confirmation appears. The request is complete.

Employer Information

Employer Account Nurnber. [N Employer MName: KNG

The official re-certification correspondence has been submitted
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REQUEST PAYMENT PLAN

This section describes how to submit a request for a payment plan. If an Employer
has outstanding debt and is unable to pay the full amount due, the Employer can
request for a payment plan. This will allow the Employer to pay the debt in
installments, though interest will continue to accrue. Upon submission of the
request, authorized DUA staff will review the payment plan and approve or deny
the request and you will be notified of the decision.

Introduction

NOTE: If you participate in a payment plan, you cannot use the deferral option.

Requesting a Payment Plan

1. Follow the steps in the section, Navigating to Payment Information.
2. Click Request Payment Plan.

3. The Payment Plan History page appears. Click New.

Employer Information
Employer Account Number. [Nl  Employer Name: I

Payment Plan History
Mo records found...

Previc 1>

4. The Payment Plan Designation page appears. Select the party responsible for the payment plan,
and click Next.

Payment Plan Designation
Flease indicate who will be the party responsibile for this payment plan.
O Employer o
O An Individual Owner/Officer

Payment Plan History
ety P
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5. The Explanation page appears. Enter an explanation for the payment plan request and specify the
payment terms. Click Next.

Employer Information

Ernployer Account Number: [N Erployer Name: (I

Amount of Unpaid Debt included in the Payment Flan: $1,968.28
Click here to review debt details

Explanation
Provide a written explanation of the reason for the request for a payment plan.

Dowen FPayment
Diuration

25% v
4 Manths v

Payment Frequency. |Manthly

Enter Payment Date [* fmmiddiesny)

{within 30 days)

oo ] vor ] coet

6. The Payment Plan page appears. To accept the plan, check the box and click Next. To request a
custom plan, click the custom plan link.

Employer Information

Ermployer Account Number: [N NN Employer Narme G

Finalize Payment Plan

By selecting Submit, you agree to pay the terms for Payment Plan as listed below. Continued and timely payments
willl hold the debts below from being referred to Collections.

All payments must be received on or prior to the due dates listed or the debt may be sent immediately to
Collections. Downpayment to initiate payment plan is due immediately. Payments received after entering into the
payment plan agreement will be used to retire any new debt accumulated on the account prior to retiring debt
included in the payment plan

The installments on this payment plan include an estimation of the interest which may accumulate on the principals.
If interest remains on this debt at the end of the payment plan, you will have until the following date to resolve it
121112011

Amount of Unpaid Debt included in the Payment Plan: $1,968.28
Click here to review debt details

See g Projected Interest for the plan: $28.14
details | Payment Plan total would be estimated at. $1,996.42
The downpayment due now at 25% is: $492.07

Payment Plan Schedule

Date Amount
81201 $376.09
9/1/2011 $376.09 The monthly
100172011 $376.09 payment
117172011 | Check to $376.00 schedule
121172011 plan Remaining Amount
Click to
i request a
[0 By checking here you agree to the terms of the plan as shown above custom plan

If the options for the terms of the payment plan are not acceptabls, select hers to request 4 custom plan.

e
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7. If you requested a standard plan, skip to Step 8. If you requested a custom plan, the Custom
Payment Plan Request page appears. Provide a reason that the standard plans are not acceptable,
and detail your terms. Click Next.

Custom Payment Plan Request

The Payment Plan request will be submitted to Staff for review when you select "'Submit’ after selecting an address
on the next screen. You will be notified of the decision.

The plan will estimate the amount of interest you will owe. This will be calculated based on the downpayment, the
frequency of payments, and duration of the payment plan.

Armount of Unpaid Debt included in the Payment Plan: $1,476.21
Click here to review debt details

Frojected Interest for the plan: $21.11
Fayment Plan total would be estimated at. $1,497.32
The downpayment due now at 25% is: $369.06

Flease provide a reason the standard plans are not acceptable . Include the following terms for your request for the

cuUstam plan.
« what you can pay for a downpayment Provide a reason the
« howy often you can submit a payment standard plans are not
« how much of a payment vou would make acceptable, and provide
« how long you would like the plan to be your preferred terms

L] |

8. The Address Details page appears displaying the Legal and Physical addresses. Add any additional
addresses to which the Payment Plan Agreement should be mailed. Click the radio button for each
address. Click Submit.

Address Details
Select the address you would like to send the Payment Plan Agreement and other correspondences to

Send To Address
@ Legal
Address: I
]
|
Ll Physical
Address: I
]
|
@] other
Attention

Address Line 1
Address Line 2
City

State! | MA - Massachusetts V|

Zip Code
Country. | US - United States Of Americs v|
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9. The Payment Plan Request Confirmation page appears. Proceed according to whether you
requested a standard or a custom plan.

Standard Plan: Click Make Payment. See the section, Making a Payment for instructions.

Payment Plan Request Confirmation

Fayment Flan Request Mumber 522 has been submitted To activate the payment plan the downpayment must be
received Based upon completion of the plan requirements the following terms will aﬁﬁlii

Date Requested. THM912011 Requested By
PaymentPIanflrsF 8112011 PaymentPIanflrsF $376.09
payment payment
PaymentF_’Ian 121112011 Diownpaymeant $492.07

completion: amount:

To activate the payment plan, the downpayment must be paid. Please select ' MAKE PAYMENT' now.

Make Payment

Custom Plan: No Make a Payment button appears. Wait until you have been contacted by DUA to
make a payment.

Payment Plan Request Confirmation

Fayment Flan Reguest Mumber 523 has been submitted. To activate the pavment plan the downpayment must be
received. Based upon completion of the plan requirements the following terms will apply.

Date Requested: 71912011 Requested By: NN
PaymentPIanflrs_t 8112011 PaymentPIanflrs_t $282.07
payment payment
Payment Plan 45145011 Downpayment ¢3gq o,
completion amaount

Staff will review your request and notify you of a decision.

Viewing a Payment Plan History

1. Follow the steps in the section, Navigating to Payment Information.
2. Click Request Payment Plan.

3. The Payment Plan History page appears. Click a Payment Plan Number.

Employer Information

Employer Account Nurmber: [INEEEEE  Employer Name: I

Payment Plan History

Pan;‘Ir::nt Payment Plan Requested Payment Re:ult Decision Amount Payment Plan
Number Request Date By Plan Type Review Date Status
523 T92011 I Cuctom In 92011 $1AT621 In Review

Review
(22 ), mazon N siondand Granted 7/19/2011 $196828 Revised
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4. The Payment Plan Details page appears. The page displays information including status, interest
projections, due date, notes, and a schedule.

Employer Information
]

Employer Account Mumber: |G- Employer MName:

Payment Plan Details
Fayment Plan Request Mumber: 522
Fayment Plan Status. Pending
Armount of Unpaid Debt included in the Payment Plan: $1,968.28
Click here to review debt details

Frojected Interest for $28.14 Fayment Date: 8112011
the plan: :
Payment Plan Total: $1,968.28 Fayment Frequency. Monthly

The downpayment Duration:
due now at 25% 1s: s 4 Months

MNotes From Employer
Reason Employer requested Payment Plan

Financial Hardship

Request of Custom Flan

Payment Plan Determination
Fayment Result of Decision TM9/2011 11:00:47
Flan Type: ST Rewigia EOE Date: AM

Motes to Employer

Payment Plan Schedule

Date Amount
8172011 $376.08
9172011 $376.08
10/1/2011 $376.08
117142011 $376.08
120172011 Remaining Balance
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User Maintenance
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ABOUT USER MAINTENANCE

This section describes how Employer System Administrators can manage user
access to the Employer account. The person who completes the Employer
Registration or Account Activation is assigned the Employer System Administrator
role by default. This user receives login credentials to access the QUEST self —
service account during the registration or activation session.

Introduction

The system administrator can in turn create accounts for other users and assign
roles to those users. Role assignments dictate which functions users can perform.

The activities that are described in this section include:

Creating a new user
Searching for user details
Modifying user information
Assigning user roles
Resetting user passwords
Inactivating a user account
Reinstating a user account

NAVIGATING TO USER MAINTENANCE

To navigate to User Maintenance, perform the following steps:

1. Log in to QUEST. Click the User Maintenance link in the left pane (the link also appears on the main
pane of the Employer Home page).

Commonwealth Tuesday, JF'IlV
of Massachusetts -
Change Passwaord | Logoff

Employer Home Employer Information

FAG Employer Account Number: [ Employer Name: I

Warkflow - My Inbox
Account Maintenance

Eenefit Charge Activities
Correspondence Employer Home
Employer Home

Employment and Wage Detail
Reportin

mEnt IForma

User Maintenance FAQ Workflow - My Inbox
Review frequently asked questions (FAQ's) for the LI Wiew any action items requiring your attention

program or Ul systerm

Account Maintenance Benefit Charge Activities
Maintain account information including chanaging legal View Benefit Charges by calendar year and quan
name, mailing address, owners/officers, reporting units,  summaries; claimant detail summaries; and indiv

or reporting status. View the maost recent Tax Rate claimant transaction details. Additional inforrmzati

Motice, autharize TPAS or provide information includes fiscal year summaries with ta rate buyd

regarding the purchase or sale of a business andfor merger-acquisition details related to bene
charges

Correspondence Employment and YWage Detail Reporting

Search for Correspondence Submit Employment and Wage Detail Reports o

Agency and the Department of Revenue. YWiew b
Employment and Wage Reporting information.

Payment Information User Maintenance

Make payments, view account summary, pending Assign or Update user access to Employer ac
payments, processed or cancelled payments, taxable information

e e Bl TR credit information

2. The User Maintenance page appears.
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CREATING A NEW USER

1. Click User Maintenance.

2. Click Employer Roles.

Thursday, June 09, 2011

Commonwealth
@ of Massachusetts Errint Previewr
Change Password | Logoff

Employer Information

Employer Account Number. [ I N NN Employer Name: [l

FAQ

workflow - Iy Inbox
Account Maintenance
Benefit Charge Activities

Carrespondence < 4‘)_% loyer Roles

Employment and Wage Detar
Reporting

Payment Information

User Maintenance

User Maintenance

woer access to Employer account

3. The User Search Criteria page appears. Click New.

Employer Information

Employer Account Number: [ @  Employer Name: R

User Search Criteria

User ID:

Last Name: Click New to
First MName: create a new

Roles: user

4. The User Details page appears. Enter information about the user. Fields with an asterisk are
required. Click Save.

Employer Information

Employer Account MNumber: [EG_ Emplayer Mame: [ TG

User Details
: 3

First Mame
Middle Initial:
Last Mame:
Telephone: et
ehail: *
Employes ID?

4-digit PIN Code®
Effective Start Date: * (mmfddistsy)

Effective End Date: [mmiddisaen

New Comments

oo Lot
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5. The Password Link Sent page appears. Click Next to return to the User Search Criteria page.

Employer Information

Employer Account Mumber: (G- Employer Name: NG

Password Link Sent

An eMail message has been sent to the user containing an encrypted link which that user can use to login to the
system and establish a password.

YYou must now assign roles for the user just created. In order to assign role(s), select ™ext', search for the User by
name or User ID. Select the user, then select 'Roles'.

Mote: This passward linkwill only be effective for the next 96 hours.

NOTE: When you create a new user, the system generates an email message to that user. The
message contains a link. When the user clicks the link, a browser launches with a special login page.
The user enters a Password of their choosing, selects a security question, answers the security
question, and sets a PIN from this page.

6. Before the user can access any functions in QUEST, you must assign them roles. See the section,
Assigning User Roles.
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SEARCHING FOR USER DETAILS

1. Click User Maintenance.

2. Click Employer Roles.

Thursday, June 09, 2011

Commonwealth
@ of Massachusetts Errint Previewr
Change Password | Logoff

Employer Information

Employer Account Number. [ I N NN Employer Name: [l

FAQ

workflow - Iy Inbox
Account Maintenance
Benefit Charge Activities

Carrespondence < 4‘)_% loyer Roles

Employment and Wage Detar
Reporting

Payment Information

User Maintenance

User Maintenance

woer access to Employer account

3. The User Search Criteria page appears. Enter search criteria (or leave blank to return all users) and
click Search.

Employer Information

Employer Account Number: [ @  Employer Name: R

User Search Criteria

User ID:
Enter search L@stName:
criteria and First MName:
click Search Roles: |4
| tofindan o v
bRl gy sce | Reset | New ]

4. The search results display below the search grid. Click a User ID to display user details.

Employer Information

Employer Account Number: [ |l  Erployer Name: (TGN

User Search Criteria

Lser I
Search results Last Mame:
display below Click a First Mame:
the search grid User ID to Foles
display oles: | Any 4
User
Details | I B

d

User Séarch Rer/iis

Last Name First Name Eff. Start Eff. End
] v B/8/2011
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5. The User Details page appears.

Employer Information
Employer Account Number: [ R

User Details

User Type:
User ID:
First Name-
Middle Initial
Last Name:
Telephone:
eMail:

Effective Start Date:
Effective End Date:

Last Logged On:

Incorrect Password Attempts:
Account Status:

Security Question:

Security Answer-

Modify User Attributes
Modify

Raoles

Reset Password
Inactivate

Emplovee ID?
PIN Code®

Employer Name: [ NEG_

Employer

I
I
1234

8/2/2011

8/10/2011

0

Active

What is your father's middle name?
Fred

Update the basic information for this user.

View/Edit security roles for which this user is assigned.

Reset the user's password by sending a "password reset” eMail.
Inactivate the user's access to the system.
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MODIFYING USER INFORMATION

1. Display the User Details page for the user by performing the steps in Searching for User Details.

2. Click Modify.

Employer Information

Employer Account Number: | N Employer Name: [INNEG_N

User Details

User Type: Employer
UserID:
First Name:
Middle Initial-
Last Name:
Telephone:

I
I
Emploves ID®
PIM Code® 1234
Effective Start Date: 8/2/2011
Effective End Date:
Last Logged On: 8/10/2011
Incorrect Password Attempts: 0
Account Status: Active
Security Question: What is your father's middle name?
Security Answer: Fred

M-~ 1] ger Attributes

Update the basic information for this user.

T View/Edit secunty roles far which this user is assigned.
Resef Passwaord Reset the user's password by sending a "password reset" elMail.
Inactivate Inactivate the user's access to the system.

3. An editable version of the User Details page appears. Add or edit information and click Save.

Employer Information

Employer Account Number: | EG_N Employer Name: [ NG_

User Details
User Type: Employer
UserID: tterrifi01
First Name: || P
Middle Initial:
Last Name: | i
Telephone: | ext:
eMail: | I
Emplovee ID? [1234 P
4-digit PIN Code® |1234
Effective Start Date: 7/29/2011
Effective EndDate: | | (mm/ddlyyyy)

Last Logged On
Incarrect Password Attempts: 0
Account Status: Active
Security Question:

Security Answer:
Previous Comments

*

New Comments

Covn e
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ASSIGNING USER ROLES

The specific functions a user can perform are dictated by the user’s role
assignments. For example, a user with the role Employment and Wage Detail
View Only can view employment and wage detail transactions, but cannot submit
employment and wage detail reports.

Introduction

Roles assignments include:

Account Maintenance Update and Submit
Account Maintenance View Only

Benefit Charges Protest Submission

Benefit Charge View Only

Employment and Wage Detail Update and Submit
Employment and Wage Detail View Only
Employer System Administrator

To assign or change role assignments, follow these steps.
1. Display the User Details page for the user by performing the steps in Searching for User Details.

2. Click Roles.

Employer Information
Employer Account Number: | R G Employer Name: | RN R

User Details

User Type: Employer
User|D:
First Name:
Middle Initial:
Last Name:
Telephone:
elMail-
Employee ID*
PIM Code® 1234
Effective Start Date: 8/2/2011
Effective End Date:
Last Logged On: 8/10/2011
Incorrect Password Aftempts. 0
Account Status: Active
Security Guestion: What is your father's middle name?
Secunty Answer: Fred

Modify User Attributes

arese : Update the basic information for this user.
View/Edit security roles for which this user is assigned.
i) ssword Reset the user's password by sending a "password reset” eMail.
Inactivate Inachivate the user's access to the system
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3. The Assign Roles page appears. Check roles in the Current Roles Assigned to User area to flag
them for removal. Check roles in the Available Roles area to flag them for assignment. Click Save.

Assign Roles To User

User Type: Employer
UserID: tterrifi01

Name: I
Current Roles Assigned to User

Remove
Employment and Wage Detail Update and Submit

Current Role
Assignments
Check box
and click
Save to
remove role

Available Roles
Add
[JAccount Maintenance View Only

[IBenefit Charges Protest Submission Availzable Role

Assignments

Employment and Wage Detail View Only

Check box
and click
Save to

assign role

[ Account Maintenance Update and Submit

CJEmployer System Administrator

m Ca" Eel
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RESETTING USER PASSWORDS

When you a user’s password, an email message is automatically sent to the user. The message contains a
link; when the user clicks the link, a browser is launched in which the user can reset the password.

Follow these steps to begin the reset password process.
1. Display the User Details page for the user by performing the steps in Searching for User Details.

2. Click Reset Password.

Employer Information

Employer Account Number: [ N RN Employer Name: |IRNG_N

User Details

User Type: Employer
User ID:
First Name: [INRGG_G_—
Middle Initial:
Last Name: (NG
Telephone: (I
Employee ID7
PIN Code® 1234
Effective Start Date: 8/2/2011
Effective End Date:
Last Logged On: 8/10/2011
Incorrect Password Attempts: 0
Account Status: Active
Security Question: What is your father's middle name?
Securty Answer. Fred

Modify User Attributes

Modify Update the basic information for this user.

View/Edit security roles for whicn this user is assigned.
“Heset Password .

Resetthe user's password by sending a "password reset’ eMail.
Inactivate the user's access to the system.

3. The Reset Password page appears, requesting confirmation that you wish to reset the password.
Click Confirm to continue.

Employer Information

Employer Account Number: [ IS Employer Name: [ R

Reset Password

Avre you sure that you wish to reset the password for:
This action will cause the system to send a secure link to the user's eMail address for the user to click and create a

new password.

4. The Password Link Sent page appears. Click Next to return to the User Details page.

Employer Information

Employer Account Number: [ R RN Employer Name: [ R EREREG_GN

Password Link Sent

An eMail message has been sent to the user: IR

Note: This passwaord link will anly be effective far the next 96 hours.

NOTE: Until the user follows the link to reset their password, their account access remains blocked.

NOTE: The password link is only active for 96 hours.
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INACTIVATING A USER ACCOUNT

Follow these steps to inactivate a user’s account.
1. Display the User Details page for the user by performing the steps in Searching for User Details.

2. Click Inactivate.

Employer Information

Employer Account Number: | G_ Employer Name: RGN

User Details

User Type: Employer
UserID-
First Name: NG
Middle Initial:
Last Name: NN
Telephone: NG
Employee DT
PIMN Code® 1234
Effective Start Date: 8/2/2011
Effective End Date-
Last Logged On: 8/10/2011
Incorrect Password Attempts: 0
Account Status: Active
Security Question: What is your father's middle name?
Security Answer: Fred

Modify User Attributes

MModify Update the basic information for this user.
Roles View/Edit security roles for which this user is assigned.

ord Reset the user's password by sending a "password reset” elMail.
' Inactivate the user's access to the system.

Previous

~Inactivate

3. The Inactivate User page appears. Click Confirm.

Employer Information
Employer Account Number. [l Employer Name: I

Are you sure that you wish to inactivate the user: | REGG__
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REINSTATING A USER ACCOUNT

Follow these steps to reinstate a user’s account.
1. Display the User Details page for the user by performing the steps in Searching for User Details.

2. Click Reinstate.

Employer Information

Employer Account Number: [ RN Employer Name: [ N R

User Details

User Type: Employer
User IDr
First Name-
Middle Initial:
Last Name:
Telephone:
elail
Employee D
PIN Code® 1234
Effective Start Date: 8/2/2011
Effective End Date:
Last Logged On: 8/10/2011
Incorrect Password Attempts: 0
Account Status: Active
Security Question: What is your father's middle name?
Security Answer. Fred

Modify User Attributes

IModify Update the basic information for this user.
Roles View/Edit security roles for which this user is assigned.

& sword Reset the user's password by sending a "password reset” eMail
Reinstate Reinstate the user's access to the system.

3. The Reinstate User page appears. Click Confirm.

Employer Information

Employer Account Number: [N Employer Name: [N

Reinstate User
Are you sure that you wish to reinstate the user: ([ R
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Correspondence
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ABOUT CORRESPONDENCE

This section describes how to search for and view correspondence sent from DUA

Introduction
uetl to the Employer account on the QUEST system.

NOTE: There are two methods of correspondence available: Email and US Mail.
You will be able to search for and view correspondence sent to your account in
QUEST, regardless of your chosen correspondence preference method. If your
preference is Email, you will receive a notification to your email address that a
correspondence is available for your review. You must login to the QUEST system
to view the correspondence.

NOTE: To set up your preference for correspondence method see the section,
Viewing or Modifying Correspondence Preference (in the Address Information
section of the Account Maintenance chapter).

NOTE: You must have Adobe Reader software installed to view the
correspondence. This software can be downloaded for free from www.adobe.com

NAVIGATING TO CORRESPONDENCE

To navigate to Correspondence, perform the following steps:

1. Log in to QUEST. Click the Correspondence link in the left pane (the link also appears on the main
pane of the Employer Home page).

Commonwealth Tuesday, JFul_v
of Massachusetts -
Change Password | Logoff

Employer Home Employer Information

Faq Ermployer Account Murnber: N Emplover MName: I

Workflow - My Inbox

Account Maintenance Employer Home

Al
CD!’T’ESDDHUEHCE 4%‘ loyer Home
. Employer Home

FaN

Reporing
Payment Information
User Maintenance EAQ Wiorldlow - MWy Inbox

Review frequently asked questions (FAQ's) for the Ul View any action items requiring your attention.
program or Ul systern.

Account Maintenance Benefit Charge Activities
Wlaintain account information including changing legal Yiew Benefit Charges by calendar vear and quar
name, mailing address, owners/officers, reporting units,  summaries, claimant detail summaries; and indiv

or reporting status. Yiew the most recent Tax Rate claimant transaction details. Additional informatic

Motice, authorize TPAs or provide information includes fiscal year summaries with tax rate by

regarding the purchase or sale of a business andfor merger-acquisition details related to bene
charges

Correspondence Employment and Yage Detail Reporting

Search for Comrespondence Submit Employment and Wage Detail Reporis
Agency and the Diepartment of Revenus Vi
Fmnloviment and YWane Renorting inf

2. The Correspondence page appears.
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SEARCHING FOR CORRESPONDENCE

Search for correspondence by performing the following steps:
1. Log in to QUEST and click Correspondence.

2. Click Search.

Employer Information
Employer Account Number: [l  Ermployer Name: IR

Correspondence

- orrespondence

3. The Correspondence Search page appears. Enter Date Range From and To dates. Click Search.

Employer Information

Employer Account Number: ([ Crployer Name: EEGEGN

Correspondence Search

Date Range From: |:| {mmiddiyasy) Tar |:| {mmiddivwy)

4. The search results appear in the Details area below the search grid. Click a Correspondence
Number to display a PDF version of the actual correspondence in Acrobat Reader.

Details
Document ID Transaction Date Form ID Description

64204 12/21/2009 Third Party Administrator
Fole Assignment
Matification - Employer

T38745 382010 Maotice of Emplover's
Unemployment Insurance
Contribution Rate

238565 112010 SubmitWage Detail 15t

- Reminder
1768718 332011 MNotice of Employer's
Unemployment Insurance

Contribution Rate
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ABOUT WORKFLOW - MY INBOX

The Workflow - My Inbox feature allows you to view and respond to

Introduction . .
Questionnaires sent to you by the DUA.

In certain cases, the DUA may choose to send you a questionnaire to seek
additional information from you. For example, if you have filed an appeal, DUA
may need additional information to process your appeal and will send you a
questionnaire.

If your correspondence method is Email, you will receive a questionnaire in your
QUEST inbox. This section of the document describes how to view and respond
to the questionnaires received on QUEST.

NAVIGATING TO WORKFLOW - MY INBOX

1. Log on to QUEST. Click the Workflow — My Inbox link in the left pane (the link also appears on the
main pane of the Employer Home page).

Commonwealth Tuesday, JF“IrI:, 1
of Massachusetts -
Change Password | Logoff

Employer Home Employer Information

Employer Account Nurnber: IS Emplover Narne: I
Workflow - My Inbox

@ Employer Home

Benefit CHarge Attivities

Correspondence Employer Home
Employer Home

Fa\

Employment and WWage Detail

Reparting

Payment Information

User Maintenance EAQ Workdlow - MM Inbox
Review frequently asked questions (FAQ's) for the U Wiew any action items requiring your attention.
program or Ul system.
Account Maintenance Benefit Charge Activities
Maintain account information including changing legal View Benefit Charges by calendar year and quarts
name, mailing address, owners/officers, reporting units,  summaries; claimant detail summaries; and indivi:
or reporting status . View the maost recent Tax Rate claimant transaction details. Additional informar
MNotice, authorize TPAs or provide information includes fiscal year summaries with tax rate b

2. The Employer Inbox page appears. Enter Received On Date From and To dates. Click Search.

Employer Information
Employer Account Number: [N Employer Name: [IEEG_N

Employer Inbox

Received On Date: From|  |(mm/ddiyyyy) To:| |

(mm/ddiyyyy)

Coon

3. The search results appear below the search grid in the Workitems area. Click the Open link for a
specific Step Name item to access the questionnaire.

Workltems
Step Name Date Created Date Assigned
Answer Questionnaire 12/172009 1:36:27 PM 12142009 1:36:27 PM
OIS Answer Questionnaire 12/172009 10:59:59 AWM 12/1/2009 10:59:59 AM
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4. The questionnaire appears. Provide your responses and click Submit. Your response will be sent to
DUA.

Questionnaire Example: Worker Status Criteria Worksheet — Fisherman.

Employer Information

Employer Account Number: [ R Employer Nerme: [

EmployerlEmployee Information
Emplover Account Number: || AR RN
Ermloyer Name: NG
Employee MNarme: [
Employee S5 (I NG

Cccupation/Cecupation in Question
Worker Status Criteria Worksheet - Fisherman

In order to assistthis Agsncy in resolving the issue of whether an employee/employer relationship exists between your company and the individual
named above, please complete the following questionnaire with regards to the services performed for the organization

This guestionnaire should be completed and returned as soon as possible. If no response is received, the dstermination will be based an statements
available

Be specific with job description of this individual and why une nployment may have been paid into another state if this individual workec in
Massachusetts

1. Describe the organization's business

2. Describe the work done by the worker

3 |5 the work done under a written agreement between the organization and the worker? O Yes O No*

3.1 Fyes, provide the terms of the written agreement

3.2 f no, provide the terms of the worlc arrangement.
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DUA
DOR
FEIN
LLC
MA
QUEST
SSN
TPA

ul

UHI

Abbreviations

Department of Unemployment Assistance
Department of Revenue

Federal Employer Identity Number

Limited Liability Company

Massachusetts

Quality Unemployment System Transformation
Social Security Number

Third Party Administrator

Unemployment Insurance

Unemployment Health Insurance
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Addendum

A. HOURS WORKED GUIDELINE

How do | report hours worked? General Rule:

1. If the Employer knows the actual number of hours worked, the Employer should report that figure.
2. If the Employer does not know the actual number of hours worked, the Employer should:

A. for full-time employees use 40 hours per week.

B. for part-time employees, Employer should estimate the number of hours.

C. for full-time plus, Employer should use 40 hours per week plus an estimate.

Overtime:

The Employer should report the number of hours actually worked for which overtime pay or compensatory
time is paid without regard for the overtime pay rate. Compensatory time should be reported when taken, not
when earned.

Fractions of hours:

If the employee’s total number of hours in a quarter results in a fractional amount, the total figure should be
rounded to the nearest whole hour. If the fraction is “1/2 hour” or more it should be rounded up to the next
whole hour, and if it's less than a 1/2 hour, it should be rounded down.

Vacation/sick/holiday pay:

The actual number of hours for which an employee receives vacation, sick or holiday pay should be reported.
Vacations, sick days and Holidays without pay should not be counted as hours worked.

On call:

Hours in which the employee is carrying a pager, or is otherwise “on call” should not be included in the “hours
worked” calculation.

Employees not paid by the hour:

These include salaried workers and those paid by commission. Also included are workers who are paid by the
mile, by piecework, by the acre, by the payload, by reductions in rent, or other non-hourly rates. When the
actual number of hours worked is available, it should be reported. In the absence of reliable figures, full-time
employees should be reported at the rate of 40 hours per week; hours worked by part-time employees and
those who work more than full-time should be estimated.

Wages paid less than once per quarter:

This will occur most often with corporate officers who are paid only once or twice a year. The Employer
should report the number of hours worked in any quarter in which no wages were paid, along with $0 wages.
Then, when wages or salaries are finally paid, only the hours worked in that specific quarter should be
reported. If the actual number of hours worked is available, it should be reported. In the absence of reliable
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figures, full-time employees should be reported at 40 hours per week; hours worked by part-time employees
and those who work more than full-time should be estimated.

Faculty members of colleges and universities (includes technical and community colleges):

If the faculty member is considered to be a full-time employee, 40 hours per week paid should be reported. If
the faculty member is considered to be part-time, an estimate of the actual hours worked should be made.

School teachers

When teachers or other staff work nine months but are paid over 12 months, their hours should be reported in
the quarters that they actually work. For part-time faculty, coaches, etc., if hours are not known, Employers
may establish an hourly rate of pay and divide that into quarterly gross wages to obtain an estimate of hours.

Volunteer Firefighters:

Employers can establish an hourly rate of pay and divide that amount into the quarterly gross wages to obtain
an estimate of hours.

B. EMPLOYMENT AND WAGE DATA SUBMISSION GUIDELINES AND
INFORMATION

This is a document available at the DUA QUEST website, providing extensive detail for processing Employment
and Wage data through the new QUEST System. This document focuses on process flows, key business rules
and changes, and provides Employers and TPAs the contact information necessary to make the necessary
preparations for change. Go to the online version of the Table of Contents of this Employer User Guide
available at www.mass.gov/uima and click on the corresponding link under addendum to access this
document.

C. ICESA FILE FORMAT SPECIFICATIONS

This is a document available at the DUA QUEST website, providing extensive detail with key information, data
definitions, and formatting instructions for generating ICESA Employment and Wage File for submission to the
Massachusetts Department of Unemployment Assistance. Go to the online version of the Table of Contents of
this Employer User Guide available at www.mass.gov/uima and click on the corresponding link under
addendum to access this document.

D. EFW2 FILE FORMAT SPECIFICATIONS

This is a document available at the DUA QUEST website, providing extensive detail with key information, data
definitions, and formatting instructions for generating EFW2 Employment and Wage File for submission to the
Massachusetts Department of Unemployment Assistance. Go to the online version of the Table of Contents of
this Employer User Guide available at www.mass.gov/uima and click on the corresponding link under
addendum to access this document.
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E. DELIMITED FILE FORMAT SPECIFICATIONS

This is a document available at the DUA QUEST website, providing extensive detail with key information, data
definitions, and formatting instructions for generating Delimited Employment and Wage File for submission to
the Massachusetts Department of Unemployment Assistance. Go to the online version of the Table of
Contents of this Employer User Guide available at www.mass.gov/uima and click on the corresponding link

under addendum to access this document.

F. WAGE DETAIL FILE UPLOAD TROUBLESHOOTING

Use these general pointers if you are having trouble uploads, or data from uploads does not seem to be
handled correctly by the system.

e <\When wage detail information seems to have imported or calculated incorrectly, many times it is

due to an incorrect employee SSN in a wage filing.

Always check for typos in SSNs first when reviewing data for problems.

For delimited file uploads, always verify that the cells in the delimited file had the right
number format. Many cells are formatted as ‘Text’ expressly to handle data (like SSNs and zip
codes) beginning with ‘0’.

e <File uploads are rejected outright if:

The Employer Account Number (EAN) is not included in the file name.

25% or more of the errors with the file are fatal errors.

G. LIST OF ERRORS DURING EMPLOYMENT AND WAGE DETAIL UPLOAD

Record: | Edit/Error Error Code

Element: Specific Message:

Scenario Line Notes/Business Rules

Description within a

File

Employer Fatal Missing error.missing.ean If a file is submitted without an employer

Account Employer account number or an invalid account number,

Number: Account Number the information for that specific set of records

Missing Account will not be accepted. All sub-records (units and

Number in wages) will be rejected. If not corrected, the

Employer or employer will be subject to the non filer penalty

TPA Submission and interest on late contribution due. If TPAs
do not have employer account numbers, the
employer must provide this to the TPA; or, the
TPA/employer must register the employer online
(Ul staff will not process data without pre-
registered, active/valid employer account
numbers.).

Employer Fatal Invalid Employer | error.invalid.ean If a file is submitted with an EAN for an

Account Number — employer and the quarter and year for the

Number: Quarter/Year Not submission is prior to the subjectivity date for

Invalid Open that employer, the information for that specific

Employer set of records will not be accepted. All sub-

Account records (units and wages) will be rejected. If

Number - not corrected, the employer will be subject to a

non-filer penalty and interest on late
contribution due. If TPAs do not have employer
account numbers, the employer must provide
this to the TPA; or, the TPA/employer must
register the employer online (Ul Staff will not
process data without pre-registered,
active/valid employer account numbers.).
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Record: | Edit/Error Error Code

Element: Specific Message:

Scenario Line Notes/Business Rules

Description within a

File

Employer Fatal Invalid Employer | error.invalid.ean If a file is submitted with an invalid account

Account Number — number, the information for that specific set of

Number: incorrect format records will not be accepted. All sub-records

Invalid (units and wages) will be rejected. If not

Employer corrected, the employer will be subject to non-

Account filer penalty and interest on late contribution

Number (this due. If TPAs do not have employer account

includes numbers, the employer must provide this to the

alphanumeric TPA; or, the TPA/employer must register the

invalidity) in employer online (Ul Staff will not process data

Employer or without pre-registered, active/valid employer

TPA Submission account numbers.).

Employer Fatal Invalid Employer | error.invalid.ean If a file is submitted with an employer account

Account Number — Does number that does not exist, the information for

Number: not Exist that specific set of records will not be accepted.

Invalid All sub-records (units and wages) will be

Employer rejected. If not corrected, the employer will be

Account subject to non-filer penalty and interest on late

Number — Does contribution due. If TPAs do not have employer

not Exist in account numbers, the employer must provide

Employer or this to the TPA; or, the TPA/employer must

TPA Submission register the employer online (Ul Staff will not
process data without pre-registered,
active/valid employer account numbers.).

Employer Fatal Invalid Employer | error.invalid.ean Based on TPA Submissions: If a file is

Account Number -— Not submitted with an employer account number for

Number: Authorized to which the TPA is not authorized to submit, the

Invalid submit for EAN information for that specific set of records will

Employer not be accepted. All sub-records (units and

Account wages) will be rejected. If not corrected, the

Number — Not employer will be subject to non-filer penalty and

Authorized to interest on late contribution due. If TPAs do not

submit for EAN have employer account numbers, the employer

for TPA must provide this to them and authorize the

submissions TPA for the ‘submit’ functional role; or, the
TPA/employer must register the employer online
(Ul staff will not process data without pre-
registered, active/valid employer account
numbers.).

TPA ID: Not Fatal Invalid TPA ID — Error.invalid.TPA.Deli The System must reject employment and wage

Authorized — Not Authorized — | nquentDebt detail submitted by TPAs on behalf of employers

TPA has TPA has if the TPA has delinquent debt of $1,000 or

Delinquent Delinquent Debt more (See use case: Establish Delinquent

Debt Debt).

TPA ID: Not Fatal Invalid TPA ID - Error.invalid.TPA.Deli The System must reject employment and wage

Authorized — Not Authorized — | nquentEmployment detail submitted by TPAs on behalf of employers

TPA has TPA has andWageReports if the TPA is delinquent in filing their

delinquent delinquent employment and wage report for two or more

employment employment and consecutive quarters.

and wage wage reports

reports
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Record: | Edit/Error Error Code

Element: Specific Message:

Scenario Line Notes/Business Rules

Description within a

File

Invalid File — Fatal Invalid File — Error.invalid.file The System will reject a file where 25% or

25% or more 25% or more greater of the total records have fatal record

record errors record errors errors.

Employer Unit | Non- Missing Unit error.missing.unitid The records will be identified as an error, but

ID: Missing Fatal Number the employer could note to "lIgnore the Errors"

Unit Identifier and proceed to "Process and Calculate for the

in TPA or online file upload process. System will assign

Employer records to the Parent. System will display error

Submission message:
Missing Reporting Unit on line {0}. If Reporting
Unit is not reported, employee data will be
processed and associated with the Parent.
For FTP the records will be identified as an error
and assigned to the Parent.

Employer Unit | Non- Invalid Unit error.invalid.unitid Invalid records are considered those that do not

ID: Invalid Fatal Number match the employer’s recorded units or include

Unit Identifier alpha characters.

in TPA or

Employer The records will be identified as an error, but

Submission the employer could note to "lIgnore the Errors"
and proceed to "Process and Calculate for the
online file upload process. System will assign
records to the Parent.
For FTP the records will be identified as an error
and assigned to the Parent.

SSN: Missing Fatal Missing Social error.missing.ssn SSN is required field. Records without a SSN

SSN in TPA or Security Number will be rejected and not included in calculations.

Employer

Submission, all

other

information

included.

SSN: Invalid Fatal Invalid Social error.invalid.ssn Invalid SSNs include alpha-submissions or

SSN in TPA or Security Number System identified invalid SSNs. These include:

Employer 123456789, 987654321, 000000000,

Submission, all 111111111, 222222222, 333333333,

other 444444444, 555555555, 666666666,

information 777777777, 888888888, 999999999, or SSNs

included. with the last four digits as 0000. Must be 9
digits. Records without a valid SSN will be
rejected and not included in calculations.

SSN: Duplicate | Fatal Duplicate Social error.duplicate.ssn Duplicate SSN within unit will be rejected and

SSN within
Unit-EAN in
TPA or
Employer
Submission, all
other
information
included.

Security Number
within Unit

not included in calculations.
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Record: | Edit/Error Error Code

Element: Specific Message:

Scenario Line Notes/Business Rules

Description within a

File

First Name: Non- Missing First error.missing.firstnam | Must be alpha. Error will be produced for each

Missing First Fatal Name e missing record, but if all other data is available,

Name, all other record will be processed

data available.

First Name: Non- Invalid First error.invalid.firstname | Must be alpha. Error will be produced for each

Invalid First Fatal Name missing record, but if all other data is available,

Name, all other record will be processed, and message, “Invalid

data available. first name on line {O}. Record contained
numeric characters. Names must be alpha. The
record will be processed and included in
calculations. Missing names may create benefit
issues for the employee.”

Last Name: Non- Missing Last error.missing.lastnam | Must be alpha. Error will be produced for each

Missing Last Fatal Name e missing record, but if all other data is available,

Name, all other record will be processed.

data available.

Last Name: Non- Invalid Last error.invalid.lastname | Must be alpha. Error will be produced for each

Invalid Last Fatal Name missing record, but if all other data is available,

Name, all other record will be processed and message, “Invalid

data available. last name on line {O}. Record contained
numeric characters. Names must be alpha. The
record will be processed and included in
calculations. Missing names may create benefit
issues for the employee.”

Last Name Non- Missing First and | error.missing.lastnam | Must be alpha. Error will be produced for each

and First Fatal Last Name e missing record, but if all other data is available,

Name: Missing error.missing.firstnam | record will be processed.

both First and e

Last Name, but

SSN is

available.

Middle Initial: | Non- Numeric Middle error.invalid.middleini | Must be alpha. Or display error message:

Invalid/Numeric | Fatal Initial tial Invalid middle initial on line {0}. Record
contained numeric characters. Names must be
alpha. The record will be processed and
included in calculations. Missing names may
create benefit issues for the employee.

Ul Gross Fatal Missing Gross error.missing.grosswa | Gross Wages must include at least a "0" and

Wages: Wages ges must be a positive numeric value. Records

Missing Records
within

Employer or
TPA
Submission.

without Gross Wages will not (can not) be
included for calculations. Employer can submit
"0" hours and "0" wages.
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Record: | Edit/Error Error Code

Element: Specific Message:

Scenario Line Notes/Business Rules

Description within a

File

Ul Gross Fatal Gross Wages error.commas.grossw | No commas will be accepted, but the decimal

Wages: Contain Commas | ages for cents will be accepted. If commas are

Records include included, for delimited files, the entire file may

comma be off-sync and could create a fatal file error.

separating For TPAs, if all other Employer records are

hundreds and correct, other records will be processed. NOTE:

thousands Need to ensure that the system does not

within move the decimal over two spaces to the

Employer or left if the decimal is given. For example

TPA 5000.00 should read as five thousand not

submission. fifty dollars.

Ul Gross Fatal Gross Wages error.invalid.grosswag | No commas will be accepted, but the decimal

Wages--: Contain Non- es for cents will be accepted. If commas are

Invalid Numeric Values included, for delimited files, the entire file may

records/non- be off-sync and could create a fatal file error.

numeric in For Employers, individual records would be

employer or rejected, but if all or most records contained

TPA this error the file would be rejected. NOTE:

submission. Need to ensure that the system does not
move the decimal over two spaces to the
left if the decimal is given. For example
5000.00 should read as five thousand not
fifty dollars.

MA Wages Fatal MA Wages error.missing.DORwit MA Wages Subject to Withholding must include

Subject to Subject to hholding wages at least a "0" and must be a positive numeric

Withholding: Withholding value. Records without MA Wages Subject to

Missing Records Missing Withholding will not (can not) be included for

within calculations

Employer or

TPA Submission

MA Wages Fatal MA Wages error.invalid.DORwith MA Wages Subject to Withholding must include

Subject to Subject to holding wages at least a "0" and must be a positive numeric

Withholding : Withholding value. Records without MA Wages Subject to

Invalid Records Invalid Withholding will not (can not) be included for

within calculations.

Employer or No commas will be accepted, but the decimal

TPA Submission for cents will be accepted. If commas are
included, for delimited files, the entire file may
be off-sync and could create a fatal file error.
For TPAs, if all other Employer records are
correct, other records will be processed. NOTE:
Need to ensure that the system does not
move the decimal over two spaces to the
left if the decimal is given. For example
5000.00 should read as five thousand not
fifty dollars.

MA Income Fatal MA Income Tax error.missing.DORAmM | MA Income Tax Amount Withheld must include

Tax Amount Amount Withheld | ount Withheld at least a "0" and must be a positive numeric

Withheld: Missing value. Records without MA Income Tax

Missing Records Amount Withheld will not (can not) be

within included for calculations

Employer or

TPA Submission

MA Income Fatal MA Income Tax error.invalid.DORAmMo | MA Income Tax Amount Withheld must include

Tax Amount
Withheld
Invalid Records
within
Employer or
TPA Submission

Amount Withheld
Invalid

unt Withheld

at least a "0" and must be a positive numeric
value. Records without MA Income Tax
Amount Withheld will not (can not) be
included for calculations

No commas will be accepted, but the decimal
for cents will be accepted. If commas are
included, for delimited files, the entire file may
be off-sync and could create a fatal file error.
For TPAs, if all other Employer records are
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Record: | Edit/Error Error Code

Element: Specific Message:

Scenario Line Notes/Business Rules

Description within a

File

correct, other records will be processed. NOTE:
Need to ensure that the system does not
move the decimal over two spaces to the
left if the decimal is given. For example
5000.00 should read as five thousand not
fifty dollars.

Hours Non- Missing Hours error.missing.hourswo | Missing hours will default to zero

Worked: Fatal Worked rked

Missing Hours

Worked within

Employer or

TPA Submission

Hours Non- Invalid Hours error.invalid.hourswor | Negative or non-numeric hours will default to

Worked: Fatal Worked ked zero.

Invalid/Non- Hours in excess of 999 will default to 999.

Numeric,

Negative,

and/or Larger

than Possible.

Officer Code: Non- Invalid Officer error.invalid.officerco Default to "No” if invalid. Error would be

Invalid Fatal Codes de produced.
If missing, system will default to “No” without
an error being produced.

Employment Fatal Missing 12th of error.missing.monthl If the field is left blank, the system will reject

(1-2-3): Month Data 2 the record and provide error message.

Missing Data

Employment Fatal Invalid/Non- error.invalid.month12 | If the field is invalid, the system will reject the

(1-2-3): Numeric 12th of record and provide error message.

Invalid - Non- Month Data

Numeric Data

Quarter/Year: | Fatal Missing quarter error.missing.quarter Quarter/year layout:

Missing and year year Delimited — yyyyq (Quarter 1 2004 = ‘20041")

quarter/year ICESA — mmyyyy (last month in the quarter
being filed and year, for example Quarter 1
2004 = ‘032004")
EFW2 - mmyyyy (last month in the quarter
being filed and year, for example Quarter 1
2004 = ‘032004)

Quarter/Year: | Fatal Invalid quarter error.invalid.quartery Quarter/year layout:

Invalid and year format ear Delimited — yyyyq (Quarter 1 2004 = ‘20041’)

quarter/year ICESA — mmyyyy (last month in the quarter
being filed and year, for example Quarter 1
2004 = ‘032004")
EFW2 - mmyyyy (last month in the quarter
being filed and year, for example Quarter 1
2004 = ‘032004’)

Quarter/Year: | Fatal Invalid quarter error.invalid.quartery If the quarter/year for the record does not

Quarter/year and year — does ear match the quarter/year selected by the

for record does not match employer for the online file upload process, the

not match quarter/year System will produce a fatal error.

quarter/year selected

select for online

file upload by

employer
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Record: | Edit/Error Error Code
Element: Specific Message:
Scenario Line Notes/Business Rules
Description within a
File
Quarter/Year: | Fatal Invalid quarter error.invalid.quartery If a record has a quarter/year <2010 and the
Quarter/year and year — prior ear filing is intended for the > Q4 2009 wage detail

for record is
prior to 2010

to 2010

process, the system will reject the record.

If a record has a quarter year > Q4 2009 and
the filing is intended for the Prior to 2010
process, the system will reject the record.

Wage records with gtr/yr prior to 2010 should
not be mixed with > Q4 2009 records.

NOTE: Prior to 2010 wage detail is

indicated by the user selecting the Prior to
2010 link. For FTP filers a separate folder
will be set up for prior to 2010 wage files.

H. ACH CREDIT APPLICATION

(See the following page.)
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THE COMMONWEALTH OF MASSACHUSETTS
EXECUTIVE OFFICE OF LABOR AND WORKFORCE DEVELOPMENT
DEPARTMENT OF UNEMPLOYMENT ASSISTANCE

REGISTRATION TO PAY DUA TAXES VIA ACH CREDIT

Company Name:

*DUA Employer Account Number:

Federal Identification Number:

Street: City: State: Zip:

**Agent/Professional Tax Preparer/Third Party? ID Number:

Contact Person:

Email:
(Please print clearly — you will only receive confirmation via email)

Phone: Fax:
Mail form to: Department of Unemployment Assistance

Attention: Employer Reports Unit, Revenue Service, 2" Floor

19 Staniford Street

Boston, MA 02114

OR
Fax form to: (617) 626-6850

Note: After submittal of this registration, if approved, you will be provided via email with the DUA mandated
ACH credit record layout and DUA bank account and routing transit numbers.

*Employers must have a DUA Employer Account Number (EAN) to apply.

**Agent/Professional Tax Preparer/Third Party computing their client’s amount owed and/or filing this form on
behalf of their clients must register with DUA Ul Online system as a TPA and receive a TPA ID number. This TPA ID
number must be included on this form as part of the registration for ACH Credit Processing. To apply for a TPA ID
number, go to: www.mass.gov/uima, and click on: Third Party Administrator (TPA) Ul Online login.

If you want to pay online, please register for Ul Online and pay via ACH Debit.
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