QUEST - Employer User Guide

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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