QUEST - Employer User Guide

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.

61




QUEST - Employer User Guide

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.
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