QUEST - Employer User Guide

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.
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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?]




QUEST - Employer User Guide

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.
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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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