QUEST - Employer User Guide

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
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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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