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1. Click Employer icon 
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2. Enter the search criteria 
you wish to use to locate 
the employer. You can 
search for employer by  

a. Employer phone 
number 

b. Employer name 

c. Keyword 

d. FEIN 

e. UI ID 

NOTE: When searching by 
name, change the return to both 
and search area to office. Please 
search by more than one 
method to locate the employer 
record. 

3.  Select the Search button to 
perform the search.  
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4. If the employer is not listed, 
select the Add Employer 
button   
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5. Complete the Add 
Employer pop up. 
Fields with a blue 
diamond next to them 
are required fields.  

NOTE: If you do not have 
the employer’s FEIN please 
leave blank. If you do not 
have the employer’s UI ID 
leave it blank and select an 
exemption reason  

 

6. Select Save button 
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7. Click the OK button, 
this will pop up the 
Notice #1 so it can be 
printed or e-mailed to 
the employer.  
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8. This completes the 
Minimum requirements 
for creating a worksite .  
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