
 

Employer Query 
This desk aid will cover how to locate an employer within the Toolbox Database 
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1. Click Employers icon 
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2. Enter Search Criteria 

a. Phone Number-Searches 
based off a contact’s phone 
number. 

b. Employer Name-Searches 
for name of the employer. 
Best to use only part of the 
employer name 

c. Key Words-Searches 
employer sites using a key 
word  

d. FEIN-Searches for the 
employers Federal Employer 
Identification Number 

e. UI ID-Searches for the 
employers Missouri 
Unemployment ID Number 
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3. Return-Used when searching by 
Employer Name 

a. Legal-Searches legal name field 

b. Worksite-Searches worksite name 
field 

c. Both-Searches both legal and 
worksite name field. When 
performing a search by name this is 
the preferred setting. 

4. Search Area-Defines the area to search 
using your entered criteria 

a. Office-Searches employers within 
the database assigned to your office 

b. Statewide-Searches all employers 
in the database 

c. Region-Searches employers within 
the database located within a 
specific region 
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Name Search 

 

Search Criteria- Employer name 
entered and both selected for return 

 

 

 

 

5. Click Search button 
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6. Search Results 
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Phone Number Search 

 

Search Criteria- Phone Number 

 

 

 

 

7. Click Search button 
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8. Search Results-Notice Toolbox 
returned any employer with the 
entered phone number regardless of 
assigned office and name of 
employer.  
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FEIN Search 

 

Search Criteria- FEIN Number 

 

 

 

 

9. Click Search button 
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10. Search Results-Notice Toolbox 
returned any employer with the 
entered FEIN number regardless of 
assigned office and name of 
employer.  
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UI ID Search 

 

Search Criteria- UI ID Number 

 

 

 

 

11. Click Search button 
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12. Search Results-Notice Toolbox 
returned any employer with the 
entered UI ID number regardless of 
assigned office and name of 
employer.  
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