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Manage your Message Center so that you can maintain your access to past communications from PAUC

What is the Unemployment Compensation (UC) Benefits System Message Center?

Your UC Benefits System Message Centeris composed of your Inbox folder and other message folders.

Why is it important for an employer to manage their Message Center?

You need to manage your Message Center so that you can maintain your access to past communications from PAUC. To ensure that old
messages will always be viewable, you need to (i) add new message folders and (i) move messages from your Inbox folderinto these new
message folders.

For context, you can only view up to 500 messages in the Inbox folder. You will be able to view new messages even after the maximum
capacity of 500 messages has beenreached, but the oldest messages will become unviewable. (For example, if the 501t message comesiin,
you will be able to open that 501t message but the very first message in your Inbox becomes unviewable. If you move the 501t message to a
new message folder, you will be able to view the first message again.)

What can this user guide teach me to do?

o« Openyourlnboxfolder « Move messages from the Inbox folder to a new message folder

o Addanew messaqge folder o« Delete messages

Get in touch with questions

« Phone: Forgeneral UC-related questions, call the UC Employer Service Centerat 833-728-2367 and select option 1. Available M-F,
8am-4pm EST. More information available at Contact Us and UC Employer Quick Guide.

o TTY:Servicesforthe Deaf and Hard of Hearing are available at 888-334-4046. Available M-F, 8am-4pm EST.

« Videophone Services: Individuals who use American Sign Language (ASL) can call 717-704-8474. Available Wednesdays 8 a.m. to
noon (EST) and Fridays noonto 4 p.m. (EST).
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https://benefits.uc.pa.gov/vosnet/Default.aspx
https://www.uc.pa.gov/pages/contact-us-uc-benefits-info.aspx
https://www.uc.pa.gov/Documents/UC-Employer-Quick-Guide.pdf
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Open your Inbox folder.

Step 1: Go to benefits.uc.pa.gov. Click Sign In/Register. Step 2: Enter your User Name and Password. Click Sign In.
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Open your Inbox folder.

Step 3: A pop-up window will appear. Click Message Center.

n bl

- @ You have 1 new or unread message .

— Message Center | Don't Show Again

[

You have 0 new applicants to review .
Manage Job Applicants | Don't Show Again

You should review your Corporate Profile to ensure all information is up to date
Corporate Profile | Don't Show Again

[ Manage Welcome Notifications ]
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If you have closed the pop-up window, follow Steps 4-6 to go to the Message Center.

Step 4: Click Mail.

SE=EN COSWMEOA®

Dasrbowd Accessibiity Madl  Documents Calendar  Profle  Home  SignOut

My Employer Dashboard
Welcome to My Employer Workspace Unknown Unknown, View you) le and Contact Information. This page introduces you to features available in the

system, lets you customize the content you are interested in, and off iggestions to you. Please make a selection from the items below.

jers’ feedback en the online services for Unemployment Compensation Benefits. Your insights will conteibute to future

To take the survey, please click here.

W Pinned Links @ Manage Pins

currently have no saved pins.

Click to go back to the Table of Content

Step 5: Click Message Center.

POSTMASTER 5/13/2024 11:49;00 AM
DISQUALIFYING SEPARATION DETERMINATION
There is an important document attached. Please review and take the appropriate

action needed,

POSTMASTER 2/6/2024 1:34:00 PM
Benefit Charge - Relief Granted

Mark all as read | Message Center | New Message Close |

T’MV'W“ @ e a ‘i [l e) ﬁ [’

s dst P

My Employer Dashboard
Welcame to My Employer Workspace Unknown Unknown, View your Profile and Contact Information. This page intraduces you to features available in the

system, lets you customize the content you are interested in, and offers suggestions to you, Please make a selection from the items below.

Directory of Services

w Employer News and Announcements
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Step 6: Scrolldown to see the Inbox folder.

Q C

|

- Reply @ Delete @B Move &= Print

POSTMASTER MM/DD/YYYY HH:MM:SS AM/PM

To: [Employer Name] - [Contact Name]
Notice of Sides Separation

There is an important document attached. Please review and
take the appropriate action needed.

® POSTMASTER MM/DD/YYYY HH:MM:SS AM/PM

To: [Employer Name] — [User Name]
Request For Relief From Charges

There is an important document attached. Please
review and take the appropriate action needed.

|E||Z| 2 [»|»] Pagesize: |5 [v] | 8items in 2 pages

Y select Al a Read % Unread @@ Move M Delete

Select multiple messages by holding down
control key and clicking message.

Click to go back to the Table of Contents

Date: [Month, Date, YYYY HH:MM:SS AM/PM]
From: POSTMASTER
To: [Employer Name] — [Contact Name]

Subject: Notice of Sides Separation

Attachments:

NoticeofSidesSeparation [CLAIMANT NAME]-
0000YYYYMMDDOO000.pdf

There is an important document attached.
Please review and take the appropriate action
needed.
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Add a new message folder

Step 1: From your Inbox folder, click New.

+
New
Message

Q c

|

A Reply @ Delete @B Move &= Print

POSTMASTER MM/DD/YYYY HH:MM:SS AM/PM

To: [Employer Name] — [Contact Name]
Notice of Sides Separation

There is an important document attached. Please review and
take the appropriate action needed.

® POSTMASTER MM/DD/YYYY HH:MM:SS AM/PM

To: [Employer Name] - [User Name]
Request For Relief From Charges

There is an important document attached. Please
review and take the appropriate action needed.

|E||I| 2 [»][»] Pagesize: |5 [¥] |8itemsin 2 pages

Y Select All Q Read % Unread (BB Move T Delete

Select multiple messages by holding down
control key and clicking message.

Click to go back to the Table of Contents

Date: [Month, Date, YYYY HH:MM:SS AM/PM]
From: POSTMASTER
To: [Employer Name] — [Contact Name]

Subject: Notice of Sides Separation

Attachments:

NoticeofSidesSeparation [CLAIMANT NAME]-
0000YYYYMMDDO000O0.pdf

There is an important document attached.
Please review and take the appropriate action
needed.
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Step 2: Type New Folder Name and click OK.

- Reply @ Delete @ Move &= Print

POSTMASTER MM/DD/YYYY HH:MM:SS AM/PM Date: [Month, Date, YYYY HH:MM:SS AM/PM]

ontact Name]

There is ani NeW FOIder eparation
take the apy

® posT ;
g, New Folder Name... [CLAIMANT NAME]
[+ H

Requ

ument attached.

The:re 2 appropriate action
. Cancel
2

\‘// Select All Read B Unread = Move W Delete

Select multiple messages by holding down
control key and clicking message.
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Delete a message folder

Folders can no longer be deleted.

Click to go back to the Table of Contents Last Updated June 27, 2024
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Move messages from the Inbox folder to a new message folder

Step 1: Select the message and click |l Move.

Click to go back to the Table of Contents

POSTMASTER MM/DDAYYY HH:MM:SS AMPM

To: [Employer Mame] = [Contact Mame]
Motice of Sides Separation

There is an important document attached. Please review and
take the appropriate action needed

® POSTMASTER MM/DD/YYYY HH:MM:55 AM/PM

To: [Employer Name] - [User Name]
Request For Relief From Charges

There is an important document attached. Please

review and take the appropriate action needed,

[»][+] Pagesize: |5 [¥] | 8itemsin 2 pages

m Delete

;‘:"' Select Al a flead B Unread l! Mowe

- Reply @ Delete @B Move & Print

Date: [Month, Date, YYYY
From: POSTMASTER
To: [Employer Name] - [Co

w55 AM/PM]

t Name]
Subject: Notice of Sides Separation
Attachments:

MoticeofSidesSeparation [CLAIMANT NAME]-
0000YYYYMMDDO00O0.pdf

There is an important document attached.
Please review and take the appropriate action
needed.
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Step 2: Select the destination folder from the drop-down list.

Move To Folder

Deleted v

- Mew Folder Name...

Junk

[ (.
W

Step 3: Click OK.

Move To Folder

SIDES

=X

Last Updated June 27, 2024
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Filter messages

Messages can no longer be filtered.

Click to go back to the Table of Contents Last Updated June 27, 2024
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Delete messages

Step 1: OpenyourInboxfolder.

)
Q e ™ Reply W@ Delete @B Move &= Print

POSTMASTER MM/DD/YYYY HH:MM:SS AM/PM Date: [Month, Date, YYYY HH:MM:SS AM/PM]
To: [Employer Name] - [Contact Name] From: POSTMASTER
Notice of Sides Separation To: [Employer Name] — [Contact Name]

There is an important document attached. Please review and Subject: Notice of Sides Separation

take the appropriate action needed.
Attachments:

® POSTMASTER  MM/DD/YYYY HH:MM:SS AM/PM NoticeofSidesSeparation [CLAIMANT NAME]-
To: [Employer Name] - [User Name] D000YYYY M MDDO000.pdf
Request For Relief From Charges

There is an important document attached.

There is an important document attached. Please Please review and take the appropriate action
review and take the appropriate action needed. needed

2 [*][=] Pagesize: |5 [r] 8itemsin 2 pages

3 Select All @ Read i Unread (B pniove @ Delete

Select multiple messages by holding down
control key and clicking message.

Last Updated June 27, 2024
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Delete messages

Step 2: Click the desired message. Step 3: Clickm Delete.

* Reply @ Delete B niove B Print
Dratbe: [Month, Date, Y¥YY HH
From: POSTMASTER
To: [Employer Mams)

RALESS SRR

[Contact Namae
Subject: Notice of Sides Separation
Attachmaents:

MotsealSidesSeparation [CLAIMANT NAKE]-
CHOOOYYY YA PAD D00, pof

* POITMASTIR MMOOYYEY HHMM-SS AMTM

To: [Employer Mame] - [User Hams]
Requeit For Relief Fram Changes

* POSTMASTER

To: [Lmployes Mama] - [User Hamae]
Eequest For Belief From Charges

MBDOSYYYY HHMMSS AMPM

There is an important document attached
n important document sttached. Ple Please review and take the appropriate action
ke the appropriste sction needed

needed

Page size |5
T T = - o

Select multiple messages by holding down
control key and clicking message.

Select multiple messages by holding down
contrel key and clicking message.

Click to go back to the Table of Contents

|

® Reply @ Delete BB rove  Prin

Date: [Manth, [
From: POSTMAS
Ta: [Ermployed M.

WYY HHMAMSS AN PR

[Contact Marme]

det Separation

Subject: Maotice
ttachments:
HoticeofSidesSeparation [CLAIMANT WAME]
OO0V YYIMMDDO000 palf

Thisr iz am im| W dooumient attached
Please review and take the appropriate action

riEeded
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