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The purpose of this tutorial is to give instructions on creating an Administrative User Account and
registering a Third-Party Administrator (TPA) or Professional Employer Organization (PEO) in the
Pennsylvania Unemployment Compensation Management System (UCMS).
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New Keystone/User ID?
Forgot your Keystone/User ID?
Forgot/Change your Password?

(i) Important Information

> Did you know Employers need access to TWO DIFFERENT SYSTEMS to fully manage Unemployment Compensation (UC) matters?

* The UC Management System (UCMS] is used to report wages on a quarterly basis and manage your UC Tax obligations. Sign in at the
Keystone logo to the right. If you have issues with this site or inquiries on UC Tax obligations, call Employer Tax Services at 866-403-6163,
weekdays 7:30 a.m. - 4:00 p.m. Eastern Time.

* The UC Benefits Systemn (BenMod), www.benefits.uc.pa.gaov, is used by employers to respond to unemployment benefit guestionnaires,
request relief from charges, and review benefit payments paid to individuals associated with your account

* All employers who have access to UCMS also have a login within BenMod. The login credentials are created automatically using your UC Tax
information. To login to BenMod for the first time, users should navigate to www.benefits uc pagov and use the Password reset feature. You
will need your UCMS tax Keystone/User |D, company zip code, and company phone number. If this isn't successful, you will be prompted with
the proper contact information for additional support or call 833-728-2367 aption 1, for further assistance regarding BenMod.

Ay Alert
Do you have a question? If you are an employer or third-party administrator, we encourage you to contact the Office of UC Tax Services by
submitting your inguiry online by clicking the link in the "Submit Inguiry” tile at the bottom of this page.

A Alert
Did you know you can receive email notifications whenever new Unemployment Compensation (UC) Tax correspondence is available? Don't
delay, sign up today!

Just Four Easy Steps Why Sign Up for Email Notification?
> Login te your UC Management Systerm [UCMS) account. > Timely - electronic notifications provide real-tirme important UC
> Select Employer Profile/Profile Maintenance or Representative Tax information about your account.

o1 taintenan O g > izble _to ep=yre the ification= 3 pisced up

To create a Third Party Administrator (TPA) or Professional Employer Organization (PEQO)
administrative user with PA Unemployment Compensation Tax, go to www.uctax.pa.gov to log into
UCMS.

Select New Keystone/User ID?
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http://www.uctax.pa.gov/

Create Administrative User ID
Enter Administrative User Information

An administrative user has the ability to access and perform all functions within the self-service portal. They also have the
capability to give other users access to the portal. Please provide the user information below to create an administrative user |D.

© > Asan employer, to obtain a Keystone/User ID a UC Account Number is required. To get a UC Account Number a PA Online Tax Registration
must be completed. To complete a PA Online Business Tax Registration please go to https://mypath.pa.gov. More information on starting
a business in PA can be found at www.business.pa.gov.

* If you have already completed a PA Online Business Tax Registration, please go to UCMS Retrieve Account Page to retrieve your account
number. You will need the Legal Name used on the PA Online Business Tax Registration, Federal Employer Identification Number, and the
email address used for the preparer or authorizer on the PA Online Business Tax Registration.

* If you have any questions, please contact Employer Tax Services at 866-403-6163 weekdays from 7:30 a.m. to 4:00 p.m. Eastern Time.

Business Information
Legal Name Federal Employer Identification Number, without dash(-)
| ABC ACCOUNTING 456123789

Type of Account @

l I am a Third party Administrator (TPA) v

Enter your TPA account number
| do not have a TPA account number. (You will be
prompted to create an account after you login.)

I/ Back
-

- J

Enter the following information:
* Legal Name: This is the legal name of your business.
* FEIN: Federal Employer Identification Number, without the dash.
«  Type of Account:
« Select the “l am a Third Party Administrator (TPA)” option from the Type of Account
dropdown.
» If you do not have a TPA account number, select the box in front of “I do not have a TPA
account number.”

After all information is entered and correct, select Continue.
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TERMS AND CONDITIONS
THIRD PARTY ADMINISTRATOR (TPA) REGISTRATION, ADMINISTRATIVE KEYSTONE/USER ID AND PASSWORD

In order to register this organization as a Third Party Administrator (TPA), you must agree to the following terms, conditions and certifications on
behalf of the arganization and yourself.

* | zgree to be the administrator of the organization's TPA account.

* | agree to conduct transactions with the Department of Labor and Industry (Department) under the Unemployment Compensation Law by
electronic means.

* | agree that the laws of the Commonwealth of Pennsylvania will apply to all electrenic transactions with the Department.
™ | zgree that the Department's place of business for purposes of electronic transactions will be deemed to be in Harrisburg, Pennsylvania.

* | zgree that my Keystone/User ID and password will be my electronic signature. When my Keystone/User ID and password are used to create,
generate or send an electronic record or transaction, they will identify that record or transaction as mine.

* | agree that because an electronic record of transaction undertaken with my Keystone/User ID and password will be attributed to me, | must
keep them secure. | will not disclose my Keystone/User ID and password to another person, and | will not allow another person to gain access to
my Keystone/User ID and password.

* | acknowledge that a record or signature may not be denied legal effect or enforceakility solely because it is in electronic form.

* | acknowledge that as a TPA account administrator | may designate additional individuals to access this organization's account and conduct
electronic transactions on behalf of the organization. | certify that | am authorized by the organization to designate additional users of the TRA

account.

* | zgree that this organization accepts as its own and is responsible for all representations, misrepresentations, acts and omissions by me as
administrator of the organization's TRA account and additional users of the account, if any.

* | acknowledge that false staternents made to the Department are punishable pursuant to 18 Pa. C.5.A. 54904 (unsworn falsification to
authorities).

* | declare under the penalties of perjury that all information | am providing to register this organization as a TPA and acguire a Keystone/User ID
and password for myself are true, correct and complete.

* | acknowledge that the foregoing terms and conditions do not apply to the extent they may be inconsistent with Pennsylvania Law.

| agree to be bound by the above Terms and Conditions and understand that the terms may be changed at any time, subject to applicable law.

Review the Terms and Conditions and select the “| agree” statement checkbox, then select Continue.
If you do not agree to the Terms and Conditions, you cannot use the UCMS system.
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Enter Administrative User Information

0 Multl-Factor Authentication Alert
= A5 PaTT of ST ONEOINE COMMITAENT [0 the RgNest standards fo7 Gata Security dnd privacy protection, the Ofice of UL Tax Services has implemented Multi-Factor
Aurhenticatien (MFA] for the Unemployment Compensation Management System (UCMS).
* MFA is @ method of authentication where the user is asked to provide two independent credentials in order To verify the user's identity. For example, when a user
SUTHENTICATES With Their password, they will 3150 be requined to provide 8 passcode tNAT i S&NT o their email address.
> If you have any questions about MFA. please contact Employer Tax Services at B56-903-6163 weekdays from 7-30 a.m. 1o 4:00 p.m. Eastern Time.

First Mame Middle Inival

| roseen

Last Name Suffix

[ svmw .
Title Telephone Number

I TESTER | nm

Ematl Re-Enver Email

] Lh-UCTS-UCMS-COMMUNICATION @ PA GOV | LI UCTS-UCMS-COMMUNICATIONQRA GOV

Password

I © The password must meet the following criteria:

1. Mimimum of 8 characters
Re-eneer Password 2 Must contain characters from at least thres of the following four
| L categaries:
a. UPPERCASE letters (A-Z)
Security Question One A s
©. numbers (0-9),
I WAL wills Th nane of your childhood pet - d. non-aiphanumeric characters ([#3, etc]
3, May ot contaln any part of the user's full name

Security Answer One 4. May not be changed mare than ance every two days.
I Py 5. Each of the Security Question Answer must be different:
i Please record your password, You will need it 1o login 1o access UCMS,
Securlty Question Two Please note: Passwords must be reset every 120 days.
l What was The 135t name of your Tirst-grade 1eacher v

Security Answer Two

I MR, MATH

Security Questlon Three

I What was the name of the city where you were bom v

Security Answer Thres

| HARRISBURG

The person that registers in UCMS first is the account administrator. The administrator will have the ability
to issue additional user accounts to others within their organization.

Enter the administrator's First Name, Middle Initial, and Last Name, Suffix, if applicable, and Email
Address. Items with an orange bar on the left side of the text box are mandatory fields.

A password must be created using the criteria shown on the right-hand side of the screen. Your password
cannot contain any part of your username. Ensure that the password has been recorded.

There are 17 security questions to choose from. Select 3 questions and enter the answers.

After all information is entered and correct, select Continue.
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Review Administrative User Information
Pleate fedcord andfor print this infofmatian far Or fecords Then seledt Submit 1o oBtain your I{E,-S-'I:El."‘lE'.'L.'SE'r {[]

Business Information

Legal Name FEIN
ABC ACCOUNTING L5E12ETES
Typ of Account Account Number

| am & Third Parmy Administrator (TPA]

I do not have a TPA account number,

User Information

First Mame Middle lrnicial
ROBERT

Last Mame Suffix
SMITH

Emaill Phone Mumber
LI-UCTS-UCHS-COMMUNICATIONQPA GOV ammm

Title
TESTER

Security Information

Security Question Cne Security Answer One
Wihat was the name of your childhood pet BUSTER

Security Quéstion Two Security Answer Two
‘What was the name of the city wihere you were borm HARRISELRGC

Security Question Three Securlty Answer Threse
‘Wihat was the last name of your firsi-grade teacher MR MATH

You will see a summary of your registration information. A copy should be printed and retained for
future reference. Select Submit.
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Keystone/User ID

Success! Your Keystone/User ID has been created.

Keystone/User ID: b-robersmil

©® Record your Keystone/User ID as you will need it when logging in. Select Login to access the system.

You will see the Keystone/User ID issued to the account administrator. A copy should be printed and
retained for future reference.

Select Login to access your PA Unemployment Compensation Tax representative account.
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Login

Keystone/User ID

b-robersmil

Password

Log In

New Keystone/User ID?
Forgot your Keystone/User ID?
Forgot/Change your Password?

Enter your Keystone/User ID and password. Select Log In.
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[The MFA One-Time Passcode (OTP) will be sent from the following email address: "UCM 5-MFA@pa_gov”. If you are not receiving the MFA OTP email, first check your spam or junk folders for the email

If the MFA OTF cannot be found, you may need to contact your IT department and request the email administrator to create a bypass spam rule to allow receipt of emails from “UCM 5-MFA@pa.gov”.

Enter Your One-Time Passcode

For added security, a One-Time Passcode has been sent to your registered email address.
Username: b-robersmii

Enter your One-Time Passcode: [------

| [Click to Wiew]

You will receive an email with a One Time Passcode for verification purposes. Retrieve and enter the
one-time passcode, then select Submit.
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Security Options
Username: b-robersmil

Please select a security option:

[ Private Computer [Authorize this computer)

Select this oplion if you are the only person who uses this computer. By selecling this option, you are allowing this website to
leave a thumbprint that uniquely identifies the computer as authorized to access our web sites.

I Public or Shared Computer (Do not authorize this computer)

Select this option if the Firm does nof own the computer (public Kiesk) or more than one person uses this computer or you do
naot want this website to leave a thumbgprint in your system that could uniguely identify this computer.

You will be prompted to select a security option. Select the appropriate option and select Submit.
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Create Representative

Select the type of role for which you wish to register.

Reglster As

© Third Party Administrator (TPA)
(") Professional Employer Organization (PEQ)

Select the radio button of role of the business, Third Party Administrator (TPA) or Professional
Employer Organization (PEO). Select Submit.
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Register Representative
Registration Information (TPA)
Enter information below. This information is required for third party administrators who wish to represent employers for PA

Unemployment Compensation purposes.

Third Party Administrator Information

Legal Name Trade Name

| ABC ACCOUNTING

FEIN Organization Type

456123789 Corporation v

Address Information

Street 1 Street 2 Country

| G651 Boas Strest | United States hd
City State Zip Code Plus Four

| Harrisburg PEMMNSYLVAMNIA L4 | 1702

A\ Address needs to be verified. Verify Address

Enter the TPA/PEQ's Legal and Trade names, and Organization Type.

Enter the TPA/PEQ's address, then select Verify Address.
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You entered:
651 Boas Street
Harrisburg PA 17102

Please review the possible address(es) below. If your address requires a House Number or a Secondary Designator (APT, STE, Unit, #), enter that information. Confirm the
address by clicking the Select button.

Possible Address(es) Enter House Number/Secondary Designator (APT, STE, Unit, #) Confirm Address
street1 PO BOX 123 i :; :O)( 1: Select
651 Boas 5t o8

Harrisburg PA 17121-0725 Harrisburg PA17121-0725

street 1 i
651 Boas St select

Harrisburg PA 17121-0750

651 Boas 5t
Harrisburg PA 17121-0750

street 1 i Select
651 Boas St FI19..15 651 Boas St Fl | 9.5 651 Boas St Fl
Harrisburg PA 17121-0751 Harrisburg PA 17121-0751 Harrisburg PA 17121-0751
Street 1 i
Select
651 Boas St Rm 220 525 651 Boas 5t Rm | 220 _. 525 651 E_Ioas St Rm
Harrisburg PA 17121-0751 Harrisburg PA 17121-0751 Harrisburg PA 17121-0751
Street 1 i
Select
651 Boas St Rm 700 .. 1416 651 Boas St Rm | 700 .. 1416 651 Boas St Rm
Harrisburg PA 17121-0751 Harrisburg PA 17121-0751 Harrisburg PA 1TT121-0751
Street 1 i

651 Boas St Ste 610 Select

Harrisburg PA 17121-0751

651 Boas 5t Ste 610
Harrisburg PA 17121-0751

Enter the required information to verify your address. Then select the Select button beside the
appropriate address.
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Contact Inforration

Firsx Mame Middle Harme Last Name
OBERT EMITH
Ticle Phone Fax
TESTE T
Enter 10 Mumiers Enter 10 mbs!

As part of our ongoing commitment to the highest standards for data security and privacy protection, the Office of UC Tax Services has
implemented Multi-Factor Authentication (MFA) for the Unemployment Compensation Management System (UCMS). Please confirm or
update the email address associated with your User 1D, I you have ary questions, please contact Employer Tax Services at B66-403-6163
weekdays from 7:30 a.m. to 4:00 p.m. Eastern Time.

Multi-Facoor Authentication (MFA] is a method of authentication where the user is asked 1o provide two independent credentials in
order 1o \nﬂihr the user's idl:n.ti'l'y For example, when & user authenticates with their password, they will also be required 1o provide &
code that is sent to their emall address.

Email Re-Enter Ematil

LI-UCTS-UCMS-COMMUNICATIONGPACON -UCTS-UCMS-COMMUNICATIONGPA GO

Li-Lr L

Preferred Motlflcatlon Method

Send MNotifications via US Mall
0 Send Hotlfications via Emaill

Services Provided

Select at least one of the Services Provided

B8 Contribution Rare Information
B Delinguencles and Account DIscrepancles
B Filing Quarterly Reports & Adjustments

[u:

rd i
| .-I:- :

Enter the TPA/PEOQO's contact information and Preferred Notification Method. If you choose to be
notified via email, you will receive an email prompting you to verify your email address.

Select the Services Provided that the TPA/PEO provides for their clients.

Items with an orange bar on the left side of the text box are mandatory fields. When all information is
entered and correct, select Submit.
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{a You hewve been successhully sdded as & Thisd Party Adrministratcrs [TPA]

r Harme
COUNTING LYy,

My Home

R P Tl e Register Representative Success _E_
ALt

Cartilications 3 Your TPA denufier 3918587771

You will see your TPA/PEO Identifier and a copy should be printed and retained for future reference.

To access your account, select your identifier.

Employer Name Employer Account FEIN Status

ABC ACCOUNTING 3918487771- 45-6123789 Active

. . . TN
Representative Profile Maintenance ‘.\B/"

Summary Name(s) Addresses Contacts/Users Service Function Structure Login History

Profile Summary

Trade Name

PEO Effective Date Business Structure

Corpoeration

Mailing Address Primary Contact

PO BOX 123 ROBERT SMITH
651 BOAS ST TESTER
HARRISBURG, PENNSYLVANIA 17121 - 0725 () m-mm

County: DAUPHIN
United States

LI-UCTS-UCMS-COMMUNICATION@PA.GOV

Phone Fax Mobile

Email

Y
Edit Profile )
S/

You are now logged into your PA Unemployment TPA/PEO account.
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