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

 
Select New Keystone/User ID? 

 
 

http://www.uctax.pa.gov/
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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 “I 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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Review the Terms and Conditions and select the “I 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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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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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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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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Enter your Keystone/User ID and password. Select Log In. 
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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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You will be prompted to select a security option. Select the appropriate option and select Submit. 
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Select the radio button of role of the business, Third Party Administrator (TPA) or Professional 
Employer Organization (PEO). Select Submit. 
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Enter the TPA/PEO's Legal and Trade names, and Organization Type. 
 
Enter the TPA/PEO's address, then select Verify Address. 
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Enter the required information to verify your address. Then select the Select button beside the 
appropriate address. 
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Enter the TPA/PEO'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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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. 
 
 

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


