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The purpose of this tutorial is to give instructions on registering a business in the Pennsylvania Unemployment
Compensation Management System (UCMS) and creating an Administrative User Account.
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(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 loge to the right. If you have issues with this site or inquiries on UC Tax obligations, call Employer Tax Services at B66-403-6163,
weekdays 7:30 a.m. - 4:00 p.m. Eastern Time.

> The UC Benefits System (BenMod), www.benefits.uc.pa.govy, is used by employers to respond to unemployment benefit questionnaires,
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.pa.gov and use the Password reset feature. You
will need your UCMS tax Keystone/User ID, company zip code, and cormpany phone number. I this isn't successful, you will be prompted with
the proper contact information for additional support or call 833-728-2367 option 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 Inquiry” tile at the bottom of this page

Ay Alert
Did you know you can receive email notifications whenever new Unemployment Compensation [UC) Tax correspondence is available? Don't

delay, sign up today!

To create an administrative user with PA Unemployment Compensation Tax, go to www.uctax.pa.gov and
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 ID.

@ > As an 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(-)

TEST ACCOUNT 020202020

Type of Account @

I am an Employer v

Enter your UC account number, without dash(-) Retrieve UCMS Account Number

TTITomM

| Back Clear | Continue

PA UC Tax account number can also create an Administrative User Account, but will need to complete the
Pennsylvania Online Business Tax Registration process at www.mypath.pa.gov. Failure to complete the
Pennsylvania Online Business Tax Registration for PA UC can cause an increase in employer tax rates.

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:

o If the registration is for a business providing covered employment, select the “l am an
Employer” option from the Type of Account dropdown. Enter the PA UC account
number, if issued. If no PA UC account number has been issued, select the Retrieve
UCMS Account Number link.

o If the registration is for a Third-Party Administrator (TPA) such as an accountant or
payroll service, select the “| am a Third-Party Administrator (TPA)” option from the Type
of Account dropdown. Enter the TPA number, if issued. If no TPA account number has
been issued, select the box in front of “| do not have a TPA account number.” The
purpose of this tutorial is for an employer to create an Administrative User Account, so
details of creating a TPA account will not be covered here.

After all information is entered and correct, select Continue.
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TERMS AND CONDITIONS

EMPLOYER ACCOUNT REGCISTRATION, ADMINISTRATIVE KEYSTOMNE/USER D AND PASSWORD

In order to register for a Keystone/User ID and password to access your erganization's Unemployment Compensation (UC) account information on
this site, you must agree to the following terms, conditions and certifications on behalf of the employer and yourself. If you agree with the terms,
conditions and certifications you will be deemed the administrator of the organization's UC 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 electronic transactions with the Department.
* | agree that the Department's place of business for purposes of electronic transactions will be deemed to be in Harrisburg, Pennsylvania.

> | agree that my Keystone/User |D 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 or transaction undertaken with my Keystone/User 1D and password will be attributed to me, | must
keep them secure. | will not disclose my Keystone/User ID and password to another persen, and | will not allow another person to gain access to
my Keystone/User 1D and password.

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

* | certify that | am authorized by this organization to access this organization's Unemployment Compensation account information and to act as
administrator of the account.

* | acknowledge that as 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 account.

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

* | acknowledge that false statements made to the Department are punishable pursuant to 18 Pa. C.5.A. §4904 (unsworn falsification to
authorities).

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

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

* I 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.

- CGED

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

O Multi-Factor Authentication Alert
* A3 part of our ongoing commitment to the Righest standards for data security and privacy protection, the Ofice of UC Tax Services has implemented Multi-Factar
Agthentication (MFA) for the Unemplayment (p—mp—qn":mn Managemant System {LTME)
* WAFA js & methed of authentication where the wier is asked 1o provide two independent credentials im arder to verify 1he user's idemty. For example, when & user
FULREAIRLALEE WILN LNEIT pasSward, [hey will 118 be Féquired 16 pravide & pAESCO0E TRET iE LEAT 16 IHET &bl addreds
* I you have any guestions about MFA, please contact Employer Tax Services 81 S66-403.6163 weekdays from 730 a.m. to 4:00 p.m. Eastern Time

Firsy Marme Middie Initial
| BOB
Last Name Suftix
ST »
Title Telephone Mwmber
| TESTER I TN
Emaidl Re-Enter Email
| FOLIREMAILE AHCD OO I YOL REMAILERY A0
Password

| @ The password must meet the following criteria:

1. Mini mum of B £RSTaLIEns
Re-enter Password 2 Mut cantaln eharacters fram ot last thoee of the follawing Pour
| Calego i
& UPPERCASE letiers (A-I)
B I@E .
Security QuesTion One e
& mumbers [3.9)
| What was the name of your childhood gt v & mon-giphanumenic charscters [MBSS, soc)
3. My Pt CONLAIR STy PATT of the wser's full name.
Sacurity Answer Ong A May rat be changed more than once every two days

5 Each of the Security Question Answer muast be different

o
| o Please record your passwesd. You will need i to login 1o access UCMS
Security Question Two Plgase note: Passwords must be reset every 120 days.
| What was the name of the hospital whens you were borm w

Security Answer Two

| HARRISBURG

Secufity Question Thies

what was the last name of your first-grade teacher v

Security Answer Three

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

Pleace record anddor print this information for your records. Then select Sulbbmit to abtain pour Keyttone/User 1D

Business Information

Lagal Hame

TEST ACCOUNT

Type of Account
1 am an Employer

User Infarmation

First Mame

B08

Last Hame

SMITH

Email

VOUREMAILERYAHOO COM

Tithe

TESTER

Security Infarmation

Security Question One

‘What was the name of your childhood pet

Security Question Two

What was the narme of the hospital whiene you wene Barn

Security Question Three

‘What was the last name of your first-grade teacher

FEIN

Q20202020

Acoount Murmbser

Trrran

Middie initial

Suffig

Phone Humber

mmm

Security Answer Cine

ROCKY

Security Answer Two

HARRISBLRG

Security Answer Thres

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 |D has been created.

Keystone/User ID: b-bosmi78910

©® 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 Pennsylvania Unemployment Tax account.
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Login

Keystone/User ID

b-bosmiTa910

Password

Log In

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

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

If the MFA OTP 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 "UCMS-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-bosmi78910
Enter your One-Time Passcode: [+ | [Click to View]

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

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-bosmi73910

Please select a secunity option:

) Private Computer {Authorize this computer)

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

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

Select this option if the Firm does not own the computer (public kiosk) or more than one person uses this computer or you do
not want this website to leave a thumbprint in your system that could uniquely identify this computer.

You will be prompted to select a security option. Select the appropriate option and select Submit.
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Shared Secret Questions

o authenticate your Keystone/User ID and gain access to the self-service portal, please select and answer two of the shared secret
T h ey Keyst u Dandg to tt | tand f th d
questions listed below. This authentication is needed one time only.

UC Account Number

TFIT0N

Total Gross Wages Reported on the 4th Quarter of 2025 Tax Report

Federal Employer Identification Number (FEIN)

Enter 9 MUumpers

Number of Employees Reported on the 4th Quarter of 2025 Tax Report

Last Contribution Rate Issued

Date Wages First Paid

m

M MDD Y

Street Address Zip Code

Employers with an existing PA UC account number will be asked to answer at least two of the Shared Secret
Questions to authenticate their Keystone/User ID. You will need to do this only the first time you log in with the
newly created Keystone/User ID. (NOTE: Do not confuse the Shared Secret Questions with the security
questions.)

The Total Gross Wages can be plus or minus one dollar, based on what was reported.

The FEIN should be numeric. Do not include the dash (-).

The Last Contribution Rate Issued is the most recent contribution rate issued, including revised rates.
The Street Address Zip Code only requires the first five digits.

You will have 5 attempts to enter the correct information, after which you will need to contact the Employer Tax
Services at 866-403-6163.

Select the box in front of each question that will be answered, then enter the applicable answers.

After all information is entered and correct, select Next.
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> | Department of Labor & Industry BOB SMITH TEST ACCOUN

Eftipsizaat Narra

TEST ACCOUNT | ; ) Inactive Contributory

Amaunts Due Delinquencies 3

e Venfication of Account Information B
Certifications »

Contribution Rates > Motification Preferences

Cormespondence

Chocse your natification preference

Employer Brofile
all email| contacts will receive an email notification
wihen new correspondence for the scoount is

O Send Notfications via USs Mall avaslabde, The acgouint will nat receive

@ I the Send Motification via Email option is selected,

Finarial Acthdties Send Nouficatiens via Email

R correspondence via US Mail while the natification
preference is set 1o Email. To ensure that you receive
email notrfications, add Li-UETS-LCME.
COMMUNICATIONRA. GOV &5 8 TUSTHd/EaTe BEnder

Make s Bayment

Chearterly Reporting

WOWE W OWE W N

Reimbursable Financing
Mathed

User Administration

Manage Contacts

LCMS Hiomes
UL Benefits

First Hama | bbb M Last Marms Suffin Tichs Ermail Phione Usar I Emiall Repciplsnit
Lo O

BOA SMITH o-0os

Viewing all records

Confirm Contacts

You are now logged into your Pennsylvania Unemployment Tax account.
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