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• Currently utilizing a 45+ year old COBOL 
mainframe system 

• Maintaining several silo systems for specific 
program needs 

• Expensive to maintain, inefficient, becoming 
very unreliable 
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• New UI benefit system 

• Joined with 3 other states to begin developing a new 
system 

• In June, 2013, decided to proceed alone 

• New RFP, contract signed May, 2014 

• Two-year implementation phase 

• Go-live date:  April 25, 2016 

• Phase 2: Replace the UI tax system 
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• The advantages of the new system include: 

• Integration of Charges, Claimant Response, Protests 
and Appeal Management all in one system 

• Real time quarterly UI information 

• Alternative methods for assistance from UI staff 

• Reduction and alert of overpayments 
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Getting Started Employer Charges 

Registration Claimant Verification 

Employer Features Determinations 

Employer Profiles Appeals 

Communication Tools Mass Layoffs 

Document Scan and Upload  Conclusions 
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• All your UI claimant 
responsibilities will 
be channeled 
through JOBS4TN 
ONLINE.  To access 
the site, go to 
www.Jobs4TN.gov 
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• Registration on JOBS4TN is easy!   Click the Not Registered Yet? 
link to get started.    

• After you register, you will come back to this location to enter 
your Username and Password, and then click the Sign In button. 

• Forget your Username, Password or both?   Click that link to 
retrieve it. 
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• On the next 
screen, go to 
Option 3, and 
click the 
Employer link 
to begin the 
registration 
process.  
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• Next, the system will want to know what type of employer registration 
you wish to do.  Check the box for Unemployment Services, then check a 
small box below that section for verification.  Click the Continue 
Registration button to continue. 
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• Please Note:  If you have already registered with JOBS4TN as an 
employer that posts jobs and searches for prospective candidates (AKA 
a Recruiting Employer), you will need to contact a UI staff member to 
modify your account type to include UI claim information.  It is an easy 
process, but does require initial information to make the account 
change.   
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• You can provide your FEIN and/or your UI Employer Account number.  
Either number must be typed twice for confirmation.  Click the Next 
button.  
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• If you provided 
your FEIN number, 
additional fields in 
the registration 
form pre-populate.  
Review your 
company name 
that appears.  If the 
information is 
correct, click 
Update Company 
Name. 



14 

• Next, create a unique User 
Name, following blue text 
guidelines.    

• Create a Password.   

• In case  you forget this 
information, select a 
Security Question and an 
answer you can remember. 

• Note that questions with a 
red asterisk are required.   
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• Next, provide 
contact 
information, 
including email, 
notification 
methods, and 
company 
website.   
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• The last registration question asks whether you wish to opt-in to SIDES 
(Separating Information Data Exchange System).  A link is available to 
learn more about SIDES.  
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What is SIDES? 

• Electronic tool to help employers respond to state unemployment 
insurance requests quickly, easily, and accurately. 

• Offers two options: integrated computer-to-computer SIDES interface or 
the SIDES e-response website where employers can post responses to 
information requests from state UI agencies. 

• The interface is beneficial for employers and TPAs who deal with large 
numbers of UI requests. 

• The e-response website is for employers with a limited number of UI 
claims throughout the year and only allows internet access.  
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• Congratulations!   After clicking Save, your registration is complete!  It’s 
that fast and easy!    Click Continue to begin using the many site 
features available.  
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• Here is your 
employer 
dashboard!   This is 
the screen you’ll 
see every time you 
log into JOBS4TN 
Online.  There are 
dozens of features 
available at your 
fingertips!   
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• In the center of 
the screen are 
movable widgets.  
These are links to 
popular 
employer 
features 
throughout the 
system.  
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• The movable widgets may be 
customized to appear as you 
wish.   

• The Unemployment Services 
widget includes quick access 
links to viewing and protesting 
employer charges, claimant 
separation forms, and 
completing separation notices 
alleging disqualification.  

Unemployment 
Services widget 
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• Your primary navigation tool is the  
Left Navigation Menu.   
This is available on every screen, and it 
allows you to go from one feature to 
another with ease.  

 

Employer features are divided into: 

• My Employer Workspace 

• Quick Menu 

• Other Services 
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• Your Employer Portfolio contains folders and tabs that will take you 
anywhere in the system.  Expand the links at the top to navigate from 
one location to another.  The location you are currently accessing will be 
highlighted in red.  
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• The Employer Profiles contain several folders and tabs of basic 
employer features.  The General Information Tab is where employers 
go to modify information from registration.  
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• The Locations 
Tab allows you 
to identify other 
work sites 
within your 
same profile.  
This way you 
can manage all 
locations with 
one simple log-
in! 
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• Information is 
easily entered and 
saved.   Then you 
can manage 
employee charges 
and other 
information from 
all your worksites 
together.  
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• Additional contacts can be registered with their own unique User Names 
and Passwords to access and manage your employer UI data.  
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• Internal communication between staff and employers has never been 
easier.  The new JOBS4TN site has an internal message center, where 
you receive a variety of system alerts, messages from UI staff, and other 
notifications quickly and easily.  With Outlook-like tools, it will quickly 
become a common destination when you log in.  
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• The Message Center has an Inbox, Deleted folder, Drafts folder, Junk 
folder, Sent Folder, and a Purged Folder.  
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• The new JOBS4TN allows you to upload or scan supportive 
documentation directly into the system for archival storage. The 
Documents Tab is a central storage place for all UI documents you need 
to upload.  You can View a document from the Action column on the 
right, or even delete a document. 
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• Identify characteristics of the document, like Program and Verification 
Type.  Add Document Tags, and then upload by clicking the Browse 
button.   Many different file formats are supported.  
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• A variety of 
redactions and 
annotations are 
available to hide or 
highlight sensitive 
information.  
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• Unemployment Data can be accessed from the Unemployment Files 
Profile.  Here you can review Employer Charges, Claimant information, 
Determinations, Appeals, and Mass Layoffs. 
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• You can review 
your Employer 
Charges by 
quarter.  Filter 
by Quarter, 
Claimant SSN, 
or Name.  Once 
the screen 
refreshes, the 
table will display 
Employer 
Charge 
information. 

Filter 
charge 
results 

Search 
Filter 

Results 
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• Information includes the filtered quarter, Claimant (which is a link to 
additional information), Last 4 Digits of the SSN, Employer Type, 
Employer Liability Percentage, Claimant Paid Amount, Charged Amount, 
Credited Amount, Net Charged Amount, and an Action column where 
you can file a protest.  Amounts are always rounded to the nearest cent.  
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• Click on the Claimant Name, which is a link.  This will provide additional 
employer charge details.  Keep up with claimant information here.  
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• Click the File Protest link to initiate a dispute over a quarterly charge. 
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• Simply provide the protest reason from a drop-down.   A textbox allows 
for additional description of your reason to protest charges.   
Immediately after clicking the Save button, your protest will be available 
for review by UI staff. 
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• When returning to the table, the Action column changes now to View 
Protest instead of File Protest. 



41 

• In the Claimants Tab, you can 
get a list of individuals that 
listed your company as a 
layoff employer.   

• The table includes benefit 
dates, name, last four of their 
SSN, their Weekly Benefit 
Amount, and Benefit Balance.   

• You can respond and verify 
the information provided by 
clicking Needs Response.   
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• Employers can review basic information provided by the claimant.   
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• The rest of the form allows you to respond and confirm information, 
such as start and last day worked, reason for separation, earnings, 
rehire information, any benefit payments, pension and retirement 
information, and fact-finding forms.  
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• Employer response time is critical in assisting laid off workers eligible for 
unemployment benefits.  This form makes the task easy, quick and 
efficient.  It can also create issues where the information provided by 
the worker differs from your response. 
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• This simple process will assist in expediting claim information or begin 
any issue or dispute necessary on the claim. 
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• The Determinations Tab is a 
great place to review UI 
compensation 
determinations related to 
Non-Monetary issues, 
Charges, and other claim 
information.  You can view 
the actual determination 
through the View 
Determination link.  If you 
wish to Appeal a decision, 
click the File Appeal link to 
initiate the process.  
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• Clicking the link to file an 
appeal brings you to an 
information screen.  The 
system will ask if the appeal 
needs to be backdated.  
Additional information 
includes any Witness Contacts, 
Supporting Documentation to 
Upload, and whether an 
Interpreter is necessary.   
Then, click the Finish button. 



48 

• Once you complete the simple Appeal process successfully, a response 
from the Tennessee Dept. of Labor & Workforce Development occurs, 
indicating successful completion of the Appeal.  You will then receive a 
“notice of telephone hearing” at least 10 days prior to the date of the 
hearing.   
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• The Appeals tab also provides information on an employer appeal.  A 
table at the top provides useful links.  Here you can View the Appeal 
information, View the Filing, View the Determination, and Add 
Contacts for the Appeal.  
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• The Mass Layoffs tab is a quick, easy method for employers to 
document a list of employees affected by a layoff situation.  Here you 
begin the process by creating a Mass Layoff Notice by clicking the 
button.   



52 

• First, provide the filing date 
of the layoff notice.   Then, 
enter the details pertaining 
to each employee that 
impacted by the layoff.  
Information includes the 
SSN, Date of Birth, Name, 
Email, and Address.  The 
form takes you step-by-step 
through the process.  
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• The final saved table is a list of impacted employees.   
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• You will be able to upload your mass layoff list directly into the 
Tennessee UI system database by clicking a button to create a mass 
employee list.  A prompt will appear to upload the mass layoff list.   The 
same information will prefill a data entry form.  
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• Mass Layoff Claimants 
will look no different 
from any other claim, 
except if the claim is 
without any issues, it will 
be auto-approved.  This 
will expedite 
unemployment payments 
to workers much quicker 
and more efficiently than 
ever before. 
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• Job Attached:  16 weeks (now 10) 

• All individuals must file a claim 

• All claimants must certify weekly while drawing UI 
benefits 

• Employers may submit 3 or 4 claims or 300 claims 

• Benefits of submitting:  No additional verification 
required by the employer 
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• The new JOBS4TN Unemployment System will greatly 
assist employers with accurate, updated accounting 
and streamlined features located at their fingertips.   

 

• Additional information will be provided over the next 
few weeks at: www.Jobs4TN.gov  and 
www.tn.gov/workforce  

http://www.jobs4tn.gov/
http://www.tn.gov/workforce
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