New Functionality for
Ul Benefit TPAs

SIDES Management

TPAs can now manage SIDES enrollment in e-Services.

For TPAs:

e Loginto e-Services.

e Fromthe logged in e-Services homepage, click the Accountant Center link in the upper
right-hand corner.

o Viewthe ‘Third Party’ Details panel.

e C(Clickthe Manage SIDES Enrollment link.

e Clickthe Register button to enroll.

For Clients / Employers

e Loginto e-Services.

From the logged in e-Services homepage (on the Summary tab), click the desired client
account.

View the ‘Employer Information’ panel.

Click the Employer Services link.

Click the Additional Services tab.

In the ‘Ul Tax Account Maintenance’ section, click the SIDES link to enroll, view and
manage SIDES enrollment.

Managing Clients

TPAs can add, modify and remove access to their clients in e-Services.

Note: POA forms are no longer needed to obtain access to an employer

Clients Registered with TN

To establish a connection with a business that is already registered with the state of TN for
unemployment:

e Loginto e-Services.

e From the logged in e-Services homepage, click the Accountant Center link in the upper
right-hand corner.

e Viewthe ‘Client Information’ panel.
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o Clickthe Manage Clients link. The ‘TPA Client Access Management’ page will display.
o To modify or remove access to current clients:

= (Click the Edit row icon (pencil) to modify or remove access to a client. Then

click the OK button.
=  Whenyou are done, click the Next button on the bottom of the webpage.
o To add anew client, click the Add Client link. The ‘Manage Clients’ window will
display.
= Select the type of client you are requesting access to.
= (Click the Search Client button. The Search window will display.
= Search for a customer by Name or ID. Then click the Search button.
= View the ‘Results’ panel to verify the account. Then click the OK button.
= Select the Access Type(s).
= Verify Client Information with their FEIN or SSN and Employer
Account Number.
= (Click the Add button on the bottom of the webpage.
= Whenyou are done, click the Next button on the bottom of the webpage.
e Review the information displayed. Then click the Submit button on the bottom of the
webpage.

Clients not Registered with TN

To establish a connection with a business that has not registered with the state of TN for
unemployment:

e Loginto e-Services.

e Fromthe logged in e-Services homepage, click the Accountant Center link in the upper
right-hand corner.

e Viewthe ‘Client Information’ panel.

o Clickthe Register Client Ul Tax Account link and complete the online application.
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