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Introduction

The purpose of this document is to provide guidance to users on basic navigation of DOL
applications such as the Online Forms application and accessing Two Way Communication
inbox.
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Accessing the Online Forms Application

Since the application is secured, a login will be required to access any functionality within the
system.

Employers: via Labor Online Services

1. Cut and past the web link https://labor.ny.gov/ui/Authentication/index.shtm in a
Google Chrome browser window. This is the screen you should see.
2. Click SignIn

Services News Government Local

Depal’ll‘nel‘lt of Labor Services Unemployment Insurance Find a Job Manage Your Workforce Laws and Regulations Government and Research

Q Search

Other Information

Home » Unemployment Insurance » Online Services for Employers

Employer Overview Online Services for Employers

Registering for

@ Important Notice: The New York State Department of Taxation and Finance has mandated the electronicfiling of the
Unemployment Insurance

Quarterly Combined Withholding Tax, Wage Reporting and Unemployment Insurance Return, form NYS-45. You must

Unemployment Insurance Online electronically file and pay your NYS-45 retum. Filers of paper retums may be subject to penalties and delays in processing.
Services See the information about electronic filing below.
Online Services Overview Employers or their Representative Filing Agents must use a NY.GOV ID and sign in through this web page to access their

Employer Information page. This protects your identity and provides you with improved Web services. If you already have
Online Services Frequently Asked a Department of Taxation and Finance (DTF) Online Services (OLS) account, you do not need to create a new NY.GOV ID

C L I C K Questions with us. See below - "How do | upgrade my DTF OLS Account?"

Terms And Conditions

nical Support Solutions Features:

Online Filing « View your Unemployment Insurance Employer Information Page

« Apply for Shared Work - see the information below
UI State Information Dats

Exchange (SIDES) = - « Enrollin SIDES E-Response lo respond electronically to requesis for
unemployment insurance information
Interest « File a NVS 45, Quarterly Gombined Withholding, Wage Reporting and
Surcharge u Insurance Retum
Quarterly Reporting If you do not have a NY.GOV Account « Upload a Wage Reporting File

(O DS « File a NYS-1, Refurn of Tax Withheld
Unemployment Insurance Rate
« Report a Change of Address online

Information
« Assign an Online Services Filing Representative
Frequently Requested Need assistance? Call 1-800-833-3000 + Create an Account o Provide Filing Agent Services
Information Monday — Friday, 8:30 am — 4:30 pm)
OR Get Ul Rate Qniy
Unemployment

Insurance Law
The Shared Work Program Mandated Electronic Filing

There are three methods to electronically file your NYS-45 information
Forms and Publications

= Web File - You can file your quarterly refurn information and make payments using the Web File application

ContactUs Leam more about Web File
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https://labor.ny.gov/ui/Authentication/index.shtm

3. Enter your username and your ny.gov password

4. Click Sign In

Services Nows Government Local

v &i‘ ., 4\1\ NY.gov Online Services
M\ S

P ste g sher e ading the Accept sbie ee Pubcy below

0L e estrynd 2 o

4 NY.govID

Urervarme

tnername o § ‘

Pasvmors

s

Forget yowe LBRIDAME o Pdsmaoed *
el xnatiacy

AL Aamirse A Skl el

ACCEFTASLE USE POLICY FOR USERS OF NY gov

v 9% 002 BT ITeNRn 2 BRBTOT 30 Bty
Vet PRnccuing DGEiZetett SRgTy A0 e BESCHION A

1
NEW
YORK
SIATE
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5. After a successful log in, you will see the screen below

Employer informati

CURRENT SESSION
Unemployment Insurance

Currently Logged In As: EI The New York State
Tester-QMC Department of Taxation
YELLOWSTONE and Finance has
601103393 mandated the electronic
5055209 filing of the Quarterly
: ; ; Tax, Wage Reporting
L4 MYM » A_dd&lf/wpl_oﬂ and Unemployment
View My Messages B Add/Remove Master Administrator Insurance Return, form
NYS 45 : NYS-45 for returns due
Wage Reporting Upload on or after April 30,
NYS-1 Coupon 2015.

Report a Change of Address B3 Shared Work

Representative Access Manage My Account

® Add/Revoke Representative Power of ®» Edit My Personal Information

Attorney ®» Change My Password
® Disable online account
® Lock online account

NEW
YORK
STATE
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6. From this Screen Click View My Ul Information

P rtment of Labo loyer information FAQs Logout

CURRENT SESSION News

Unemployment Insurance

Currently Logged In As: The New York State

Tester-QMC Department of Taxation
YELLOWSTONE and Finance has
601103399 mandated the electronic
5055209 filing of the Quarterly
Role: Master Administrator Perform Work For My Company Combined Withholding
3 . ~ Tax, Wage Reporting

® View My Ul Information ® Add/Edit/Remove Employee and Unemployment

® View My Messages » Add/Remove Master Administrator Insurance Return, form

» NYS45 : NYS-45 for returns due

® Wage Reporting Upload on or after April 30,

B NYS-1 Coupon 2015.

® Report a Change of Address Shared Work

Representative Access Manage My Account

® Add/Revoke Representative Power of ® Edit My Personal Information

Attorney ® Change My Password
® Disable online account
® Lock online account

NEW
YORK
STATE
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Contact Information
Additional UI Rate
Information
1A318.12-Experience
Rating Brochure

Messages

Form IA15 Change of
Business Information
Department of Labor
Online Forms

ion

Agencies

New York State Department of Labor

Unemployment Insurance Employer Information

The Employer Information screen will be displayed

Services News Government Local

4New YORK STATE 7
D o ek

Employer Summary

Employer Summary

Employer Registration Number: 50-55209 7
Legal Name: YELLOWSTONE

YELLOWSTONE
60-1103399

Legal Name:
FEIN:
Trade Name:

Liability Date: 2Q 2012
Inactivation Date:
Account Status: Active

Business Entity

Employer Type: Limited Liability Corporation
Current UI Rate
Rate Year:

UI Rate:

2017

1.325 % Use this rate to calculate the amount to enter on line 4 of the
NYS-45 Quarterly Combined Withholding, Wage Reporting and

Unemployment Insurance Return.

Use this rate to calculate the amount to enter on line 5 of the
NYS-45 Quarterly Combined Withholding, Wage Reporting and
Unemployment Insurance Return.

Re-Employment Service 0.075 %
Fund (RSF):

Effective Date: 01/01/2017

Account Information

Total Outstanding $ 14.16

Liabilities:

Click on the amount to view liability details and payment instructions

UI Amounts Due With $14.16

Interest To Date:

App Directory Counties Events Programs

Services
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8. Click Department of Labor Online Forms

Services News Government Local

New York State Department of Labor 4{NEW YORK STATE :"' :"
Unemployment Insurance Employer Information
Vér;BICTerVSummary
UI Rate History
Benefit Charges

Address/Telephone Employer Summary
Number

Helpful i Employer Registration Number: 50-55209 7

Legal Name: YELLOWSTONE
Department of Labor
Contact Information nawe _______________________________|

Employer Summary

Legal Name: YELLOWSTONE
= FEIN: 60-1103399
IA318.12-Experience
Rating Brochure Trade Name:
Messages
Liability Date: 2Q 2012
Form IA15 Change of Inactivation Date:

Business Information

Account Status: Active
Department of Labor
Online Fo Business Entity

Employer Type: Limited Liability Corporation

Current UI Rate

Rate Year: 2017

UI Rate: 1.325 % Use this rate to calculate the amount to enter on line 4 of the
NYS-45 Quarterly Combined Withholding, Wage Reporting and
Unemployment Insurance Return.

Re-Employment Service 0.075 % Use this rate to calculate the amount to enter on line 5 of the

Fund (RSF): NYS-45 Quarterly Combined Withholding, Wage Reporting and
Unemployment Insurance Return.

Effective Date: 01/01/2017

Account Information

Total Outstanding $ 14.16

Liabilities:

Click on the amount to view liability details and payment instructions

UI Amounts Due With $14.16
Interest To Date:

Agencies App Directory Counties Events Programs

YoRic i
o Services
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9. The My Online Forms screen will be displayed

Department of Labor Messages & YELLOWSTONE (8 Traducir @ Sign Out

Employer Summary > Online Forms

My Online Forms

* Most online forms will be automatically assigned to you
« To add an Online Form that is not automatically assigned to you C

Form Name

Work Opportunity Tax Credit Forms 8850 & 9061

Form Name

Work Opportunity Tax Credit Forms 8850 & 9061
Work Opportunity Tax Credit Forms 8850 & 9061
Work Opportunity Tax Credit Forms 8850 & 9061
Work Opportunity Tax Credit Forms 8850 & 9061
Work Opportunity Tax Credit Forms 8850 & 9061
Work Opportunity Tax Credit Forms 8850 & 9061
Work Opportunity Tax Credit Forms 8850 & 9061
Work Opportunity Tax Credit Forms 8850 & 9061

Form Name

No data available in table

Instructions

Pending Forms

Completed Forms

Cancelled Forms

Assigned Date
Mar 21, 2017 9:48 AM

Submitted Date

Mar 20, 2017 11:39 AM
Mar 20, 2017 11:32 AM
Mar 20, 2017 11:04 AM
Mar 20, 2017 10:56 AM
Mar 20, 2017 10:50 AM
Mar 20, 2017 10:43 AM
Mar 20, 2017 10:31 AM
Mar 20, 2017 10:26 AM

Action

Action

Cancelled Date
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Add New Form

1. To add a new form, click the link in the instructions section on the My Online Forms
page

Department of Labor Messages & YELLOWSTONE (@ Traducir @ Sign Out

Employer Summary > Online Forms

My Online Forms

Instructions

* Most online forms will be automatically assigned to you
* To add an Online Form that is not automatically assigned to yq

Pending Forms
Form Name Assigned Date Action

Work Opportunity Tax Credit Forms 8850 & 9061 Mar 21, 2017 9:48 AM

Completed Forms

Form Name Submitted Date Action
Work Opportunity Tax Credit Forms 8850 & 9061 Mar 20, 2017 11:39 AM
Work Opportunity Tax Credit Forms 8850 & 9061 Mar 20, 2017 11:32 AM
Work Opportunity Tax Credit Forms 8850 & 9061 Mar 20, 2017 11:04 AM
Work Opportunity Tax Credit Forms 8850 & 9061 Mar 20, 2017 10:56 AM
Work Opportunity Tax Credit Forms 8850 & 9061 Mar 20, 2017 10:50 AM
Work Opportunity Tax Credit Forms 8850 & 9061 Mar 20, 2017 10:43 AM
Work Opportunity Tax Credit Forms 8850 & 9061 Mar 20, 2017 10:31 AM
Work Opportunity Tax Credit Forms 8850 & 9061 Mar 20, 2017 10:26 AM

Cancelled Forms

Form Name Cancelled Date

No data available in table
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2. The Forms Available For Filing screen will be displayed

(_‘ Services News Government Local

Department of Labor &% Messages & YELLOWSTONE (i Traducir  ( Sign Out

Employer Summary » Online Forms

Forms Available For Filling

Employer Forms

Select Form Name

Work Opportunity Tax Credit Forms 8850 & 9061

Back +* Add Online Forms

Agencies App Directory Counties Events Programs

Services
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3. Select the form to be added, then click Add Online Forms

./_‘ Services News Government Local

Department of Labor &% Messages & YELLOWSTONE @ Traducir  ( Sign Out

Employer Summary » Online Forms CLICK

Select

Forms Available For Filling

Employer Forms

elect Form Name

Work Opportunity Tax Credit Forms 8850 & 9061

Back | +* Add Online Forms |

Agencies App Directory Counties Events Programs

Services
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Accessing the Two Way Communication
Application

Since the application is secured, a login will be required to access any functionality within the
system.

Employers: via Labor Online Services

1. Cut and past the web link https://labor.ny.gov/ui/Authentication/index.shtm in a
Google Chrome browser window. This is the screen you should see.
2. Click SignIn

Services News Government Local Qsearch

Services Unemployment Insur: Find a Job Manage Your Workforce Laws and Regulations Government and Research Other Information

Home » Unemployment Insurance » Online Services for Employers

Employer Overview Online Services for Employers
Registering for @ Important Notice: The New York State Department of Taxation and Finance has mandated the electronic filing of the

Unemployment Insurance Quarterty Combined Withholding Tax, Wage Reporting and Unemployment Insurance Retum, form NYS-45. You must

Unemployment Insurance Online electronically file and pay your NYS-45 return. Filers of paper returns may be subject to penalties and delays in processing,
Services See the information about electronic filing below.
Online Services Overview Employers or their Representative Filing Agents must use a NY.GOV ID and sign in through this web page to access their

Employer Information page. This protects your identity and provides you with improved Web services. If you already have
Online Servicss Frequently Asked a Department of Taxation and Finance (DTF) Online Services (OLS) account, you do not need to create a new NY.GOV ID

( L I { K Questions with us. See below -*How de | upgrade my DTF OLS Account?'

Jerms And Conditions

upport Solutions Features:
4{ NY.GOV ID

Online Filing Optio « View your Unemployment Insurance Employer Information Page

Apply for Shared Work - see the information belowr
UI State Information Data

Exchange (SIDES) T TTTCOTTD « Enrollin SIDES E-Response to respond electronically to requests for
. unemployment insurance information
Sign In
Interest « File a NYS 45, Quarterly Combined Withholding, Wage Reporting and
Assessment Surcharge U Insurance Return

If you de not have a NY.GOV

Quarterly Reporting ccount « Upload a Wage Reporting File

(T LTI « File a NYS-1, Retum of Tax Witnheld
Unemployment Insurance Rate

Report a Change of Address online

Information
= Assign an Online Services Filing Representative
Frequently Requested Need assistance? Call 1-800-833-3000 « Create an Account to Frovide Filing Agent Services
Information (Monday — Friday, 8:30 am — 4:30 pm}
OR Get Ul Rale Only
Unemployment

Insurance Law
The Shared Work Program Mandated Electronic Filing:

. There are thiee methods to electronically file your NYS-45 information
Forms and Publications

- Web File — You can file your quarter
Leam more about Web File

retum informatien and make payments using the \Web File application
Contact Us
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https://labor.ny.gov/ui/Authentication/index.shtm

3. Enter your username and your ny.gov password

4, Click Sign In

¢ vew

Services Nows Government Local

v &i‘ ,_ 4\1\ NY.gov Online Services
M\

P ste g sher e ading the Accept sbie ee Pubcy below
Yook o esteynd xe o gl Tty ol

4 NY.gov ID

o))

Forget yowe LBRIDAME o Pdsmaoed *
Lml xastacy

AL Aanairse 3 Carkal it

ACCEPTASLE USE POLICY FOR USERS OF NY gov

1

NEW
YORK
SIATE
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5. After a successful log in, you will see the screen below

Department Employer informati

CURRENT SESSION
Unemployment Insurance

Currently Logged In As: g EI The New York State
Tester-QMC Department of Taxation
YELLOWSTONE and Finance has
601103399 mandated the electronic
5055209 filing of the Quarterly

Role: Master Administrator Perform Work For My Company Manage Employees Combined Withholding

; : : Tax, Wage Reporting
B» View My Ul Information ® Add/Edit/Remove Employee and Unemployment
View My Messages ®» Add/Remove Master Administrator Insurance Return. form
NYS 45 : NYS-45 for returns due
Wage Reporting Upload on or after April 30,
NYS-1 Coupon 2015.
Report a Change of Address B3 Shared Work

Representative Access Manage My Account

® Add/Revoke Representative Power of ® Edit My Personal Information

Attorney ® Change My Password
® Disable online account
B Lock online account

NEW
YORK
STATE
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6. From this Screen Click View My Messages

Dep rtment of Labo Employer information | FAQs

CURRENT SESSION
Unemployment Insurance
K3 The New York State
Department of Taxation
and Finance has

Currently Logged In As:
Tester-QMC
YELLOWSTONE

601103399 mandated the electronic
5055209 filing of the Quarterly
7 5 - Tax, Wage Reporting
ation ® Add/Edit/Remove Employee and Unemployment

ey M pform
View My Messages ®» Add/Remove Master Administrator Insurance Return, form

| AT ] NYS-45 for returns due
®» Wage Reporting Upload on or after April 30

B» NYS-1 Coupon 2015. :

® Report a Change of Address B Shared Work

Representative Access Manage My Account

® Add/Revoke Representative Power of ®» Edit My Personal Information

Attorney ®» Change My Password
® Disable online account
® Lock online account

NEW
YORK
STATE
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7. The Message Inbox screen will be displayed

QMC Tester Translate
i NEW YORK
smiEoE Department  gacyre Message Center

of Labor

Home » Secure Message Center» Message Inbox

= Message Inbox

Select Date Range * &

10/06/2016 = |o4r04/2017 = A
Search

@ Delete
! ¥ &% Subject % Regarding % From % Date
MNo Messages available

Showing 0 to 0 of 0 records
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Navigation to the Two Way Communication
Application and Online Forms Application

Navigating from Online forms to Two Way Communication

1. Click the Messages icon at the top of the My Online Forms page

CLICK

A Services  News  Government  Local

Depaﬂment of Labor ®Messages &  (BTraducir  ® Sign Out

|
i Employer Summary » Online Forms
|

My Online Forms

Instructions v

* Most online forms will be automatically assigned to you
* To add an Online Form that is not automatically assigned to you CLICK HERE

Pending Forms

Form Name Assigned Date Due Date Action
Work Opportunity Tax Credit Forms 8850 & 9061 Jul 07,2017 11:24 AM

Work Opportunity Tax Credit Forms 8850 & 9061 Jun 26, 2017 8:55 AM

Work Opportunity Tax Credit Forms 8850 & 9061 Jun 21,2017 223 PM

Completed Forms

Form Name Submitted Date Action

No data available in table

Cancelled Forms

Form Name Cancelled Date

No data available in table
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2. The Message Inbox screen will be displayed

Setvices News Government Local

TestBMACne TWC  Translate

NEWYORK | Department
B | of tabor | Secure Message Center

Home » Secure Message Center » Message Inbox

= Message Inbox

Select Date Range * @

037222017 7] |ogerz017 B |

Search
[-4 Compose New @ Delete
! & #% Subject & Regarding & From & Date -
I & | Entiflement fact finding / unreported eamings = DBTwo SHENANDOAH Depariment of Labor  08/24/2017 11:04 AM
I Employer hearing request SHENANDOAH Department of Labor ~ 08/08/2017 08:51 AM

Benefit Fact Finding for cash wage, EUC lookback, banking, and
[ . e Bk - SHENANDOAH Department of Labor | 07121/2017 08:07 AM
other cases > test

Navigational Issues SHENANDOAH Depariment of Labor  07/21/2017 08:06 AM
Employer Plan Applications > new test SHENANDOAH Department of Labor = 07/21/2017 08:05 AM
Whatis a v T e ikt Y
,.ha‘ i @ voluntary coniribution and How would it affect my tax SHENANDOAH Department of Labor | 0712172017 08:05 AM
! Enfitiement fact finding / unreported eamings = ERNST720-1 SHENANDOAH Department of Labor | 07/20/2017 05:05 PM

Shared Work Certifications SHENANDOAH Department of Labor  07/20/2017 11:16 AM
What is a voluntary contribution and How would it affiect my tax
—E S IO AT shenanDoaH Department of Labor | 0712012017 11:14 AM
rat
What Professions are covered or excluded under the
- SHENANDOAH Department of Labor 07/20/2017 11:11 AM
Unemployment Insurance Law?

Showing 1 to 10 of 44 records 2 345 Next Last

T 1
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Navigating from Two Way Communication to Online forms

1. Select My Online Forms from the drop down.

Services News Government Local

TestBMAOne TWC  Translate
NEW YORK
S gmor Efefaabrg"_‘e"t Secure Message Center

Home » Secure Message Center » Message Inbox

= Message Inhox

CLICK Message Inbox

Compose New i ._l

Sent Messages

Search
My Online Forms
¢ Regarding % From ¢ Date A
1 & Entitiement fact finding / unreported eamings > DBTwo SHENANDOAH Depariment of Labor  08/24/2017 11:04 AM
1 Employer hearing request SHENANDOAH Depariment of Labor ~ 08/08/2017 08:51 AM
' P Benefit Fact Finding for cash wage. EUC lookback, banking, and SHENANDOAH Depariment of Labor | 07/21/2017 0807 AM
ofher cases = test
Navigational Issues SHENANDOAH Department of Labor | 07/21/2017 08:06 AM
Employer Plan A > new test SHENANDOAH Department of Labor  07/21/2017 08:05 AM
Whatis a v 1y contribution and How would it y
'a"a_ ——— SHENANDOAH Depariment of Labor  07/21/2017 02:05 AM
1 Entitlement fact finding / unreported eamings = ERNST720-1 SHENANDOAH Department of Labor | 07/20/2017 05:05 PM
Shared Work Cerlifications SHENANDOAH Depariment of Labor ~ 07/20/2017 11:16 AM
What is a voluntary conir d How would it ! ta
'a,n:_‘ —— SHENANDOAH Department of Labor  07/20/2017 11:14 AM
What Professions are covered or excluded under the SHENANDOAH Department of Labor | 07/2012017 11:11 AM
Unemployment Insurance Law?
Showing 1 to 10 of 44 records 2 3 4 5 Next Last
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2. The My Online Forms screen will be displayed

Services News  Government  Local

Department of Labor ®Messages &  (§Traducir @ Sign Out

Employer Summary > Online Forms

My Online Forms

Instructions v

* Most online forms will be automatically assigned to you
* To add an Online Form that is not automatically assigned to you CLICK HERE

Pending Forms

Form Name Assigned Date Due Date Action
Work Opportunity Tax Credit Forms 8850 & 9061 Jul 07,2017 11:24 AM
Work Opportunity Tax Credit Forms 8850 & 9061 Jun 26, 2017 8:55 AM
Work Opportunity Tax Credit Forms 8850 & 9061 Jun 21,2017 2:23 PM
Completed Forms
Form Name Submitted Date Action

No data available in table

Cancelled Forms
Form Name Cancelled Date

No data available in table
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