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Section 1: Create or Register ReEmployME Employer Portal Account 
An employer must register their organization/business with the Maine Department of Labor, Bureau of 
Unemployment Compensation. Federal and or state agencies are equipped with crossmatch programs 
that indicate a suspected business may need to register if they have not. A letter will be sent requesting 
them to register if they do meet the qualifications.  
To meet general liability requirements, an employer must pay one thousand five hundred dollars 
($1,500.00) in gross wages in any calendar quarter in the current or preceding calendar year, or 
employ 1 or more persons for some portion of a day in twenty different weeks (weeks do not need to be 
consecutive) in a calendar year, whichever occurs first. A future date cannot be used to set up an 
account. 
To meet liability requirement for a nonprofit 501(c)(3) employer, the business must employ 4 or more 
employees in some portion of a day in each of 20 weeks in a calendar year. The weeks do not need to 
be consecutive. A future date cannot be used to set up an account. 
To meet liability requirements for an agricultural employer, the business must pay gross wages of at 
least twenty thousand dollars ($20,000.00) in a calendar quarter or employ 10 or more employees in 
one day in 20 different weeks in a calendar year. A future date cannot be used to set up an account. 
 
Employers are able to utilize the self-service ReEmployME account to adjust, submit tax & wage 
reports, make payments, and manage their account. Employer and TPA users will be able to: 
• reset their password 
• review tax & wage reports, tax payments, upload wage files, and view account information 
• update their “My User Profile” 
• complete a variety of account maintenance functions  
• update the registration - BIA   
• file appeals 
• make online payments 
• review account balances 
• complete questionnaires and post audit responses, if under audit 
• maintain bank accounts 
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Scenario 1: Register a business 
This scenario shows the steps an employer will use to register a business if an EAN has not been 
assigned.   
 
Step 1: Select Register a new business 
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Step 2: “Employer Registration” screen will display  Enter required information  Question 7 will 
depict if a POA is needed for TPAs as they are not the owner  Select I’m not a robot  Select Next  
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Step 3: “General Information/Employer Signup” screen displays  Enter required information  Select 
Next 

 
Step 4: “General Information/Employer Signup” screen displays  Enter FEIN if available  Select 
organization type  Select Next  
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Employer Entity Information Screen 
 
Information gathered on this screen will aid in determining whether an employer is taxable or 
direct reimbursable. 
 
Direct Reimbursement Employer: 

Employers (usually nonprofit, state or local government) which elect or are required to 
pay into the State Unemployment fund a lump sum usually equal to the unemployment 
benefits drawn against their account. 

Taxable Employer: 
Employers who pay unemployment taxes quarterly based on the taxable wages paid to 
their employees. 
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Step 5: “Employer Entity Information” screen displays  Questions will vary depending on the type of 
organization selected  Answer required questions regarding business  Select Next

 
 
 

 
 
 

 
  

The ‘Add Business Location’ screen collects the location, number of employees and business 
activity information.  
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Step 6: The “Add Business Location” screen displays  Answer required questions 1-4  Answer 
question 5 (all three selections are required)  Answer question 6 if seasonal employer  Select Add 
Another to add another business location <OR> Select Next 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

• When ‘Finish Later’ is 
selected, the employer can 
return to complete the 
registration at another time. 
The system will save the 
information provided up to 
this point.  

• The system will keep the 
information pending for an 
incomplete registration for 
365 days. 

 

• Answers to Question 5 creates 
the Employer’s NAICS code. 
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Step 7: The “Business Location Details” screen displays  Select Edit to modify business information 
on the previous screen <OR> Select Add Another Business Location to create a new business location 
<OR> Select Next when this step is complete 

  
 
 

 
 
 
 
  

• The “Business Location Details” screen is a confirmation of the information the user submitted 
on the ‘Add Business Location’ screen.  

• Multiple business locations can be added by selecting ‘Add Another Business Location’ and 
‘Edit’ can be selected to change information on the selected location.  
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Step 8: The “Employer Contact Details” screen displays  Question 1: Provide employer’s physical 
address  Question 2: Make a selection  Provide address or move to Question 4  Question 4-5: 
Make selection  Provide address or move to Question 6 
 

 
 

 
 
 
  

Employer Contact Details Screen 
 
The address provided to each question is the address any correspondence generated by the 
bureau will be mailed to for the related subject. 
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Step 9 (“Contact Details” continued): Question 6: Make selection  Provide Address and/or move 
to Question 8  Select Next 
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Step 10: The “Employer Verify Contact Details” screen displays  Confirm information is accurate  
Select Back to edit <OR> Select Next  

 
 

 
 
 
 

 
 

 
 
 
 
 
 
 

 
 
 
 
  

For Steps 11 & 12, the screens will vary and are dependent upon what type of business category 
the employer has selected.  
• Scenario 1.a. Partnership 
• Scenario 1.b. Sole Proprietor 
• Scenario 1.c. Corporation 

After the verification screen for Scenarios’ 1.a-1.c, the ‘Wage History Details’ screen will be next, 
in Step 13. 
 
For all other business types, move directly to Step13, the ‘Wage History Details’ Screen. 
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Scenario 1.a: Partnership 
 
Step 11.a: Provide required information on “Add Partnership Details” screen  Select Add Another (at 
least 2 Partners must be entered) <OR> When complete, select Next 

 
Step 12.a: “Partner Details” screen displays  Confirm the information provided is accurate  Select 
Edit to make changes <OR> Select Delete to remove information and enter new information  Select 
Add Another Partner to add another partner  Select Next  
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Step 13.a: When “Delete” is selected, a pop up window will display verifying the member be deleted  
Make selection 
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Scenario 1.b: Sole Proprietor 
 
Step 11.b: “Add Sole Proprietor Details” screen displays  Provide required information  Select Next 

 
Step 12.b: “Sole Proprietor Details” screen displays  Confirm information provided is accurate  
Select Edit to make changes <OR> Select Delete to remove information and enter new information 
<OR> Select Next 
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Scenario 1.c: Corporation 
 
Step 11.c: Provide required information on “Add Corporate Officer” screen  Select Add Another 
<OR> select Next 

 
Step 12.c: “Corporate Officer Details” screen displays  Confirm information provided is accurate  
Select Edit to make changes <OR> Select Delete to remove information and enter new information 
<OR> Select Add Another Corporate Officer <OR> Select Next 
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Step 13: “Wage History Details” screen displays  Enter wages for quarters employees were 
employed <OR> Enter zero (0) for the current quarter if no wages were administered  Select Next 
 
*Note: Step 13 returns all scenarios back to the regular flow*  

 

 
 
  

Wage History Details Screen 
 

• A number value must be entered for each quarter where the white space is provided by 
the system, which can be 0.  For the current quarter, be sure to enter “0”.  Only enter 
wages for completed quarters. 
 

• More than one year may require information and is based on the employer’s answer to 
Question 4 on the ‘Employer Entity Information’ screen. 
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Step 14: “Business Acquisition” screen displays  Question 1 – Select ‘No’  Select Next <OR> 
Question 1 – Select ‘Yes’  Answer 1a – 1h  Select Next 
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Step 15: “Prior Registration Information” screen displays  Question 1 - Select ‘No’  Select Next 
<OR> Select ‘Yes’  Answer questions 1a – 1c  Select Next 

 
Step 16: “Controlling Interest Liability” screen displays  Select ‘No’ if no additional businesses  
Select Next <OR> Select ‘Yes’ to add a business  Provide required details  If needed, select Add 
Row <OR> Select Next 

 
 
 
 
 
 
 
 
 
 
Step 16a: If ‘Add Row’ was selected, additional boxes will populate to add other businesses  Select 
Next 
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Step 17: The “Statement of Acknowledgement” screen displays  Select ‘I accept’ box  Select 
Submit  

 
 
Step 18: The “Employer Registration Confirmation” screen displays providing the employer their EAN 
 Select Exit 

 
Step 18a: If the employer was deemed non-liable or potentially non-liable, no EAN will be created 

 
18b: TE issue, this message appears. A question is out to business testers 
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Post Registration: 
 
System processes (Predecessor/Successor situation): 

• If an employer specifies the previous owner business Status as "No Longer in Business" on 
Business Acquisition, the system saves the newly registered employer as "Total Successor”, 
terminates the predecessor employer account, and links them as Total Transfer. 

• If an employer specifies the previous owner business Status as "Continues to Operate" on 
Business Acquisition, the system saves the newly registered employer as "Partial Successor".   

Correspondence Generated: 

• If a direct reimbursable employer wants a ME-C-24 Direct Reimbursement Option and Election 
mailed to them, they must indicate that in the registration as this is a manual process. 

• The following correspondences are mailed out once the employer is successfully registered with 
MDOL: 

o ‘Notice of Liability’ (ME-Notice of Liability FX1.1)  
o ‘Rate Notice’ (ME-Notice of Tax Rate)  

• If employer is direct reimbursable, Request of Security’ correspondence is generated. 
• If an employer call MDOL to assist in registration with best information available (BIA), a 

correspondence ‘Request for Missing Registration Information’ is generated. 
• If the FEIN is not provided during the registration process, a ‘Request for FEIN’ correspondence 

is generated. 
• An informational letter for Maine leasing companies; this information is included with 

correspondences:   
o ME-Notice of Liability FX1.1 
o ME-Employer’s Status Report/Leasing Client Application 
o ME-Notice of Tax Rate when their account is set up on registration of PEO / Leasing 

Employer 
o ME-I-16 Notice – Professional Employer Organizations and Leasing Companies. 

• If the employer is deemed non-liable, a ‘Non-Liable Employer Registration’ letter is generated.   
• If a total transfer, a ‘ME-Notification of Liability Predecessor / Successor’ is generated for the 

successor. 
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Scenario 2: Employer Registration - Direct Reimbursement Screens 
Certain businesses have the option to elect direct reimbursable payments. This choice is available to 
not-for-profit organizations (with valid 501(c) status), as well as local, state, or tribal government 
entities. Businesses selecting this method are not required to make quarterly tax payments like taxable 
employers. Instead, they must reimburse the Maine Department of Labor (MDOL) for the full amount 
paid to claimants. Monthly statements detailing these reimbursements will be provided. 
 
Scenario 1.a: 501(c)(3) Non-Profit Employer 
The following scenario will demonstrate how not-for-profit employers register with the state.  
 
Follow Section 1 Scenario 1 Steps 1-3  
(Register a new business  Employer Registration  General Information/Employer Signup) 
 
Step 4: “General Information/Employer Signup” screen displays  Select Non-Profit (501(c) 3)  
Select Next  
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Step 5: On the “Employer Entity Information” screen, answer Question 14 ‘Yes’  Select ‘Direct 
Reimbursable’ <OR> ‘Taxable’ from the drop-down menu  Complete question 15  Select Next 
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Step 6: “Election to Make Direct Reimbursable Payments” screen displays  Employers can choose to 
have this form mailed. (Question at the top of the screen)  Complete Questions 1-3  
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Step 6 continued: “Election to Make Direct Reimbursable Payments” screen continued  Answer 
questions 4-6  Select Next 

 
Follow Steps 7-10 from Section 1 Scenario 1 (Steps 11 & 12 from Scenario 1 do not apply) 
(Business Location Details  Employer Contact Details Employer Verify Contact Details) 
 
Step 13: “Employment History Details” screen displays  Enter information  Select Next 

 
 

Follow Section 1 Scenario 1, Steps 14-18 to complete 501(c)(3) Non-Profit Employer registration: 
(Business Acquisition  Prior Registration Information  Controlling Interest Liability  Statement of 
Acknowledgement  Employer Registration Confirmation) 
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Step 19: “Employer Registration Confirmation” screen displays  The employer is instructed to send a 
copy of their 501 (c) 3 exemption certification 
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Scenario 1.b: Local, State and Tribal Government 
This scenario demonstrates how local, state or tribal government entities file. It will follow Section 2 for 
most of the steps. As with Scenario 1.a., Steps 11 & 12 from Section 2 are not relevant in this scenario.  
 
Follow Section 1 Scenario 1 Steps 1-3  
(Register a new business  Employer Registration  General Information/Employer Signup) 
 
Step 4: “General Information/Employer Signup” screen displays  Select ‘Type of Organization’  
Select Next 

 

  
 

 
  

Organization Type  (General Information/Employer Signup screen) 
 

Be sure to select the appropriate “Type of Organization”.  For a Tribal Government, in the state 
of Maine see below statute: 
 
“An Indian tribe electing to make payments in lieu of contributions shall make that election in the 
same manner and under the same conditions as provided in section 1221, subsection 11 for the 
State and local governments and nonprofit organizations…” (Title 26, Statute §1221-B) 
Historically, Tribal Government entities have been placed in the State or Local Government 
organization type. 
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Step 5: “Employer Entity Information” screen displays  Complete required information  Select Next 

 
Follow Steps 6-18 from Scenario 1a (Non-Profit Employer Registration) complete the Local or 
State Government Registration. 
(Add Business Location Screen  Business Location Details Screen  Employer Contact Details 
Screen  Employer Verify Contact Details Screen à Business Acquisition  Prior Registration 
Information  Controlling Interest Liability  Statement of Acknowledgement  Employer Registration 
Confirmation) 

Election to Make Direct Reimbursable Payments Screen  
 

Question 3, from the ‘Election to Make Direct Reimbursable Payments’ screen, is not applicable to 
local or state government entities and will not need to be answered to move forward. This does 
apply to Tribal government entities. 

 

Select ‘Yes’ for 
Tribal 
Governments. 

 

Select Direct 
Reimbursable <OR> 
Taxable from the 
dropdown 
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Step 19: “Employer Registration Confirmation” screen displays  The employer will be instructed on 
next steps 
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Scenario 3: Create an account 
This scenario shows the steps an employer will use to create an account if the business was already 
registered, but an account was not created. An EAN is required. This process has been streamlined 
with registering a new business; however, old registrations may not have created an account.   
 
Step 1: Navigate to ReEmployME employer website via Employer Landing Page  Select Create a 
Portal Account 

 

  

https://assist.reemployme.maine.gov/ep/landing
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Step 2: “Employer Signup” screen displays  Enter all required information to create a User ID  
Make note of User ID and Password  Select Submit 
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Step 3: “Employer Signup” confirmation screen displays  The message, “Employer user signed up 
successfully” will display 
 

 
 

 

 

 

 

Step 4: To verify the self-service portal account is established  Navigate to ReEmployME website  
Enter ‘User ID’ and ‘Password ‘ Select Login 
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Scenario 4: Verify Employer Email 
This scenario demonstrates the steps an employer will need to take to verify their email address.  
 
Step 1: Navigate to ReEmployME website (www.maine.gov/reemployme) to verify email  Enter User 
ID and password  Select Login 

 
 

http://www.maine.gov/reemployme
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Step 2: “Email Notification – Correspondence Sign-up/Password Reset” screen displays   Enter 
email address  Select application  Review and agree to terms and conditions  Select Next 
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Step 3: “Email Notification – Verification” screen displays  If correct, select Submit 

 
Step 4: “Email Notification Confirmation” screen displays  Select Home 

 
Step 4a: An email with a verification code will be sent 
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Step 5: Main menu will display after home is selected  Select “I accept”  

 
 
Step 6: Select Verify E-mail 
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Step 3: “Email Verification” screen displays  Enter the unique ‘Verification Code’ from the automated 
email notification  Select Next  

 
Step 4: “Email Verification” screen redisplays with a confirmation message  Select Home to return to 
the main menu 
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Step 5: An email will be sent upon successfully completing the verification process 
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Section 2: Employer Inquiries 
This section will review various inquiry screens employers can select to view their account information.  
 
Step 1: Go to Employer Landing Page (maine.gov)   Enter your User ID and Password  Select 
Login 

 
Step 2: Select I accept  

 
  
  

https://assist.reemployme.maine.gov/ep/landing
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Step 3: The employer’s screen will display 
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Scenario 1: Tax Report Inquiry 
This scenario outlines the steps that allow employers to access account information. 
 
Step 1: From the “Home” screen  Select Inquiry  

 
Step 2: Select Tax Inquiry  
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Step 3: Select Employer Tax Reports 

 
Step 4: The “Inquiry Tax Report” screen displays  Employer Account Number (EAN) is pre-filled  
Enter year for desired report  Select Tax Reports  
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Step 5: The “Inquiry Tax Report Summary” screen displays  Select the hyperlinks at the bottom 

 
 
  

Step 6a: 

Step 6b

 
   

Step 6c: 
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Step 6a: The “Inquiry Tax Report Transactions” screen displays 
a) Select Qtr Applied Payments to see details on payments, OR  
b) Select Back to return to the “Inquiry Tax Report Summary” screen 

c) “Tax Report Transaction Details” screen displays when the ‘Transaction Date’ is selected 
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Step 6b: The “Inquiry Payment Applied on Quarter History” screen displays  Review the payment  
Select Back to return to the “Inquiry Tax Report Summary” screen

 
 
 
 



 
 

    
 

Maine Department of Labor 
Bureau of Unemployment Compensation ReEmployME System Guide 

Back to Table of Contents  Employer Portal  
 

Page 48 

Step 6c: The “Inquiry Detailed Wages” screen displays   
a) To see wage changes, select here (bottom of screenshot), <OR>  
b) Select Back to return to the “Inquiry Tax Report Summary” screen 
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Step c.1: Example of the “Inquiry Details Wage Changes” screen when here is selected on the “Inquiry 
Detailed Wages” screen: 
 
Select the Transaction Date to review the details <OR> select Back  

  
Step 6c.2: The “Inquiry Detailed Wage History” screen displays  Review wage history details  
Select Back to return to the “Inquiry Detail Wage Changes” screen 

 
 

  



 
 

    
 

Maine Department of Labor 
Bureau of Unemployment Compensation ReEmployME System Guide 

Back to Table of Contents  Employer Portal  
 

Page 50 

Scenario 2: Tax Payments Inquiry 
This process explains the steps employers use to view payments.  
 
Follow Section 2 Scenario 1 Steps 1-2  
(Inquiry  Tax Inquiry) 
 
Step 3: Select Employer Tax Payments 

 
Step 4: The Employer Account Number (EAN) is pre-filled  Select Next  
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Step 5: The “Inquiry Online Payment Details” screen displays  Review  

 
 
  

Select Tax Report Summary 
hyperlink to review additional 
information. 
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Scenario 3: Account Information Inquiry 
This scenario demonstrates how the employer can view account information.  
 
Follow Section 2 Scenario 1 Steps 1-2  
(Inquiry  Tax Inquiry) 
 
Step 3: Select Account Information 

 
 
Step 4: The Employer Account Number (EAN) is pre-filled  Select Next  
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Step 5: The “Inquiry Employer Account Information” screen displays  the last 4 years are initially 
displayed: 

a) Select hyperlink here to see the rates for all years (go to Step 5a) OR,  
b) Select a specific year hyperlink (go to Step 5b) OR,  
c) Select Details to see further details (go to Step 5d) OR,  
d) Select Back to return to the “Inquiry Employer Account” screen 

 
 



 
 

    
 

Maine Department of Labor 
Bureau of Unemployment Compensation ReEmployME System Guide 

Back to Table of Contents  Employer Portal  
 

Page 54 

Step 5a: The “Inquiry Employer Account Rates” screen displays rate information for all years: 
a) select Year hyperlink (go to Step 5b) OR,  
b) select Back to return to the “Inquiry Employer Account Information” screen 
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Step 5b: The “Employer Charges and Wages for Annual Rate Calculation” screen displays details on 
rate information by quarter for the specific year 

a) Select Charges hyperlink (go to Step 5c) OR,  
b) Continue to select Back to return to the “Inquiry Employer Account Information” screen 
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Step 5c: The “Employer Charge Details for Annual Rate Calculation by Month/Year” screen displays 
details on a specific charge  Review as needed  

 
 
Step 5d: From the “Inquiry Employer Detail Information” screen displays  Select Details  Review 
employer details  If needed, select Contact/Address information here hyperlink <OR> Ownership 
information here hyperlink for more detail  
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Scenario 4: Correspondence Inquiry 
This scenario demonstrates how employers can view correspondences sent to them via email or postal 
mail.  
 
Step 1: From the “Home” screen, select Inquiry  

 
Step 2: Select Correspondence  

 
 
Step 3: Select View Correspondence  
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Step 4: Select your MDOL EAN from the dropdown list  Select Next 

 
Step 5: Enter Correspondence Type (Tax, Benefits or Appeals) from dropdown options  Claimant 
SSN is “optional”  Select Correspondence Date Range From / To (30 day period)  Select Search 

 
 

 
 

Date range search can only be done for the period of 30 days or less. For example, 01/01/2025 to 
01/30/2025. 
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Step 6: Screen redisplays, and search results are found at the bottom of the screen  Select 
Correspondence Type hyperlink to see the actual correspondence  Select Home to return to the 
Home screen 
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Section 3: Maintain Address Information  
 
Step 1: Select Account Maintenance  

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 2: Select Maintain Address  

 
 

Step 3: The “Maintain Address” screen displays  Your EAN will prepopulate Verify the number is 
correct  Select Next 

 
 
  



 
 

    
 

Maine Department of Labor 
Bureau of Unemployment Compensation ReEmployME System Guide 

Back to Table of Contents  Employer Portal  
 

Page 61 

Step 4: The “Employer Contact Details” screen displays. Enter the required information signified with a 
red *and then select Submit  
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Step 5: The “Employer Verify Contact Details” screen displays.  Verify all information  Select Back to 
make any necessary changes OR Select Next  

 
 

Step 6: The “Employer Contact Details” confirmation screen displays 
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Section 4: Maintain Bank Accounts 
This is an overview of the process for Employers or Third-party Administrators to update bank account 
information via the Self-Service Portal.  Prior to the below steps, the Employer or Third-party 
Administrator should have created a Self-Service Login account. 
 

Scenario 1: Adding Bank Accounts by Employer  
 
Step 1: Select Maintain Bank Accounts 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 2: Select Maintain Bank Accounts 
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Step 3: If multiple units, select appropriate unit  Select Next 
 
 
 
 
 
 
 
 
 
 
 
 
Step 4: “Maintain Bank Accounts” screen displays  Select Add Checking <OR> Add Savings to add 
bank account information 
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Step 5: “Add Bank Account Details” screen displays  Enter required bank account information  
Select Next 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Step 6: “Verify Bank Account Information” screen displays  Select Submit 
 
 
  

  

 
 
 

Bank Account & Routing Numbers: 
For employer accounts, the Bank 
Routing numbers have 9-digits. 
For employer checking account or 
savings accounts digits may vary. 
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Step 7: “Maintain Bank Account Confirmation” screen displays  
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Scenario 2: Delete Bank Account by Employer 
Employers cannot edit bank account information, they will need to delete the bank account associated 
with their EAN, then add the correct account information.  
  
*Follow Section Scenario Steps 1-3 
(Maintain Bank Accounts > Maintain Bank Accounts > Select EAN if multiple) 
 
Step 4: “Maintain Bank Accounts” screen displays  Select Delete from the ‘Action’ column for the 
appropriate account 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 5: “Verify Bank Account Information” screen displays  Select Back to stop the process <OR> 
select Delete 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 6: “Maintain Bank Account Confirmation” screen displays  
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Section 5: Tax & Wage Report Filing 
Unemployment is an insurance program providing temporary, partial wage replacement to workers who 
are unemployed through no fault of their own. The program is funded by Unemployment premiums paid 
by employers based on the amount of wages paid for covered employment. The Unemployment 
Premium or "tax" is paid on the first $12,000 only in gross wages an employer pays to an individual in a 
calendar year. 
 
Maine employers are required to file quarterly wage reports and contributions payments by the 
following due dates: April 30th, July 31st, October 31st, and January 31st. Late reports or payments may 
result in interest and/or penalties 
 

Scenario 1: File Tax & Wage Report 
This scenario shows the steps an employer would use to file their tax and wage reports.  
 
Step 1: Select Tax & Wage Report  

 
 
Step 2: Select File Tax & Wage Report  

 
 

https://www.bing.com/ck/a?!&&p=0177ea7f7839525ab22570e34b336e774091e0ded3b7b12ecf88629a38128420JmltdHM9MTc1MTUwMDgwMA&ptn=3&ver=2&hsh=4&fclid=293521ba-8148-6bac-3bfb-37a180c66a16&u=a1aHR0cHM6Ly93d3cubWFpbmUuZ292L3VuZW1wbG95bWVudC9lbXBsb3llcnNmYXEv&ntb=1
https://www.bing.com/ck/a?!&&p=0177ea7f7839525ab22570e34b336e774091e0ded3b7b12ecf88629a38128420JmltdHM9MTc1MTUwMDgwMA&ptn=3&ver=2&hsh=4&fclid=293521ba-8148-6bac-3bfb-37a180c66a16&u=a1aHR0cHM6Ly93d3cubWFpbmUuZ292L3VuZW1wbG95bWVudC9lbXBsb3llcnNmYXEv&ntb=1
https://www.bing.com/ck/a?!&&p=0177ea7f7839525ab22570e34b336e774091e0ded3b7b12ecf88629a38128420JmltdHM9MTc1MTUwMDgwMA&ptn=3&ver=2&hsh=4&fclid=293521ba-8148-6bac-3bfb-37a180c66a16&u=a1aHR0cHM6Ly93d3cubWFpbmUuZ292L3VuZW1wbG95bWVudC9lbXBsb3llcnNmYXEv&ntb=1
https://www.bing.com/ck/a?!&&p=0177ea7f7839525ab22570e34b336e774091e0ded3b7b12ecf88629a38128420JmltdHM9MTc1MTUwMDgwMA&ptn=3&ver=2&hsh=4&fclid=293521ba-8148-6bac-3bfb-37a180c66a16&u=a1aHR0cHM6Ly93d3cubWFpbmUuZ292L3VuZW1wbG95bWVudC9lbXBsb3llcnNmYXEv&ntb=1
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Step 3: Your Employer Account Number (EAN) will prefill  From dropdown options, Select Quarter  
Type in Year > Select Next  

 
 
Step 4: The “UI Tax Report – Information Submitted by” screen displays  Enter the required 
information signified with a red *  Select Next  

 
 
Step 5: The “UI Tax Report – Verify Address Details” screen displays  Verify the details: if not 
correct, select the Modify hyperlink to update as needed <OR> Select Next (go to Step 6)  
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NOTE: If address details were updated, selecting Next will display the “UI Tax Report – Verify Address 
Details” screen again  From there, select Next 
 
Step 6: The “UI Tax Report – Account Questions” screen displays  Answer the required information 
signified with a red * as appropriate / applicable  Select Next 

 
Step 7: The “UI Tax Report – Number of Employees” screen displays  Enter the required information 
signified with a red *  Select Next  

Question 2: “Do you want to file the detailed employee wage report at this time?”  
a) If you select “No”, go to Step 9. Note, if not filed, penalties can be implemented.  
b) If you select “Yes”, go to Step 8 
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Step 8: The “UI Tax Report – Wage Reporting Methods” screen displays. You have two methods for 
reporting the detailed employee wages: 

a) Method A: Filing can be done by manually entering wage data (go to Step 8a), or  
b) Method B: Filing can be done by uploading a file using a pre-approved file format  

• NOTE: MDOL only accepts Excel file format (go to Step 8b). For more information, 
visit www.maine.gov/labor or you may contact Maine at 207-621-5120.  

 
 
  

https://www.maine.gov/labor
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Step 8a: The “UI Tax Report – Provide Wage Details – Wage Report” screen displays 
o The names of the employees may pre-populate if a prior wage report was entered.  If this 

is the first time, enter in SSN, First Name, Last Name, Middle Initial (if available), and 
Total Wages for each employee. 

o You can select an employee to delete by checking the box next to the claimant or if you 
want to select all to delete click Select All and then select Delete Selected Employees. 

o  If you need to add rows, select Add Blank Rows.  
o If you want to save what you have entered or feel you may need to come back to this 

screen, select Save and Close in the bottom left-hand corner of the screen. 
o When you are finished then select Submit  

 
 
  



 
 

    
 

Maine Department of Labor 
Bureau of Unemployment Compensation ReEmployME System Guide 

Back to Table of Contents  Employer Portal  
 

Page 73 

Step 8a.1: The “Wage Report Confirmation” screen displays  To File the Tax report, select the link  
Go to Step 9  

 
Step 8b: The “UI Tax Report – Upload Wages – Wage Report” Screen appears. Have the file you will 
be uploading saved on your computer to access.  

• Select File Format from the drop-down list and then select  to go into your computer files 
to select the saved document to upload.  

• Once you have selected the document and have uploaded it successfully select Submit.  

 
 
Step 8b.1: The “Wage Report Confirmation” screen displays  You can opt to file another Tax Report 
by selecting the File Tax Report button  
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Step 9: The “UI Tax Report – Total/Non-Taxable/Taxable Wages – Tax Report” screen displays  This 
should be pre-filled based on the information provided in the Wage Report.  If not (you opted not to 
submit the wage report in Step 7), you must enter ‘Total Wages’ and calculate ‘Non-Taxable Wages’ 
and ‘Taxable Wages’   Enter ‘Reported Received Date’  Select Next 

 
Step 10: “UI Tax Report – Number of Employees” screen displays  Enter in required information  
Select if a wage report needs to be completed at this time  Select Next 
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Step 11: The “UI Tax Report - Tax Report Verification” screen displays  Review details  If 
corrections are needed, select Back, otherwise select Submit 
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Step 12: The “UI Tax Report Confirmation” screen displays with a hyperlink to Make Online Payment 
 There are also hyperlinks to print either the Wage or Tax report, as well as to file another Tax & 
Wage report 

 
Step 12a: If the tax report was filed without a wage report, the confirmation screen will look like this. 

 
Step 13: If “Make Online Payment” is chosen, go to Section 4, Scenario 1, Step 5  If no payment is 
due or the report is still processing, the below screen will display 
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Scenario 2: Correct a Tax and Wage Report  
Errors may occur and a tax and wage report may need to be altered. This scenario will review the steps 
necessary to adjust an incorrect tax and wage report. 
 
Step 1: Select Tax & Wage Report  

 
 
Step 2: Select Adjust Tax & Wage Report  
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Step 3: The “File Tax and Wage Report Adjustment” screen displays  The Employer Account 
Number (EAN) will be pre-filled  Enter the required information signified with a red * 

• Select a ‘Reason for Adjustment’ from the drop down 
• If you select ‘Other’ you will need to add an explanation in the box labeled ‘a’ 
• When ready, select Next 

 
 
Step 4: The “UI Tax Report – Information Submitted By” screen displays  Enter the required 
information signified with a red *  Select Next  
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Step 5: The “Report and Adjustment Type” screen displays  Make the appropriate selections 

 
 
Question 1 & 2 Options:   

Option 1: Both Tax & Wage Reports/Correct Existing Report 
Option 2: Both Tax & Wage Reports/Replace the Existing Report 
Option 3: Wage Report Only/Correct Existing Report  
Option 4: Wage Report Only/Replace Existing Report  
Option 5: Tax Report Only/Correct Existing Report  
Option 6: Tax Report Only/Replace Exiting Report 
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Option 1: Both Tax & Wage Reports/Correct Existing Report 
 
Step 1: The “Update Wage Report – Provide Wage Details” screen displays data entered previously  

• Delete any employee by checking off the box in the ‘Delete’ column and select Delete 
Selected Employees 

• Update the earnings in the ‘Should Be ($)’ column 
• If you need to add employees, Select Add Blank Rows 
• When ready, select Submit 
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Step 2: The “Wage Report Confirmation” screen displays  Select Next to adjust the Tax Report 

  
Step 3: The “Tax Report Adjustment” screen displays  Enter the corrected wage amounts in the 
‘Should Be ($)’ fields  Select Next  
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Step 4: The “Verify Tax Report Adjustment” screen displays  For changes select Back, otherwise 
select Submit 

 
Step 5: The “Tax & Wage Report Adjustment Confirmation” screen displays  Employers can select 
Print Tax Report or Print Wage Report to print a copy for your records  If taxes are not paid yet, there 
is a link to Make Online Payment  
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Option 2: Both Tax & Wage Reports and Replace the Existing Report  
Employers can use this option when both the tax and wage report need to be replaced instead of 
altering the existing report.  
 
Step 1: Select Both Tax & Wage Reports and Replace the Existing Report  Select Next 

 
Step 2: The “Wage Report Replacement Methods” screen displays  Select Method A or Method B 
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• If Method B is selected – the process is the same as when filing the original Wage Report 
by uploading a new wage report 

 
 

• If Method A is selected, the “Update Wage Report – Provide Wage Details” screen is 
displayed  Take note, no previous information is provided.  All names, SSN’s and wage 
data must be entered  Select Submit 
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Step 3: The “Wage Report Confirmation” screen displays to show the wage report was successfully 
replaced  Select Next to replace the Tax Report 

 
Step 4: The “Tax Report Adjustment screen displays  Enter in the ‘Should be ($)’ as necessary for 
the Total Wages, Non-Taxable Wages, and Taxable Wages  Select Next 
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Step 5: The “Verify Tax Report Adjustment” screen displays  Verify the differences have calculated 
accurately, if not select Back to re-enter, if correct select Submit 

 
Step 6: The “Tax & Wage Report Adjustment Confirmation” screen displays  You can print a copy of 
the Tax and/or Wage report for your records  There is a link to Make Online Payment  
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Option 3: Wage Report Only/Correct Existing Report  
When only the wage report needs to be corrected with an existing report.  
 
Step 1: The “Update Wage Report – Provide Wage Details” screen displays 

• Delete any employee by checking off the box in the ‘Delete’ column and select Delete 
Selected Employees 

• Update the earnings in the ‘Should Be ($) column’ 
• Select Add Blank Rows to add employees 
• Select Submit 

 
Step 2: The “The Wage Report Confirmation” screen appears  Select Print Wage Report to print a 
copy of the Wage Report for your records  
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Option 4: Wage Report Only/Replace Existing Report  
When only the wage report needs replace an existing report.  
 
Step 1: The “Wage Report Replacement Methods” screen displays  You have two methods for 
reporting the detailed employee wages: 

c) Method A: Filing can be done by manually entering wage data (go to Step 8a) or  
d) Method B: Filing can be done by uploading a file using a pre-approved file format MDOL 

only accepts Excel file format (go to Step 8b). For more information visit 
www.maine.gov/labor or you may contact Maine at 207-621-5120.) 

  
Step 2: Follow Scenario 1: Step 8 for remaining steps (same as when filing the original wage report) 
 
 
  

https://www.maine.gov/labor
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Option 5: Tax Report Only/Correct Existing Report  
When only the tax report needs to be corrected with an existing report.  
 
Step 1: Select ‘Tax Report Only’  Select ‘Correct the Existing Report’  Select Next 

 
Step 2: The “Tax Report Adjustment” screen displays  Enter Total Wages, Non-Taxable Wages, and 
Taxable Wages in the Should Be column  Select Next  
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Step 3: The “Verify Tax Report Adjustment” screen displays  Verify the differences have calculated 
accurately, if not select Back to re-enter, if correct select Submit  

 
 
Step 4: The “Tax & Wage Report Adjustment Confirmation” screen displays  You can print a copy of 
the tax report for your records by selecting Print Tax Report   If you have not paid yet, there will be a 
link to Make Online Payment  
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Option 6: Tax Report Only/Replace Exiting Report 
When only the tax report needs to be corrected and the employer elects to replace the existing report.  
 
Step 1: Select ‘Tax Report Only’  Select ‘Replace the Existing Report’  Select Next 

 
Step 2: The “Tax Report Adjustment” screen displays  Enter Total Wages, Non-Taxable Wages, and 
Taxable Wages in the Should Be column  Select Next 
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Step 3: The “Verify Tax Report Adjustment” screen displays  Verify the differences have calculated 
accurately, if not select Back to re-enter, if correct select Submit  

 
Step 4: The “Tax & Wage Report Adjustment Confirmation” screen displays  You can print a copy of 
the tax report for your records by selecting Print Tax Report  If you have not paid yet, there will be a 
link to Make Online Payment  
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Section 6: Online Payments  
Scenario 1: Make an Online Payment 
Employers have the capability to go back into their self-service portal to make a payment after a report 
has been filed. This scenario demonstrates the steps to make an online payment.  
 
Step 1: Select Online Payment  

 
Step 2: Select Online Payment  
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Step 3: The “Online Payment – Information Submitted by” screen displays  Enter the required 
information signified with a red * Select Next 

 
Step 4: The “UI Tax Report – Verify Address Details” screen displays  Verify the details  If changes 
are needed, select Modify  Select Next 
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Step 5: The “Tax Reporting – Payment” screen displays 
• Select the quarters for payment 
• Select method of payment from the selections: Savings Account, Checking Account, or 

Payment by Mail. If Payment by Mail, go to Section 6 Scenario 4 
• Once you have made your selections then select Next 
• If Checking or Savings is selected and an account is already in the system, Go to Step 7, 

otherwise go to Step 6 
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Step 6:The “Bank Account Information “screen displays Enter the required information signified with 
a red *  Select Next 

 
 
Step 7: The “Bank Account and Payment Information” screen displays 

• Select the account you wish to use  
• Enter the payment amount you are looking to pay and payment/draft date. The 

payment/draft date cannot be in the future when paying for the previous quarter.  
• You can choose to select another bank account by selecting Add Another Bank Account  
• Select Next  
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Step 8: The “Verify Payment Details” screen displays  Make sure all details are correct, if not select 
Back, otherwise select Submit 

**Be sure to only select Submit one time or you may be charged for multiple payment.** 

 
 
Step 9: The “Payment Confirmation” screen displays  Employers can print a receipt for their records 
by selecting Print  Select Exit 
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Step 10: The “Instructions for Mailing a Payment” screen is displayed with a link to print the voucher  
Select Exit  
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Scenario 2: Cancel a Scheduled Payment(s) 
Employers can use the self-service portal to cancel an online payment. Payments cannot be cancelled 
the same day as it was scheduled. 
 
Step 1: Select Online Payment  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 2: Select Cancel Scheduled Payments  
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Step 3: Fill out “Information Submitted By” screen  Select Next 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 4: “Cancel Scheduled Payment” screen displays  Select payment(s) to cancel  Select Cancel 
Payment 

 
Step 4a: “Select Payment” screen displays if there are no payments due 
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Step 5: “Cancel Scheduled Payment” question popup window displays  Review  Select OK to 
proceed  Select Cancel Payment 

 
Step 6: “Cancel Scheduled Payment Confirmation” screen displays  
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Scenario 3: Direct Reimbursable Online Payment    
This section demonstrates how a direct reimbursable employer makes an online payment. If a transfer 
needs to happen between a Reimbursable employer account and a Rated (taxable) employer account, 
then the payment needs to be cancelled and reapplied to the correct account.  
 
Once a payment error has been determined and reported by a Reimbursable employer, or through an 
internal identification process by Employer Services staff, the error(s) will be adjusted in the system by 
designated staff.   
 
Step 1: Employer logs in  Enter User ID and Password  Select Login 
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Step 2: Employer screen displays  Select Online Payment 

 
Step 3: Select Online Payment                                                                                    
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Step 4: “Online Payment – Information Submitted By” screen displays  Enter required information  
Select Next 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                                   
                                                                                                                                                 
Step 5: “UI Tax Report – Verify Address Details” screen displays  Review address  Select Next 
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Step 6: “Payment of Benefit Charges” screen displays  Select the payment and payment method  
Select Next 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 7: “Bank Account Information” screen displays  Enter account information  Select Next 
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Step 8: “Bank Account and Payment Information” screen displays  Select bank account  Review 
and enter payment and date  Select Next 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 9: “Verify Payment Details” screen displays  Review, and if correct, select Submit  If 
alterations need to be made, select Back to return to the previous screen 
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Step 10: “Payment Confirmation” screen displays  
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Scenario 4: Payment by mail 
Employers and TPAs have the option to select payment by mail. The following steps demonstrate the 
process after they have already elected to make a payment.  
 
Follow steps 1-5 Section 6 Scenario 1 
 
Step 6: On “Tax Reporting – Payment” screen, select Payment by mail  Select Next 
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Step 7: A memo will open  Select a quarter/year or print all  A PDF file will download. If this option 
is chosen, but the employer or TPA later decides to make an online payment, they still can.  
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Step 8: Open PDF  TPA or employer will remit payment with voucher 
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Section 7: Close Account 
This section demonstrates how an employer will use the self-service portal to close their account.  
 
Step 1: Select Account Maintenance  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 2: Select Request to Close Account  

 
 
Step 3: The “Request to Close Account(s)” screen displays  Select “Yes” or “No” to would you like to 
close this account  Select Next 
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If no was selected this is the response… is this supposed to be like this? 

 
Step 4: The “Information Submitted By” screen displays  Enter the required information signified with 
a red *  Select Next 
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Step 5: The “Account Closure Details” screen displays  Enter the required information signified with a 
red *  Select Next
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Step 6: The “Corporate Officer Details” screen displays  Employers can select Edit or Delete or Add 
Another Corporate Officer  If no changes are needed, select Next 

 
Step 6a: If ‘Edit’ is selected the corporate officer information will display  Alter information as 
necessary  Select Next 
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Step 6b: If delete is selected, employer will have to fill in corporate officer information  Select Ok  
Select Next 

 
Note: If only one person is listed, another will have to be added prior to deleting the first. An error 
message will display. Add another corporate officer prior to deleting. 
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Step 6c: If ‘Add Another’ is selected, all corporate officer information will need to be filled in  Select 
Next  

 
Step 7: The “Person Having Custody of Books and Records Details” screen displays  Enter the 
required information signified with a red * Select Submit 
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Step 8: The “Request to Close Account Confirmation” screen displays  Select Home to return to the 
home screen 

 
*** A Decision to close the account will be made by MDOL staff. Once request to close account has 
been approved, a correspondence with the decision will be mailed to the address on file once 
rendered.*** 
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