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Section 1: E-Response Employer Self-Service

Scenario 1: SIDES E-Response Employer Enrollment (Employer Self-Service)

Step 1: From the Self-Service landing page, Select SIDES E-Response

Welcome to the Maine Department of Labor's Bureau of Unemployment Insurance Tax self-service portal

Already have a Portal Account? Log in here Need to register for an Employer Account Number?

User ID

Password (Case Sensitive)

Register a new business

Need someone to act on your behalf?

| 3

Forgot Password?

88 Register TPA or Payroll Provider

Want to enroll, activate, update PIN or maintain

Forgot user ID? contact details?

(® SIDES E-Response

o
E]

New user?

*fg Create a Portal Account

Need to contact the Maine Department of Labor?

@ Contact Us

Want to update Missing Registration Information?

(@ Update BIA Information

Undergoing an audit?

5 Upload your documents

Missed updating Federal Identification Number (FEIN)
during registration?

@ AddFEIN

Are you a claimant?

% Switch to claimant portal

Step 2: Welcome screen displays > Select No to “Already have a PIN” - Select Next

Welcome to SIDES E-Response

* Reguired Information

Department of Labor, Bureau of Unemployment Compensation

GETTING STARTED WITH SIDES E-RESPONSE

information requests.

Using SIDES E-Response:

reduces follow-up phone calls and paperworle,

helps prevent payments to those who do not meet eligibility requirements,

reduces appeals, and

.
.
.
+ streamlines the UI response process.

SIDES E-Response is an easy, efficient, secure and cost-saving alternative to providing information by mail.

Click "Next" below to begin the enrollment process.

ERES-021

SIDES (the State Information Data Exchange System) offers a free-of-charge, nationally standardized format for employers and their agents to easily respond to UL

1. = Already have a PIN ves O o -

SIDES




SIDES for Employers - Staff Edition
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Step 3: Enter your EAN and FEIN - Select Search

ERES-028

SIDES E-Response Enrollment Request

* Required Information

1. EAN

Do not include dashes when entaring the EAN -
2. " FEIN

Do not include dashes when entering the FEIN

Search -

Step 4: Select your company from the search results > check the acknowledgment boxes > Select
Submit

ERES-028

SIDES E-Response Enrollment Request

* Required Information

1. * EAN

Do not include dashes when entering the EAN
2. * FEIN

Do not include dashes when entering the FEIN

(Mo of Records: 1 - 1 of 1, Page: 1 of 1)
Select EAN Employer Name Trade Name FEIN

(Mo of Records: 1 - 1 of 1, Page: 1 of 1)

Enrcllment is a two-step process. Once you complete this first step, vou will receive a letter with your Personal Identification Number (PIM).

The second step is to return to the https://gateway.maine.gov/SIDES/ website and enter your PIN and the additional employer information requested there. You will use this
PIN to complete your enrollment. Your enroliment will be effective the following day.

Once both steps are complete, you will receive an email confirming your successful enrollment in SIDES E-Response,

Please Note: Any pending requests that have been mailed will need to be comeleted on paper. Future reguests will be sent through SIDES E-Response.

3. * I have read and accept the Terms

4. * I would like to participate in the UI SIDES E-Response system for the selected Exchange

SIDES
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Step 5: Confirmation screen indicates the PIN was sent to your email on record

Suc-002

SIDES E-Response Enrollment Request

You have completed Step 1 of the enrollment for SIDES E-Response process. You will receive the PIN over email with instructions for
Step 2. Once Step 2 is complete, you will receive emails when you have SIDES requests to respond to.

Maine Department of Labor is live with the following exchanges for SIDES:

« Separation Information - formally Request for Separation and Wage Information
+ Eamnings Verification - formally Wage Information Audit Request

Step 6: Example of the enrolliment and PIN email notification

EAN: - - FEIN: = -
Employer Name: - — - - PIN: pr—
Why am I receiving this notice?

The account noted above is active for SIDES E-Response.

SIDES E-Response is a website for employers to reply to requests for:

s Separation Information
* Earnings Verification

What do I need to do?

Action is not currently required, unless you have a pending paper request you have not responded to. Complete and return
any paper requests.

The PIN above is used to reply to requests, change the email address for SIDES E-Response or to un-enroll.

You will receive an email with instructions when you have an Earnings Verification or Separation Information request to
respond to.

If you have questions regarding Maine's SIDES E-Response, please contact the Maine Department of Labor at 1-800-593-
7660, Monday through Friday, during normal business hours (8 AM to 3 PM). TTY Users Call Maine Relay 711.

Keep this email for your records.

This is an unattended mail box; do not reply to this email.
| |

The Maine Department of Labor is an equal opportunity employer.
Auxiliary aids and services are available upon request to individuals with disabilities.

SIDES
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Step 7: Return to the log in self-service portal > Select SIDES E-Response

Already have a Portal Account? Log in here. Need to register for an Employer Account Number?

User ID

Password (Case Sensitive)

Register a new business

Need someone to act on your behalf?

‘ 88, Register TPA or Payroll Provider

Welcome to the Maine Department of Labor's Bureau of Unemployment Insurance Tax self-service portal

®
Want to enroll, activate, update PIN or maintain

Forgot user ID? Forgot Password? contact details?

(® SIDES E-Response

]
o

New user?

Need to contact the Maine Department of Labor?

*g Create a Portal Account

(@ ContactUs

Want to update Missing Registration Information?

(@ Update BIA Information

Undergoing an audit?

&> Upload your documents

Missed updating Federal Identification Number (FEIN)
during registration?

(® AddFEIN

Are you a claimant?

g Switch to claimant portal

Step 8: The “Welcome” screen displays = Select Yes to “Already have a PIN” > Select Next

* Required Information

Department of Labor, Bureau of Unemployment Compensation

GETTING STARTED WITH SIDES E-RESPONSE

information requests.

Using SIDES E-Response:

reduces follow-up phone calls and paperworle,

helps prevent payments to those who do not meet eligibility requirements,
reduces appeals, and

streamlines the UI response process.

Click "Next" below to begin the enrollment process.

Welcome to SIDES E-Response

SIDES (the State Information Data Exchange System) offers a free-of-charge, nationally standardized format for employers and their agents to easily respond to UI

SIDES E-Response is an easy, efficient, secure and cost-saving alternative to providing information by mail.

ERES-021

1.* Already have a FIN Qlyes  No _

SIDES
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Step 9: Enter your EAN, FEIN, and PIN - Select Next

ERES-029
SIDES E-Response PIN Login
* Required Information

1. EAN

Do not include dashes when entering the EAN
2. " FEIN

Do not include dashes when entering the FEIN
3. * Current {Active) PIN

Step 10: Enter your contact information - Select Next
ERES-003

SIDES E-Response: Contact Information

* Reguired Information

EAN FEIN
Employer Mame Trade Name

1. * Employer Email |
Note: All future SIDES E-Response communications and
requests posted will be sent to this email address.
If you will have more than one person at your organization
needing access to SIDES information requests, we strongly
recommend entering a shared email address hers.

2. * Confirm Email

(5]
#

Employer Contanct Information
. Full Name

o

b. Title

5]

. Phone i i Ext.

SIDES
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Step 11: Verify the contact information - Select Enroll

ERES-004
Verify SIDES E-Response Contact Information
EAN FEIN
Employer Name Trade Name
1. Employer Email
Mote: All future SIDES E-Response communications and reguests posted will be sent to
this email address.
1f you will have more than one person at your organization needing access to SIDES
information requests, we strongly recommend entering & shared email address here,
2. Confirm Email -
3. Employer Contanct Information
a. Full Name
b. Title
c. Phone
=3
Step 12: Confirmation screen indicates successful enrollment > Home
SuUC-002

SIDES E-Response Enrollment Confirmation

You have successfully completed enrollment of the employer for SIDES E-Response.
Maine Department of Labor is live with the following exchanges for SIDES:

* Separation Information
= Earnings Verification

The employer will receive an email with instructions when there is afan Separation Information or Earnings Verification request to
respond to.

Home

SIDES
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Scenario 2: Requests Pending

The following steps illustrate how you can log into SIDES to respond to requests from your
ReEmployME account.

Step 1: Log in to the ReEmployME Self-Service by entering your User ID and Password - Login

Welcome to the Maine Department of Labor's Bureau of Unemployment Insurance Tax self-service portal

Already have a Portal Account? Log in here. Need to register for an Employer Account Want to update Missing Registration

Number? Information?
User ID

‘ _ Register a new business @ Update BIA Information

Password (Case Sensitive)

‘ & ‘ ' Need someone to act on your behalf? Undergoing an audit?

o0 Register TPA or Payroll & Upload your documents
Forgot user ID? Forgot Password? Missed updating Federal Identification
Want to enroll, activate, update PIN or Number (FEIN) during registration?

maintain contact details?

(® AddFEIN
Neriisars (® SIDES E-Response
‘fg Create a Portal Account Are you a claimant?
Need to contact the Maine Department of

Labor?

Contact Us

o
E]

g Switch to claimant portal

SIDES
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Step 2: Select Click here

. SIDES

» Click here to File or Amend a SIDES Response.

@ Inquiry

et
e Account Maintenance

My User Profile

Employer Registration

d
= Tax & Wage Report

File Appeal

> Annual Tax Rate Maintain Bank Accounts

“ Online Payment

@ Email SignUp

940 Certification Request

X D= @O

Audit

Step 3: The “SIDES Employer Response” screen displays - Selecting your EAN will automatically
direct you to the SIDES site

SIDE-001
SIDES Employer Response
Select an EAN to File or Amend a SIDES Response
(No of Records: 1 - 1 of 1, Page: 1 of 1) 14 =<« el
Number of Requests
e . ..
Employer Account Number .. | Number of Requests pending_initial Last Request posted Number of Requests
e Employer Name v | posted in the past 25 p—— = r posted on the Last
(EAN) < d & response as of date ¥ Request date <
L= > & hequest date. >
ays 10/05/2023 ¢
1 1] 09/19/2023 1
(No of Rec :1-10of1, Page: 1of1) 1a < e Rl 10 w

SIDES
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Step 4: The SIDES E-Response Switchboard opens - Select Separation Information

SIDESN

E-Response

Ul SIDES E-Response
Switchboard

Please select an exchange to respond to requests.

‘ Separation Information - 1 request

Earnings Verification - 2 requests

SIDES | Page 10
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Step 5: Select the request you are responding to and then process the request as normal

State: ME Log Out
FEIN:

SEIN: Switchboard

User Guide

Separation Information Requests

U] Hide submitted records

Name SSN Due Date & Response Status
‘ 0 03/05/2022 Not Started
D 03/05/2022 Not Started

R1

SIDES | Page 11
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Scenario 3: Employer Update SIDES PIN process

The link which allows the employer to enroll into the SIDES program and activate their unique PIN ID
for the first time is ALSO used to change/update the PIN.

Step 1: From the ReEmployME Home page, select SIDES E-Response

Welcome to the Maine Department of Labor's Bureau of Unemployment Insurance Tax self-service portal

Already have a Portal Account? Log in here. Need to register for an Employer Account Want to update Missing Registration
Number? Information?

User ID

‘ ‘ Register a new business (@ Update BIA Information

Password (Case Sensitive)

‘ Need someone to act on your behalf? Undergoing an audit?

oo Register TPA or Payroll

@

& Upload your documents

Forgot user ID? Forgot Password? Missed updating Federal Identification
Want to enroll, activate, update PIN or Number (FEIN) during registration?
maintain contact details?

(® Add FEIN
Nisiiiicai? (® SIDES E-Response _
‘rg Create a Portal Account Are you a claimant?
Need to contact the Maine Department of

Labor?

=]
E)

g Switch to claimant portal

Note: The SIDES E-Response enrollment link can only be used to enroll
in SIDES, update/activate PIN, or update contact information in SIDES.

Employers must log in to their ReEmployME account to view and respond
to SIDES requests (see above).

SIDES | Page 12
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Step 2: Select Yes - Select Next

WIEMPLOY [ME #2

Unemployment System Alliance Partner Berstugf Uscmplepmest Crmpessitios

Velcome
NMON-571

Welcome to SIDES E-Response

* Required Information

Department of Labor, Bureau of Unemployment Compensation
GETTING STARTED WITH SIDES E-RESPONSE

SIDES E-Response is a new computer-to-computer interface designed to provide employers with secure online reporting of separation and wage information about individuals
filing for unemployment insurance (UI) benefits. SIDES (the State Information Data Exchange System) offers a free-of-charge, nationally. standardized format for employers

and their agents to easily respond to UI information requests.
Using SIDES E-Response reduces follow-up phone calls, helps prevent payments to those who do not meet eligibility requirements. SIDES E-Response reduces appeals and
streamlines the UI response process, reducing paperwork and saving time and money. SIDES E-Response is an easy, efficient and cost-saving alternative to providing

accurate and timely information by mail. Furthermore, using this option helps keep unemployment insurance rates as low as possible by providing accurate and timely
information to the Bureau of Unemployment Compensation before claims are paid. SIDES E-Response reduces employer costs allocated to handling and postage associated

with paper documents.

This site guides through the enrollment process so they can begin using the timesaving SIDES E-Response system.

1. * Already have a PIN (T)ves  No i

Step 3: Enter required fields > Select Activate New PIN

SIDES E-Response Contact Information

* Required Information

EAN FEIN

[
*

Employer Name (Legal)

I
*

Employer Name (Doing Business as)

Employer Email
Note: All future SIDES E-Response communications and requests

for separation will be sent to this email address
Confirm Email

i
*

&
*

w
*

Employer Contact Information
a. Full Name

b. Title

¢. Phone

Activate New PIN Un-Enroll

SIDES | Page 13
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Step 4: Enter and confirm new PIN - Select Activate

SIDES E-Response Activate New PIN

* Required Information

EAN FEIN

1. * New PIN

| _

2. * ConfirmNew PIN

WFIUN-373F

Step 5: Confirmation screen displays
Unemployment System Alliance Partner ,.,..,,u...,;,,....c.&,..
Welcome
NMON-585
SIDES E-Response employer enroliment request new PIN update successfully

SIDES | Page 14
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Scenario 4: Update Employer Contact Information

Step 1: Select SIDES E-Response update link

Welcome to the Maine Department of Labor's Bureau of Unemployment Insurance Tax self-service portal

Already have a Portal Account? Log in here. Need to register for an Employer Account Number? Want to update Missing Registration Information?
User ID
| | Register a new business @ Update BIA Information
Password (Case Sensitive) Need someone to act on your behalf? undergoing an audit?
| ® | &

88 Register TPA or Payroll Provider 15 Upload your documents

Want to enroll, activate, update PIN or maintain contact Missed updating Federal Identification Number (FEIN) during
Forgot user ID? Forgot Password? details? registration?
or ‘ ® SIDES E-Response @ Add FEIN

New user?

Need to contact the Maine Department of Labor? Are you a claimant?

"& Create a Portal Account

@ ContactUs 2, switch to claimant portal

Step 2: Select Yes to | already have a PIN - Next

TRES-UZT

Welcome to SIDES E-Response

* Required Information

Department of Labor, Bureau of Unemployment Compensation
GETTING STARTED WITH SIDES E-RESPONSE

SIDES E-Response is @ new computer-to-computer interface designed to provide employers with secure online reporting of separation and wage information about individuals
filing for unemployment insurance (UI) benefits. SIDES (the State Information Data Exchange System) offers a free-of-charge, nationally standardized format for employers

and their agents to esasily respond to UI information requests,

Using SIDES E-Responsa reduces follovi-up phone calls, helps pravent payments to those who do not meet eligibility requirements. SIDES E-Response reduces appeals and
streamlinas the Ul response process, reducing paperwork and saving time and money. SIDES E-Rasponse is an easy, afficient and cost-saving alternative to providing
accurate and timely information by mail. Furthermere, using this option helps keep unemployment insurance rates as low as pessible by providing accurate and timely
information to the Bureau of Unemployment Compensation bafore claims are paid. SIDES E-Response reduces employer costs allocated to handling and postage associated
with paper documents.

This site guides through the enroliment process so they can begin using the timesaving SIDES E-Response system.

1. * Already have a PIN Q) Yes No_

SIDES | Page 15
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Step 3: Enter the EAN, FEIN and PIN = Next

ERES-0TT)
SIDES E-Response PIN Login
* Required Information
1. EAN
Do not include dashes when entering the EAN
Do not include dashes when entering the FEIN
3. * Current (Active} PIN
Step 4: “SIDES E-Response Maintenance” screen displays = select Update Contact Information
SIDES E-Response Maintenance
* Required Information
EAN FEIN -
Employer Name Trade Name
SIDES Exchange Contact Email Contact Name [ Title [ Phone
Separation Information — il - - - v . 8
1% Action [ _gojact .
Update Contact Infermation -
Un=Enrall m

SIDES | Page 16
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Step 5: Enter/update contact information details > select Next

ERES-003

SIDES E-Response Contact Information
* Required Information

EAN FEIN
Employer Name Trade Name N/A
SIDES Exchange Earnings Verification

1. * Employer Email
Mote: All future SIDES E-Response communications and
requests posted will be sent to this email address.
If you will have more than one person at your organization
needing access to SIDES information requests, we strongly
recommend entering a shared email address here.

2. * Confirm Email

3. * Employer Contact Information
a. Full Name

b. Title

c. Phone L | Ext.

=111

-

SIDES | Page 17
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Step 6: Verify the information - select Submit

ERES-00&
Verify SIDES E-Response Contact Information
* Required Information
EAN FEIN
Employer Name Trade Name
SIDES Exchange Separation Information
1. Employer Email
Confirm Email
3. Employer Contanct Information
a. Full Name
b. Title
c. Phone
Step 7: The Confirmation screen displays
SuUC-002

SIDES E-Response Contact Information
Contact information has been updated successfully for the account, for the SIDES Separation Information exchange.

If the email address has been updated, all future notifications including the requests posted for SIDES Separation Information
Exchange (if any), will be emailed to the new email address provided.

Example of email notification:

EAN: - - FEIN: -
Employer Name: — —

What is this notice for?

This notice is to inform you that you have updated the contact details for SIDES E-Response Separation Information.
What do I need to do?

If you did not update the contact details for SIDES E-response, please contact the Maine Department of Labor at 1-
800-593-7660, Monday through Friday, during normal business hours (8 AM to 3 PM). TTY Users Call Maine Relay
711.

This is an unattended mail box; do not reply to this email.

| |
The Maine Department of Labor is an equal opportunity employer.

Auxiliary aids and services are available upon request to individuals with disabilities.

SIDES | Page 18
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Section 2: Responding to SIDES Requests

Employers will have two ways in which they can respond to SIDES requests — through a hyperlink on
the home screen upon login; they will also be able to respond by way of a ReEmployME menu option.

Scenario 1: Respond to Separation Information Requests

Scenario 1a: Respond to S| Requests — Home Screen Link

Step 1: On the main menu/Home screen, Employers will see a SIDES E-Response logo accompanied
by a link: “Click here to File or Amend a SIDES Response.” - Select the underlined hyperlink

Maine .20V Agendies | Online Services | Help | ®, Search Maine.gov

WAEMPLOY [ME &

Unemployment System Alliance Fartner

Bural o of Urtmphymont Compeniition

Welcome Home | Logout

m My Usar Profile | Account Maintenance Employer Registration Tax & Wage Report File Appeal Annual Tax Rate Maintain Bank Accounts
Online Payment 040 Certification Request Email SignUp m Verify E-mail | Enter Abatement Request m Enter Employer Refund Request

SIDES W

Click here to File or Amend a SIDES Response.

E-REsponse

I @ Inquiry

4= Account Maintenance

My User Profile

Employer Registration

1

~ Tax & Wage Report File Appeal

»> Annual Tax Rate

“ Online Payment
& Email SignUp

»> Verify E-mail
»> WorkShare

Maintain Bank Accounts

940 Certification Request

Audit

Enter Abatement Request
Enter Employer Refund Request

TRKR D 00

SIDES | Page 19
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Step 2: Select the appropriate EAN (depending on the employer, multiple units may display)

SIDE-001

SIDES Employer Response

Select an EAN to File or Amend a SIDES Response

(Mo of Records: 1 - 1 of 1, Page: 1 of 1) 1« <« n = ] 10

Number of Requests ;
Employer Account Number ~ w@ pending_initial Last Request posted Number of Requests

7 Employer Name ~ | posted in the past 35 s posted on the Last
(EAN) ~ - davs oy response as of date 4 “Request date. &
days ks o~ Request date. o

oy 07/21/2024 ¢
. 1 1 07/18/2024 1
(Mo of Recol -1of1, Page: 1 of 1) 1« <« n [ 10

Step 3: The SIDES E-Response Switchboard opens - Select Separation Information

S\DE@&

E-Response

Ul SIDES E-Response
Switchboard

Please select an exchange to respond to requests.

‘ Separation Information - 1 request

Earnings Verification - 2 requests

SIDES | Page 20
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Step 4: “Separation Information Requests” screen displays = select a request to respond to > SIDES
E-Response walks you through subsequent steps

Log Out
SIDESN i

E-Response

Switchboard

User Guide

Announcement:

SIDES E-Response is down every Sunday for maintenance from midnight ET to 4AM ET. Please plan ahead to ensure
your response is submitted by the required due date

Separation Information Requests

[J Hide submitted records

Name SSN Due Date A Response Status

O \ 07/29/2024 Not Started

Claim Details

Name SSN
Claim Number Claim Type Regular Ul, New Initial Claim
Claim Effective 06/30/2024 Request 07/19/2024
Benefit Year Begin 06/30/2024 Due 07/29/2024
Response Status Not Started
Vi_ew Request-07/19/2024

Enter Response

SIDES | Page 21
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Scenario 1b: Respond to Sl Requests — Menu Path

Step 1: From the Home menu, select Inquiry > Correspondence - Respond to SIDES
Correspondence

Maine.gov

WAENMPLOY IME &

Unemployment System Alliance Partner

Burats of Unemplymoent Compentaticn
Welco

Home | Logout
IGUTT "R My User Profile | Account Maintenance Employer Registration Tax & Wage Report File Appeal Annual Tax Rate Maintain Bank Accounts
E— A N e

Correspondence 3

Respond to
I ) 0 .
Respond to SIDES Inquiry u My User Profile
Correspondence _

Inquiry Employer
Correspondence History

Employer Registration

lii:|

Tax & Wage Report File Appeal

Annual Tax Rate Maintain Bank Accounts

V]
“ Online Payment é 940 Certification Request
& Email SignUp Q

> Verify E-mail
WorkShare

Audit

> Enter Abatement Request
»> Enter Employer Refund Request

Step 2: Select the appropriate EAN (depending on the employer, multiple units may display)

SIDE-001
SIDES Employer Response

Select an EAN to File or Amend a SIDES Response

(No of Records: 1 - 1 of 1, Page: 1 of 1) 1« <« n [ 10 w

Number of Requests
Number of Requests E———_— Number of Requests
Employer Account NumherA Emol r Name s d in the past 25 pending_initial Last Request nosteq\ FOCTCICREIEE

(EAN) ~ Employer hams posted in the d Rastsa response as of date v ‘Request date. ¢

days > = Request date. >

ays 07/21/2024 ¢ test ca
, 1 1 07/18/2024 1
(Mo of Recol -1of1,Page: 1 0f1) 14 <2 n [ 10 +

SIDES | Page 22
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Step 3: The SIDES E-Response Switchboard opens - Select Separation Information

S\DE@&

E-Response

Ul SIDES E-Response
Switchboard

Please select an exchange to respond to requests.

‘ Separation Information - 1 request

Earnings Verification - 2 requests

Step 4: “Separation Information Requests” screen displays - select a request to respond to - SIDES
E-Response walks you through subsequent steps

FEIN:
SEIN: Switchboard

State: ME Log Out

User Guide

Announcement:

SIDES E-Response is down every Sunday for maintenance from midnight ET to 4AM ET. Please plan ahead to ensure
your response is submitted by the required due date

Separation Information Requests

[J Hide submitted records

Name SSN Due Date A Response Status

O \ 07/29/2024 Not Started

Claim Details

Name SSN
Claim Number Claim Type Regular Ul, New Initial Claim
Claim Effective 06/30/2024 Request 07/19/2024
Benefit Year Begin 06/30/2024 Due 07/29/2024
Response Status Not Started
Vigw Request- 07/19/2024
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Bureau of Unemployment Compensation

Scenario 2: Employer Response to Earnings Verification Requests

This scenario illustrates the process employers will follow when they have Earnings Verification
requests to respond to.

Step 1: Log in to ReEmployME and select Inquiry - Correspondence - Respond to SIDES
Correspondence

IWelcome Home | Logout

GG My User Profile | Account Maintenance Employer Registration Tax & Wage Report File Appeal Annual Tax Rate
Tax Inquiry Online Payment 940 Certification Request Email SignUp Verify E-mail | Enter Abatement Reguest m

Correspondence

L Respond to

- Correspondence
View Charges ) P
Respond to SIDES
Correspondence [nq u]ry
View Correspondence

Inquiry Employer

My User Profile

i

Account Maintenance Employer Registration

Correspondence History

Tax & Wage Report Correspondences

File Appeal Annual Tax Rate

NOTE: Earnings Verification
requests can also be
accessed from the hyperlink
as illustrated in

Ey o ik EF

>
Maintain Bank Accounts “ Online Payment

940 Certification Request Email SignUp

b O

Audit > Verify E-mail

> Enter Abatement Request > WorkShare
= Enter Employer Refund Request

Step 2: The “SIDES Employer Response” screen displays - Select your EAN

Welcome

Home Log out

m My User Profile | Account Maintenance Employer Registration Tax & Wage Report File Appeal Annual Tax Rate Maintain Bank Accounts
Online Payment 940 Certification Request w m Verify E-mail | Enter Abatement Request Enter Employer Refund Request

SIDE-001
SIDES Employer Response
Select an EAN to File or Amend a SIDES Response
(No of Records: 1 -1 0of 1, Page: 1 of 1) 14 <= u B B
Number of Requests
Mumber of Requests | — - — =" Number of Requests
Employer Account Number a === e pending, q po. T hosted on the
Employer Account Numberh i Er e = in the 35 nding_initial Last Request posted = A on the Last
(EAN) ¥ e ”—“mdda past 33 response as of date *| “Request date. 2
cays 09/29/2024 © Slesilizr
1 1 09/25/2024 1

(No of Remt 1ofi, Page:1of 1) 1« <= n - - 10 W
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Step 3: The SIDES E-Response Switchboard opens - Select Earnings Verification

SIDES N

E-Response

Ul SIDES E-Response
Switchboard

Please select an exchange to respond to requests.

Separation Information - 1 request
Earnings Verification - 2 requests
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Step 4: Select the week to be submitted

Log Out

Switchboard

User Guide

Announcement:

SIDES E-Response is down every Sunday for maintenance from midnight ET to 4AM ET. Please plan ahead to ensure
your response is submitted by the required due date

Earnings Verification Requests

[J Hide submitted records

55N Name Due Date A Response Status
‘ 0 10/07/2024 Not Started
O 10/07/2024 Not Started

R1

Step 5: The Claim Details” screen displays > Select Enter Response

NV Log Out
SIDESNs
EHEEEIEE Switchboard
User Guide
Claim Details

Name SSN
Verification Period 05/26/2024-06/01/2024 Request 09/27/2024

Due 10/07/2024

Response Status Not Started

View Request - 09/27/2024

( Back j( Enter Response ]
R2
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Step 6: The “Employer” screen displays = Enter/correct details > Select Next (select Save to retain
entries and complete later)

Log Out

State: ME
S DE@& FEIN: Switchboard

E-Response SEIN:

Requests

User Guide Help

Name: | SSN: -4450 Due Date: 10/07/2024
Employer [ Claimant j( Work/Earnings ] >
Employer
Corrected

Employer Name ‘
FEN —

SEIN

Check if applicable.
[ TPA/Employer Representative receiving this request that DOES NOT represent this employer

(save ) “ciose )((vewt ) <

Step 7: The “Claimant” screen displays - Enter/correct details > Select Next

Log Qut

State: ME
SID E@e& FEIN: Switchboard

= {=Helelgl{= SEIN:

Requests

User Guide Help

Name: SSN: ~ 4450 Due Date: 10/07/2024
Employer Work/Earnings >
Claimant
Corrected

Claimant Name: ‘

Check if applicable.

[J Claimant did NOT work for this employer

() () (o (o)
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Step 8: The “Work/Earnings” screen displays - Enter/correct details - Indicate whether claimant is
still working or not - Select Next (select Save to retain entries and complete later)

Log Out
State: ME
D
ElPD Ea& FEIN: Switchboard

T SEIN:

Requests

User Guide Help

Name: SSN: -4450 Due Date: 10/07/2024

[ Employer j[ C\aimantj Work/Earnings Salary/Pay Period >
Work/Earnings

Earnings Verification Source Interstate Cross Match of Benefits and Wages Records

* Did this person perform work or receive any payments between
05/26/2024 and 06/01/2024?

* What was the first day the claimant physically worked or the first \
allocated payment date of a Paycheck Protection Program (PPP)  05/27/2024
between 05/26/2024 - 06/01/2024?

Yes, this individual had earnings during the time frame reque ¥

Yes, this individual had earnings during the time frame requested

Claimant performs work and did not have earnings (100% salesperson))
I“ Is the claimant still working? Yes [J No I

(o)) () o)

Claimant did not work for employer during this time

Step 9: Enter pay rate(s) and pay period details > Select Next

Log Out
Switchboard
Requests
User Guide Help
Name: SSN: 4450 Due Date: 10/07/2024
[ Employer j[ Claimant j[ Work/Earnings j >
Salary/Pay Period
* Did the claimant work under contract for a specific amount? [ Yes No
* Was the claimant paid by the mile or Trip/Load/Unit? [ Yes No
* Regular Rate of Pay §20.00 Per Select One v
Overtime Rate of Pay per Select One v
Training Rate of Pay Per  Select One v
*How often is/was the claimant paid? Weekly v
* Day pay period ends Saturday v
[ Back j[ Save j[ Close j[ Next j _
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Step 10: The “Pay Period Earnings” screen displays - Enter earning details for the selected pay
period > Select Next (select Save to retain entries and complete later)

State: ME
SIDESW

L FEIN Switchboard
E-Response SEIN

User Guide  Help

Name: Due Date: 10/07/2024

< wer [ Claimant [ Work/Earnings j[ Salary/Pay Period j[ Additional Information ][ Preparerj >

Pay Period Earnings

Enter PPP in the same format as wages for the allocated dates.

05/26/2024 - 06/01/2024

Monday Tuesday Wednesday Thursday Friday Saturday Total
05/27/2024 | 05/28/2024 | 05/29/2024 | 05/30/2024 | 05/31/2024 | 06/01/2024
Hours 08:00 08:00 08:00 08:00 08:00 00:00 40:00
Earnings $125.00 $125.00 $125.00 $125.00 $125.00 $0.00 $625.00
Date Paid 05/31/2024 |05/31/2024 |05/31/2024 |05/31/2024 |05/31/2024 |mm/dd/yyyy

(500 ) (5o ) ‘cioe ) )

Step 11: Review the “Summary” screen > Select Next

Log Out
E Switchboard
E-Response .

SIDES N

User Guide  Help
Name: - 4450 Due Date: 10/07/2024
< wer [ Claimant j[ Work/Earnings ][ Salary/Pay Period j[ Additional Information j[ Preparerj >

Summary

Wages
g Total

Gross
Eamings

Hours | Earnings

.. - . . in Lieu
Commission | Bonus | Severance | Holiday | Vacation of

Work

05/26/2024 - 06/01/2024 | 40:00 | $625.00 | $0.00 | $0.00 $0.00 | $0.00 $0.00 |$0.00 $0.00 | $0.00 | $625.00

[ Back j[ Close j[ Next ] -
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Step 12: Enter any additional details if applicable > Select Next (select Save to retain entries and
complete later)

VD
E-Response

User Guide Help

Name: SSN: 1 . -4450 Due Date: 10/07/2024

< D[ Work/Earnings j[ Salary/Pay Period ][ Earnings ] Additional Information >

Additional Information

Enter any additional information about this Earnings Verification, including details of the PPP (if applicable).

(00 ) (sme ) (toss ) vert )

Step 13: Enter Preparer information - Select Next (select Save to retain entries and complete later)

Log Out
SID Eﬁ:&s Switchboard
E-Response
Requests
User Guide Help
Name: SSN: 4450 Due Date: 10/07/2024
< D[ Work/Earnings j( Salary/Pay Period j[ Earnings ]( Additional Information ] Review Response >
Preparer
*Info Prepared By Employer [ TPA
*Name
*Job Title tester
* Phone
* Email |
Fax
[ Back ][ Save j[ Close j[ Next ] -
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Step 14: The “Review Response” screen displays > Select View Response

Log Out
State: ME

FEIN: Switchboard
SEIN:

Requests

User Guide Help

Name: SSN: -4450 Due Date: 10/07/2024

< D[ Work/Earnings j[ Salary/Pay Period ][ Earnings ][ Additional Information j[ Preparer j Review Responsg >

Review Response

Review your response before submitting:

View Response

(o) (oo )(o)
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Step 15: Review the details entered in the response then close response details

Page 1 of 2 (example response)

]

=3 =4450 Hame Due Date 10/07/2024

Earnings Verification

DateTime Submitted 09/30/2024 11:35:28 AM Record GUID b296 chdf 7713 4d6a
EDT ade7 1529 fTe6 dEbe
Confirmation Number Gded 3817 bafb 4075

adfé 27fa 9705 8f93

£

ncy MDOL BPC BUC Phone

m
]
:

Employer Name

FEIM SEIN

Request Source Interstate Cross Match of Benefits and Wages
Records

Did this person perform work or receive payment from Yes, this individual had earnings during the time
05/26/2024 to 08/01/2024 frame requestad

What was the first day the claimant physically worked or  05/27/2024
the first allocated payment date of a Paycheck Protection
Program (PPP) between 05/26/2024 to 06/01/2024

Is the individual still working? Yes

Claimant Regular Rate of Pay $20.00 per Hourly
How often is/was the claimant paid? Weakly

Day pay period ends Saturday

57262024 EEJETM EE&W Eﬂ?ﬂﬂm Em Eﬁ.ﬂﬂ?ﬂﬂ 06/01/2024
e
Hours Worked :00 :00 :00 00 00
Earni 125.00 125.00 125.00 125.00 125.00
Earnings 53172024 ||05/31/2024 ||05/31/2024 ([(05/31/2024 ||05/31/2024
Paid/Allocated
FREEMAN SIDES Generated PDF
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Page 2 of 2 (example response)

L

5N - *450 Hame Due Date 10,/07/2024

anmmm |hemmn24 ||namm24 |lwn5mn24 |L:amai2n24 |[wnm:m ||uaanwn24

|Nn Data Available

SI26/2024 EE‘I‘Z?}EM Es&mm Emmm Eﬁf&nﬂm FEBHEDN 06/01/2024
e
Hours Worked 00 :00 00 00 8:00
Earni 125.00 125.00 125.00 125.00 125.00
Earnings S5/31/2024  |05/31/2024  ||05/31/2024 |05/31/2024 |05/31/2024
Paid/Allocated

Prepared by Employer
Preparer Name Job Tite tester
Phone i Email -

|

Comected Employer Name

Comected FEIN

TPAEmployer Representative receiving this request DOES NOT represent this employer (Mot Checked)
Comected Name

Claimant did NOT work for this employer (Not Checked)

Training Rate of Pay

per (Training Pay)

Overtime Rate of Pay

per (Overtime Pay)

Fax

FREEMAN SIDES Generated PDF
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Step 16: The “Review Response” screen displays = select Submit

Log Out

State: ME
[/
S|DE§\¢$ FEIN: Switchboard
E-Response

SEIN:

User Guide Help

Name: SSN: -4450 Due Date: 10/07/2024
< D[ Work/Earnings j[ Salary/Pay Period ][ Earnings ][ Additional Information j[ Preparer j Review Responsg >

Review Response

Review your response before submitting:

View Response

() (5o ) ()

Step 17: The “Earnings Verification Requests” screen will now display the request as Submitted

Switchboard

User Guide

Announcement:

SIDES E-Response is down every Sunday for maintenance from midnight ET to 4AM ET. Please plan ahead to ensure
your response is submitted by the required due date

Earnings Verification Requests

[ Hide submitted records

SSN Name Due Date & Response Status
-4450 10/07/2024 Submitted
10/07/2024 Not Started

R1
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