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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 

 

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

 



 
 

    
 

SIDES for Employers - Staff Edition 
Bureau of Unemployment Compensation 

Training & 
Support Unit 

Back to Table of Contents   SIDES 
 

Page 3 

Step 3: Enter your EAN and FEIN  Select Search 

 

Step 4: Select your company from the search results  check the acknowledgment boxes  Select 
Submit 
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Step 5: Confirmation screen indicates the PIN was sent to your email on record 

 

Step 6: Example of the enrollment and PIN email notification 

 



 
 

    
 

SIDES for Employers - Staff Edition 
Bureau of Unemployment Compensation 

Training & 
Support Unit 

Back to Table of Contents   SIDES 
 

Page 5 

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

 

Step 8: The “Welcome” screen displays  Select Yes to “Already have a PIN”  Select Next 
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Step 9: Enter your EAN, FEIN, and PIN  Select Next 

 

Step 10: Enter your contact information  Select Next  
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Step 11: Verify the contact information  Select Enroll  

 

Step 12: Confirmation screen indicates successful enrollment  Home 
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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 
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Step 2: Select Click here 

 

 

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

 

 

 

 

 

Note: If there are no pending responses the below error messages will display. 
Otherwise, continue to the bottom of the screen. 
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Step 4: The SIDES E-Response Switchboard opens  Select Separation Information 
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Step 5: Select the request you are responding to and then process the request as normal 
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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 
 

 
  

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 Scenario 2 above). 
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Step 2: Select Yes  Select Next 

 

 

Step 3: Enter required fields  Select Activate New PIN 
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Step 4: Enter and confirm new PIN  Select Activate 

 

 

Step 5: Confirmation screen displays 
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Scenario 4: Update Employer Contact Information 

 

Step 1: Select SIDES E-Response update link 

 

Step 2: Select Yes to I already have a PIN  Next 
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Step 3: Enter the EAN, FEIN and PIN  Next 

 

Step 4: “SIDES E-Response Maintenance” screen displays  select Update Contact Information 
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Step 5: Enter/update contact information details  select Next 
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Step 6: Verify the information  select Submit 

 

Step 7: The Confirmation screen displays 

 

Example of email notification: 

  

SIDES E-Response Contact Information 
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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 SI 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 

 

Click here to File or Amend a SIDES Response. 
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Step 2: Select the appropriate EAN (depending on the employer, multiple units may display) 

 

Step 3: The SIDES E-Response Switchboard opens  Select Separation Information 
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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 
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Scenario 1b: Respond to SI Requests – Menu Path 

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

 

Step 2: Select the appropriate EAN (depending on the employer, multiple units may display) 
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Step 3: The SIDES E-Response Switchboard opens  Select Separation Information 

 

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

 

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

NOTE: Earnings Verification 
requests can also be 
accessed from the hyperlink 
as illustrated in Scenario 1a. 
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Step 3: The SIDES E-Response Switchboard opens  Select Earnings Verification 
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Step 4: Select the week to be submitted 

 

Step 5: The Claim Details” screen displays  Select Enter Response 
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Step 6: The “Employer” screen displays  Enter/correct details  Select Next (select Save to retain 
entries and complete later) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 7: The “Claimant” screen displays  Enter/correct details  Select Next 
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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) 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 11: Review the “Summary” screen  Select Next 
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Step 12: Enter any additional details if applicable  Select Next (select Save to retain entries and 
complete later) 

 

 

 

 

 

 

 

 

 

 

 

 

Step 13: Enter Preparer information  Select Next (select Save to retain entries and complete later) 
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Step 14: The “Review Response” screen displays  Select View Response 
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Step 15: Review the details entered in the response then close response details 

Page 1 of 2 (example response) 
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Page 2 of 2 (example response) 
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Step 16: The “Review Response” screen displays  select Submit 

 

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

 

 

Submitted 
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