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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: The welcome screen displays → Select No to “Already have a PIN” → Select Next 
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Step 3: Enter your EAN and FEIN → Select Search 

 

Step 4: Select your company from the search results → Check the acknowledgment boxes → Select 

Next 

 

 

 

 

 

 

XX XXXXX XXX 

XXXXXXXXX 

XX XXXXX XXX 

Employer EAN Employer Name Employer FEIN 
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Step 5: Enter your contact information → Select Next 

 

Step 6: Verify the contact information → Select Enroll  

 

 

 

 

Employer EAN 

Employer Name 

Employer FEIN 

Employer EAN 

Employer Name 

Employer FEIN 

Employer Email Address 

Employer Email Address 

Employer Contact Name 

Employer Phone Number 
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Step 5: The “SIDES E-Response Enrollment Confirmation” screen indicates the PIN was sent to you by 

mail 
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   Employer Name 

Employer Address 

Employer EAN 

Employer FEIN 
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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 → Select 

Login 

  

Step 2: Select Click here  
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Step 3: The “SIDES Employer Response” screen displays → Selecting your EAN will automatically 

direct you to the SIDES site 

NOTE: The number of days available to respond to a request has changed to 60 days  

 

 

 

 

 

 

 

 

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

Employer EAN Employer Name 

Note: If there are no pending responses the below error messages will display.  

 

 

 

 

 

Employer EAN 

Employer SEIN 
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Step 5: Select the request you are responding to and then process the request as normal 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Employer EAN 

Employer SEIN 

Employee Name 

Employee Name 

Employee SSN 

Employee SSN 
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Scenario 3: Update Employer Contact Information 

 

Step 1: Select SIDES E-Response  

 

Step 2: Select Yes to ‘Already have a PIN’ → Select Next 
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Step 3: Enter your EAN, FEIN and PIN → Select Next 

 

Step 4: The “SIDES E-Response Maintenance” screen displays → Select Update Contact Information 

→ Select Next 

 

 

Employer EAN 

Employer Name 

Employer FEIN 

Contact Email Address 

Contact Email Address 

Contact Name 

Contact Name 

Phone Number 

Phone Number 

XX XXXXX XXX 

XXXXXXXXX 
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Step 5: Enter/update your contact information details → Select Next 

 

Step 6: Verify your information → Select Submit 

 

Step 7: The confirmation screen displays 

 

Employer EAN 

Employer Name 

Employer FEIN 

Employer EAN 

Employer Name 

Employer FEIN 

Employer Email Address 

Employer Email Address 

Employer Contact Name 

Employer Phone Number 
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Example of email notification: 

 

Employer EAN 

Employer Name 

Employer FEIN 
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Section 2: Responding to SIDES Requests 

You will have two ways in which you can respond to SIDES requests – through a hyperlink on the 

home screen upon login or by using the ReEmployME menu options. 

 

Scenario 1a: Respond to Separation Information (SI) Requests – Home Screen Link 

Step 1: On the home screen, you will see the 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 

 

 

Employer EAN Employer Name Separation Information -1 Separation Information -1 Separation Information -1 Separation Information –  

05/13/2026 

Employer FEIN 

Employer SEIN 
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Step 4: The “Separation Information Requests” screen displays → Select a request to respond to → 

SIDES E-Response walks you through subsequent steps 

 

 

 

 

 

 

 

 

 

 

 

 

 

Employer FEIN 

Employer SEIN 
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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) 

 

Separation Information -1 Separation Information -1 Separation Information -1 Separation Information –  
05/13/2026 

Employer EAN Employer Name 
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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  

 

Employer FEIN 

Employer SEIN 

Employer FEIN 

Employer SEIN 
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Scenario 2: Employer Response to Earnings Verification Requests 

This scenario illustrates the process you will follow when you have Earnings Verification requests to 

respond to. 

 

Accessing SIDES via ReEmployME main menu: 

 

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 

 

Employer EAN Employer Name 
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Step 3: The SIDES E-Response Switchboard opens → Select Earnings Verification 

 

Continue to Section 2, Scenario 2a, Step 4 

 

Employer FEIN 

Employer SEIN 
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Accessing SIDES via email link: 

 

Step 1: Select the hyperlink in your email to access SIDES 

 

 

  https://uisides.org/ 

Employer EAN 
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Scenario 2a: SIDES EV Request - Daily 

 

Step 1: To log into your account, select your State and ‘Earnings Verification’ from the drop-down 

menu → Next enter your FEIN, EAN (also known as the State Employer Identification Number or 

SEIN), and PIN → Select Log In 

 

Step 2: Select the claimant 

 

Employer FEIN 

Employer EAN 

Claimant SSN 

Employer FEIN 

Employer EAN 
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Step 3: The “Claim Details” screen is displayed → Select Enter Response 

 

Step 4: If needed, you can update your name, FEIN, or SEIN (otherwise known as the EAN) → Select 

Next 

 

 

 

Claimant SSN 

Employer FEIN 

Employer EAN 

Employer FEIN 

Employer EAN 

Claimant SSN 

Employer Name 

Employer FEIN 

Employer EAN 
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When completing a SIDES response, TPAs (Third Party Administrators) receiving the request 

can indicate they DO NOT represent the employer 

 

 

 

 

 

 

 

 

 

 

 

Employer 

FEIN Employer EAN 

Claimant SSN 

Employer 

Employer 

Employer EAN 

When completing a SIDES response, PEOs receiving the request can indicate they are not 

representing the employer 

 

 

 

 

 

 

 

 

 

 

 

 

Employer FEIN 

Employer EAN 

Claimant SSN 

Employer 

Employer FEIN 

Employer EAN 
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Step 5: Make any corrections, if needed, on the “Claimant” screen → Select Next 

 

Employer FEIN 

Employer SEIN 

Claimant SSN 

Claimant SSN 

When completing a SIDES response, it can be notated that the claimant did NOT work for the 

employer listed. 

 

 

 

 

 

 

 

 

 

 

 

Employer FEIN 

Employer EAN 

Claimant SSN 

Claimant SSN 

Claimant ID 
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Step 6: Answer questions on the “Work/Earnings” screen → Select Next 

 

When completing a SIDES response, it can be notated that the employer believes it is a 

fraudulent claim 

 

 

 

 

 

 

 

 

 

 

 

 

Employer FEIN 

Employer EAN 

Claimant SSN 

Claimant SSN 

Claimant ID 

Employer FEIN 

Employer EAN 

Claimant SSN 
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Step 7: The “Employment/Separation Information” screen is displayed → Answers the question, “Is the 

claimant is still working?” → Select Next 

 

Employer FEIN 

Employer EAN 

Claimant SSN 
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Step 8: When ‘No’ is selected, additional questions are displayed → Select the answer from the drop-

down menu and enter a date → Select Next  

 

Employer FEIN 

Employer EAN 

Claimant SSN 
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Step 9: Depending on the selection made for the reason of separation from employment, additional 

fields are displayed → Enter any additional information and enter the last date the claimant worked → 

Select Next 

 

Step 10: The “Wage Reporting Format” screen is displayed → Select Daily as the wage format → 

Select Next 

Employer FEIN 

Employer EAN 

Claimant SSN 

Employer FEIN 

Employer EAN 

Claimant SSN 
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Step 11: The “Salary/Hourly Pay Period” screen is displayed → Enter the claimant’s rate of pay 

information → Select Next 

 

Step 12: The “Earnings Selection” screen is displayed → Select the payment type, the weeks the 

claimant worked, and indicate if commission was earned → Select Next 

 

 

 

 

Employer FEIN 

Employer EAN 

Claimant SSN 

Employer FEIN 

Employer EAN 

Claimant SSN 
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Step 13: Enter the pay period earnings for the claimant → Select Next 

 

 

 

 

Step 14: Review the data entered → Select Next 

 

Note: 

Date Allocated = The date that the earnings were allocated or the individual was paid for hours 

worked during the provided pay period or day 

Claimant SSN 

Employer FEIN 

Employer EAN 

Claimant SSN 
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Step 15: The “Additional Information” screen is displayed → Add any pertinent information → Select 

Next 

 

Step 16: The “Preparer” screen is displayed → Enter your information → Select Next 

 

Employer FEIN 

Employer EAN 

Claimant SSN 

Employer FEIN 

Employer EAN 

Claimant SSN 
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Step 17: The “Review Response” screen is displayed → You can select to view the response → Select 

Submit 

 

Step 18: The “Confirmation” screen is displayed → You can review the response and/or select Close 

 

 

 

Employer FEIN 

Employer EAN 

Claimant SSN 

Employer FEIN 

Employer EAN 

Claimant SSN 
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Scenario 2b: SIDES EV Request – Weekly 

 

Follow Steps 1-9 in Section 2, Scenario 2a 

 

Step 10: The “Wage Reporting Format” screen is displayed → Select Weekly as the wage format → 

Select Next 

 

Employer FEIN 

Employer EAN 

Claimant SSN 
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Step 11: The “Salary/Hourly Pay Period” screen is displayed → Enter the claimant’s rate of pay 

information → Select Next 

 

Step 12: The “Earnings Selection” screen is displayed → Select the payment type, the weeks the 

claimant worked, and indicate if commission was earned → Select Next 

 

Employer FEIN 

Employer EAN 

Claimant SSN 

Employer FEIN 

Employer EAN 

Claimant SSN 
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Step 13: The “Pay Period Earnings – Salary/Hourly” screen displays → If ‘Weekly’ is selected for the 

wage format in Step 10 the screen below displays → Enter the claimant’s earnings for the weeks 

identified → Select Next 

 

 

 

 

Note: 

Date Allocated: The date that the earnings were allocated or the individual was paid for hours 

worked during the provided pay period or day 

Employer FEIN 

Employer EAN 

Claimant SSN 
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Step 14: Review the “Summary” screen → Select Next 

 

Follow Steps 15-19 in Section 2, Scenario 2a to complete the EV request 

 

 

 

Employer FEIN 

Employer EAN 

Claimant SSN 
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Scenario 2c: SIDES EV Request – Bi-Weekly 

 

Follow Steps 1-9 in Section 2, Scenario 2a 

 

Step 10: The “Wage Reporting Format” screen is displayed → Select Bi-Weekly as the wage format → 

Select Next 

 

 

Employer FEIN 

Employer EAN 

Claimant SSN 
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Step 11: The “Salary/Hourly Pay Period” screen is displayed → Enter the rate of pay and the frequency 

as well as the day the pay period ends → Select Next 

 

Step 12: The “Earnings Selection” screen is displayed → Select the payment type, the weeks the 

claimant worked and indicate if commission was earned → Select Next 

 

 

Employer FEIN 

Employer EAN 

Claimant SSN 

Employer FEIN 

Employer EAN 

Claimant SSN 
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Step 13: The “Pay Period Earnings – Salary/Hourly” screen displays → If ‘Bi-Weekly’ is selected for the 

wage format in Step 10 the screen below displays → Enter the claimant’s earnings for the bi-weeks 

identified → Select Next 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: 

Date Allocated: The date that the earnings were allocated or the individual was paid for hours 

worked during the provided pay period or day 

Employer FEIN 

Employer EAN 

Claimant SSN 
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Step 14: Review the “Summary” screen → Select Next 

 

Follow Steps 15-19 in Section 2, Scenario 2a to complete the EV request 

 

Employer FEIN 

Employer EAN 

Claimant SSN 
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Scenario 2d: SIDES EV Request – Semi-Monthly 

 

Follow Steps 1-9 in Section 2, Scenario 2a 

 

Step 10: The “Wage Reporting Format” screen is displayed → Select Semi-Monthly as the wage 

format → Select Next 

  

 

Employer FEIN 

Employer EAN 

Claimant SSN 
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Step 11: The “Salary/Hourly Pay Period” screen is displayed → Enter the rate of pay and the frequency 

as well as the pay period begin and end date → Select Next 

 

Step 12: The “Earnings Selection” screen is displayed → Select the payment type, the weeks the 

claimant worked, and indicate if commission was earned → Select Next 

 

 

 

Employer FEIN 

Employer EAN 

Claimant SSN 

Employer FEIN 

Employer EAN 

Claimant SSN 
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Step 13: The “Pay Period Earnings – Salary/Hourly” screen displays → If ‘Semi-Monthly’ is selected for 

the wage format in Step 10 the screen below displays → Enter the claimant’s earnings for the bi-weeks 

identified → Select Next 

 

Step 14: Review the “Summary” screen → Select Next 

 

Follow Steps 15-19 in Section 2, Scenario 2a to complete the EV request 

  

Employer FEIN 

Employer EAN 

Claimant SSN 

Employer FEIN 

Employer EAN 

Claimant SSN 
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Scenario 2e: SIDES EV Request – Monthly 

 

Follow Steps 1-9 in Section 2, Scenario 2a 

 

Step 10: The “Wage Reporting Format” screen is displayed → Select Monthly as the wage format → 

Select Next 

 

 

 

 

 

 

 

 

 

 

 

 

Employer FEIN 

Employer EAN 

Claimant SSN 
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Step 11: The “Salary/Hourly Pay Period” screen is displayed → Enter the rate of pay and the frequency 

as well as the pay period begin and end date → Select Next 

 

 

Employer FEIN 

Employer EAN 

Claimant SSN 
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Step 12: The “Earnings Selection” screen is displayed → Select the payment type, the weeks the 

claimant worked, and indicate if commission was earned → Select Next 

 

Step 13: The “Pay Period Earnings – Salary/Hourly” screen displays → If ‘Monthly’ is selected for the 

wage format in Step 10 the screen below displays → Enter the claimant’s earnings for the bi-weeks 

identified → Select Next 

 

 

Employer FEIN 

Employer EAN 

Claimant SSN 

Employer FEIN 

Employer EAN 

Claimant SSN 
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Step 14: Review the “Summary” screen → Select Next 

 

Follow Steps 15-19 in Section 2, Scenario 2a to complete the EV request 

 

 

Employer FEIN 

Employer EAN 

Claimant SSN 
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Step 20: Review the details entered in the response then close response details 

Page 1 of 2 (example response) 
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Step 21: The “Earnings Verification Requests” screen will now display the request as ‘Submitted’ 

 

 

 


