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Assign a Third Party Administrator Guide

A new self-service account has been created for existing businesses that are currently
registered with the New Mexico Department of Workforce Solutions (NMDWS). Existing
employers should have received a letter from NMDWS listing their User ID and
password, and they must activate their account before they can login to the new
Unemployment Insurance Tax System to assign a third party agent.

The Ul Tax System self-service portal can be accessed from
www.dws.state.nm.us/dws-uitax.html.

If you are having trouble with this link, you can access the NMDWS Ul Tax webpage
from the NMDWS homepage at www.dws.state.nm.us under the “Business Section.”

To access your employer account, you will need your User ID and password. If you do
not know your User ID or password contact us at uitax.support@state.nm.us or
dws.statusunit@state.nm.us You will need to provide your existing six (6) digit
Employers Account Number, FEIN, employer name and address.

To authorize a Third Party Administrator (TPA) to act on your behalf you must have their
nine (9) digit TPA ID. If you do not know their nine (9) digit TPA ID, contract your TPA
to obtain.
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Create a New Agent Relationship

Login to Unemployment Insurance Tax System
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Logon

* Indicates Required Field

Employer Registration
System Availability
User Guide
Returning Employer
Account Activation

New Mexico Department of Workforce Solutions : Employer Login

To access Employer account information, enter your User ID and Password. For purposes of authentication, using your Password is considered the same
as using your signature.

UserID: |
Password: |

Forgot Password

Your account will be locked after 4 attempts. If you are having problems logging in, select the "Forgot Password" button to reset your password.

Helpful Resources Home

System Availability
Check routine and special system downtimes

P
*

Employer Registration
Create a new employer account to obtain an Employer Account Number
and create System Administrator user.

User Guide
A guide to using the Employer Self-Service System.

Returning Emplover
Complete a Pending Registration using the Temporary User ID and
Password.

Account Activation
Activate legacy system account fo conduct business on-line.

From the employer home page select the ‘Account Maintenance’ link
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Empiloyer Home
FaQ

Account Maintenance

Benefit Charge Activities
Correspondence
Employment and Wage Detall
Reporting

Payment information

User Maintenance

Employer Information
Employer Account Number. 00280446 Employer Name: John's

DEA Name: JOHN'S GARAGE

Emplover Home
Employer Home

FAQ

Account Maintenance
Rewew frequently asked questions (FAQ'S) for the Ul program or Ul system. Maint;

account info ncluding cl ging legal name, mailing
address, owners/officers, reporting units, or reporting status. View the mast
recent Tax Rate Notice, authonze TPAS or provide information regarding
the purchase or sale of a business,

Benefit Charge Activities
Available in the spring of 2012

Comespondence
Axailable in the spring of 2012

Payment Information
Avallable 1n the spring of 2012

Employment and Wage Detail Reporting

Subrmit Employment and Wage Detall Repons for this Agency and the
Department of Revenue. View historical Employment and Wage Reparting
information

User Maintenance
Assign or Updale user access lo Employer account information.
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Select the Third Party Administrator (TPA) Authorization Link
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Employer Home.

FAQ
Account Maintenance

» View Employer Account

Profile

on
Name

(TPA) Aull
Benefit Charge Activities
Correspondence
Employment and Wage Detail
Reparting
Paymen! infarmation
User Mainlenance

Employer Information
Employer Account Number 00220448 Employer Name: John's
DEA Name: JOHN'S GARAGE

Account Maintenance

View Emplover Account Profile
View summary profile and estory information related to the Employer
Account

Address Information
View or Update address ypes. Maintain phone numbers and e-mail
addresses

Maintain Employer Name
Prowvide infarmation regarding a change Lo the Legal Name of the business
entity or change the Daing Business As (DBA) name of the business entity

Maintain Owners/Officers
View, Add, or Update OwnerOfficer information for the Employer Account

Maintain Emplover Reporting Linits
Create and update Employer reporting units

Third Party Administrator (TPA) Authonzation
Create new or update exsting TPA authonzations to access Employer
account inffarmation

From this page, you can create a new TPA relationship or manage existing TPA’'s. To
add a Third Party Administrator (TPA), select ‘New.’
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Change Password | Logoff

Wednesday, June 22, 2011
Print

Employer Home
FAQ
Account Maintenance
» View Employer Account
Profile
» Address Information
+» Maintain Employer Name
» Maintain Owners/Officers
+ Maintain Employer
Reporting Units
+ Third Party
Administrator (TPA)
Authorization
Benefit Charge Activities
Correspondence
Employment and Wage Detail
Reporting
Payment Information
User Maintenance

Employer Information
Employer Account Number: 00280446 Employer Name: John's

DBA Name: JOHN'S GARAGE

Third Party Administrator (TPA) Authorization

Using either the TPA Name or TPA ID you may search for an existing Third Party Administrator that was previously assigned to your account.

To see all TPAs associated with your account select "Search’ without entering any search criteria.
TPA Name: ||

TPAID: |
Role: Al

Select Link for Role Definitions®

Select ‘New’ to assign a new TPA to your account In order to assign a new TPA to your account, you must have their TPA ID (contact your TPA to get this

information).
[ tome | Mew ]
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Enter the ‘TPA ID’ and select ‘Next.’
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Erint
Change Password | Logoff * Indicates Required Field
Emplayer Home Employer Information

EAQ Employer Account Number: 00280446 Employer Name: John's

Account Maintenance DBA Name: JOHN'S GARAGE

» View Employer Account

Profile Assign Third Party Administrator (TPA)

: ’hilg?r:lee:f] Igrf;)rmanon In order to autharize a Third Party Administrator (TPA) for your account you must have their TPA ID (contact your TPA to obtain this information). To begin
ployer Name R~ " " "
, Maintain Owners/Oficers | the TPA autharization process, enter the TPAID in the field below and select ‘Next'.
» Maintain Employer TPAID®:
Reporting Units
» Third Pal
Administrator (TPA) [ Previous | Hex ]
Autherization
Benefit Charge Activities
Correspondence
Employment and Wage Detalil
Reporting
Payment Information
User Maintenance

o
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The TPA information page is displayed with no roles assigned to the TPA.

Enter the date that this TPA will begin performing services for your organization. Enter
the date that this TPA will cease performing services for your organization, if an end
date is known. If you choose not to enter an end date, the TPA will be authorized to
perform services on your account until an end date is entered.

TPA Services Begin Date (mm/dd/yyyy)
TPA Services End Date (mm/dd/yyyy)

Using the check boxes in the ‘Add’ column, assign the TPA to the roles(s) you would
like the TPA to perform.

Select ‘Save’
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*ndicates Required Field

Employer Information
Employer Account Number: 00280446 Employer Name: John's
DBA Mame: JOHN'S GARAGE

Third Party Administrator (TPA) Information
TPAID: 2000027 TPAMName: Payroll Inc

TPA Details

Enter the date that this TPA will begin performing services for your organization. Enter the date that this TPA will cease performing services for your organization. If you choose notto enter an end date, the
T | TPA will be authorized to perform services on your account indefinitely.

Using the check boxes in the ‘Add’ and ‘Remaove’ columns, assign the TPA to the role(s) would like them to perform
TPA Senices Begin Date (mmiddivyyy)
TPASenices EndDate: | | (mmiddhyyyy)

Assigned Roles
To assign and remove TPA roles to individual reporting units select the Assigned Units link in the Modify column. This will open the window where you can assign roles by business reporting unit.

The System will, as default, assign a TPA role to all reporting units unless you change the reporting units assigned to each role.

Click the checkbox in the ‘Remaove’ column to un-assign this role to the selected TPA
Mo records found..

Un-assigned Roles

Select the checkbox in the Add column to assign this role to the selected TPA, then press ‘Save’. If you press ‘Previous’, or do not press ‘Save’ after checking your selection, role assignment selections will
be lost

Mote that all Reles not assigned to TPAs can only be performed by the employer.
Add Role

Account Maintenance Update and Submit®

Account Maintenance View Only

Benefit Charges Protest Submission®

Benefit Charges View Only

Payments Update and Submite

Payments View Only

Employment and Waqge Detail Update and Submit®

Employment and Wage Detail View Only

Claims Forms Mailing®

ooooooooao

If an employer has more than one reporting unit, they can assign TPA roles to individual
reporting units. The system will, as a default, assign a TPA role to all reporting units
unless you change reporting units assigned to each role.
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Assign a Third Party Administrator Guide

Select the ‘Assigned Units’ link in the ‘Modify’ column in the ‘Assigned Roles’ section to
open the window where you can assign roles by business reporting unit.
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Emplaysr Home Employer Information

- Employer Account Number: 00280446 Employer Name: John's

N DBA Mame: JOHN'S GARAGE
Account Maintensnos:

» View Employer Account

Frofile Third Party Administrator (TPA) Information

» Address Information

N To assign and un-assign TPA roles or to remove the TPA from your account select the ‘Modify’ button
» Maintain Employer Name
» Maintsin Cwners(Officers THALE ZLITEY
+ Msintsin Emplaysr TPAName: Payroll Inc
Reporting Units Aftention: Jane Doe
» Third Party Administrator Address Line 1. 123 Main St
(TPA) Authorization Address Line 2
Benefit Charge Adtivities City: Albuquergue
Correspondence State: New Mexico
Employment and Wage Detsil ZIP/Postal Code: 87001
Reporting Country: US

Payment Information

TPA Service Begin Date: 7i1/2011
TPA Service End Date

Assigned Roles

To assign and un-assign TPA roles to individual reporting units select the "Assigned Units' link in the Modify column. This will open the window where you can assign roles by business unit.

User Maintenance

The system will, as default, assign a TPA role to all individual reporting units unless you change the roles assigned to each unit.

Role lumber Reporting Unit Name Modify
Employment and Wage Detail Update and Submit No units are Assigned
assigned Units
Payments Update and Submit Mo units are
assigned

Check the ‘Add’ box to select the ‘Reporting Unit’ assignment.

Select ‘Save.’
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Change Password | Logoff

Employer Home Employer Information

EAQ Employer Account Number: 00280446 Employer Name: John's
Account Maintenance DBA Name: JOHN'S GARAGE
+ View Employer Account

Profile Third Party Administrator (TPA) Information

» Address Information . .
» Maintain Employer Name TPAID: 2000027 TPAName: Payroll Inc

+ Maintain Owners/Officers

» Maintain Employer Assigned Role

, ﬁﬁ“d";”a%mts Employment and Wage Detail Update and Submit
Administrator (TPA)
Authorization

Benefit Charge Activities In order to add or remove a reporting unit assignment, please select the appropriate checkbox, then select “Save’. If you do not select “Save’, or select
Correspondence ‘Previous’, changes to role assignments will be lost.

Employment and Wage Detail

Reporting Assigned Employer Reporting Units H Unassign All

Payment Information
User Maintenance

No records found...

Un-assigned Employer Reporting Units H Assign All
Add Reporting Unit Number Name
0 0001 JOHN'S GARAGE, TACS

sl el bl
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Assign a Third Party Administrator Guide

Manage an Existing Relationship

Select the ‘Third Party Administrator (TPA) Authorization’ link from the employer
‘Account Maintenance’ page.

To view existing relationships select the ‘Search’ button. The system will provide a list
of all TPA’s associated with your account. You can narrow your search by entering in
specific search criteria.

Enter in the ‘TPA ID’ you are searching for and select ‘Search.’
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FAQ
Account Maintenance
» View Employer Account
Profile
» Address Information
» Maintain Employer Name
» Maintain Owners/Officers
+ Maintain Employer
Reporting Units
+ Third Party
Administrator (TPA)
Autherization
Benefit Charge Activities
Correspondence

Reporting
Payment Information
User Maintenance

Employment and Wage Detail

Employer Information
Employer Account Number: 00280446 Employer Name: John's

DBA Name: JOHN'S GARAGE

Third Party Administrator (TPA) Authorization

Using either the TPA Name or TPA ID you may search for an existing Third Party Administrator that was previously assigned to your account.
To see all TPAs associated with your account select “Search’ without entering any search criteria.
TPA Name: |

TPAID: |2000027 |
Role: |All v

Select Link for Role Definitions®

Select ‘New’ to assign a new TPA to your account. In order to assign a new TPA to your account, you must have their TPA 1D (contact your TPA to get this

information).
[ iome | tew |
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The search results are displayed in the ‘Results’ section of the page. To access the
TPA information, select the corresponding ‘TPA ID’ link.
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FAQ
Account Maintenance
» View Employer Account
Profile
» Address Information
» Maintain Employer Name
» Maintain Owners/Officers
» Maintain Employer
Reporting Units
+ Third Party
Administrator (TPA)
Authorization
Benefit Charge Activities
Correspondence
Employment and Wage Detail
Reporting
Payment Information
User Maintenance

Employer Information

Employer Account Number: 00280446 Employer Name: John's
DBA Name: JOHN'S GARAGE

Third Party Administrator (TPA) Authorization

Using either the TPA Name or TPA ID you may search for an existing Third Party Administrator that was previously assigned to your account.
To see all TPAs associated with your account select “Search’ without entering any search criteria.
TPA Name: |

TPAID: 2000027 |
Role: |Al

Cover e ]

To update a TPA's role or to remove a TPA from your account, select the TPA from the list below.

<

TPA Services TPA Services
TPAID TPA Name Beqin Date End Date Role(s|
2000027 Payroll Inc 71172011 Employment and Wage Detail Update and Submit

Select Link for Role Definitions®
Select ‘New’ to assign a new TPA to your account. In order to assign a new TPA to your account, you must have their TPA 1D (contact your TPA to get this

information).
[ iome | tew |
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Select ‘Modify’ in the ‘Third Party Administrator (TPA) Information’ section.
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Change Password | Logoff

EmployerHome
FAQ
Account Maintenance
» View Employer Account
Profile
» Address Information
» Maintain Employer Name
» Maintain Owners/Officers
» Maintain Employer
Reporting Units
+ Third Party
Administrator (TPA)
Authorization
Benefit Charge Activities
Correspondence
Employment and Wage Detail
Reporting
Payment Information
User Maintenance

Employer Information

Employer Account Number: 00280446 Employer Name: John's
DBA Name: JOHN'S GARAGE

Third Party Administrator (TPA) Information

To assign and un-assign TPA roles or to remove the TPA from your account select the ‘Modify’ button.
TPAID: 2000027
TPA Name: Payroll Inc
Aftention: Jane Doe

Address Line 1: 123 Main St
Address Line 2:
City:
State:
ZIP/Postal Code:
Country:
TPA Service Begin Date:
TPA Service End Date:

Assigned Roles

To assign and un-assign TPA roles to individual reporting units select the 'Assigned Units' link in the Modify column. This will open the window where
you can assign roles by business unit.

Albuquerque
New Mexico
87001

us

71112011

The system will, as default, assign a TPA role to all individual reporting units you change the roles gned to each unit.
Reporting Unit n - m
Role Number Reporting Unit Name Modify
Employment and Wage Detail Update and Submit Mo units are Assigned Units
assigned
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Modify Roles as needed.
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Change Password | Logoff * Indicates Required Field
Employer Information
FAQ Employer Account Mumber: 00280446 Employer Name: John's

DBA Mame: JOHN'S GARAGE

Account Maintenznce

» View Employer Account
Frfile Third Party Administrator (TPA) Information

» Address Information TPAID: 2000027 TPAName: Payroll Inc

» Msintain Employer Name
» Maintsin Owners/Officers .
» Mzintain Employar TPA Details

Reporting Units Enter the date that this TPA will begin performing services for your organization. Enter the date that this TPA will cease performing services for your erganization. If you choose not to enter an end date,

+ Third Party Administrator
(TPA} Authorization the TPA will be authorized to perform services on your account indefinitely.

Benefit Charge Adiivities

. Using the check boxes in the ‘Add’ and ‘Remove’ columns, assign the TPA to the role(s) would like them to perform
Correspandence

TPA Services Begin Date
TPA Senvices End Date:

Employment and Wage Detail
Reporting
Fayment Information

User Maintenanos Assigned Roles

To assign and remove TPA roles to individual reporting units select the Assigned Units link in the Modify column. This will open the window where you can assign roles by business reporting unit

The System will, as default, assign a TPA role to all reporting units unless you change the reporting units assigned to each role.

Click the checkbox in the ‘Remove’ column to un-assign this role to the selected TPA.

Remove Role Modify
[m] Employment and Wage Detail Update and Submit® Assigned
Units

Un-assigned Roles

Selectthe checkbox in the Add column to assign this role to the selected TPA, then press ‘Save'. If you press ‘Previous’, or do not press ‘Save’ after checking your selection, role assignment selections
will be lost

MNote that all Roles not assigned to TPAs can only be performed by the employer.

Account | 1ce Update and Submit®
Account Maintenance View Only

Benefit Charges Protest Submission®
Benefit Charges View Only

Pavments Update and Submit®

Payments View Only

Employment and Wage Detail View Only
Claims Forms Wailing»

Doooooood

£

Select 'Save.’
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Modify Reporting Units as needed.

Select ‘Save.’
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Employer Information

Employer Account Number: 00280446 Employer Name: John's
DBA Name: JOHN'S GARAGE

Third Party Administrator (TPA) Information

TPAID: 2000027 TPAName: Payroll Inc

stion
e
Bl Assigned Role
-

Employment and Wage Detail Update and Submit
.

In order to add or remove a reporting unit assignment, please selectthe appropriate checkbox, then select ‘Save'. If you do not select ‘Save’, or select ‘Previous’, changes to role assignments will be lost.

=il
Assigned Employer Reporting Units M Unassign All

No records found...

Un-assigned Employer Reporting Units M Assign All
Add Reporting Unit Number Hame
[m] 0001 JOHN'S GARAGE, TAOS

If an employer has more than one reporting unit, they can assign TPA roles to individual
reporting units. The system will, as a default, assign a TPA role to all reporting units
unless you change reporting units assigned to each role.

N
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Agent Account Maintenance Roles

The ability to establish a relationship and assign roles to a TPA is now available. The
TPA Account Maintenance roles will be effective immediately. Other roles will become
effective with the second phase of our new self-service system currently scheduled for
implementation in March 2012.

The following is a synopsis of the functionality associated with each role:

‘Account Maintenance Update and Submit’ role provides the following account
maintenance related functions (this functionality became available in March 2011):

Employer Address Maintenance

TPA Role Maintenance

Suspend/Terminate/Reactivate Account (available in April 2012)
Owner/Officer Information Maintenance

Reporting Units Maintenance

View Employer Account History

Employer Name Maintenance

‘Account Maintenance View Only’ roles allows authorized individuals access to view the
following types of data:

Employer Address

TPA Role Assignment

Account Status (active, suspended, terminated)
Owner/Officer Information

Reporting Unit Information

Account History Information

Employer Name Information

‘Benefit Charges Protest Submission’ role provides the following benefit charge-related
functions:

Receive quarterly statement of benefit charges

Protest charges assessed against the account of both contributory and
reimbursing Employers

Receive annual rate notice

‘Benefit Charges View Only’ role provides the following benefit charge related functions:

View Benefit Charge Detail Information
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‘Claims Forms Mailing’ role provides the following benefit and claim-related functions:

e Receive notice of claim filing
o Receive request for separation information
e Submit response to request for separation information online

‘Payments Update and Submit’ role provides the following payment related functions::
e Schedule electronic tax payments for both contributory and reimbursable
employers
e Submit electronic tax payments for both contributory and reimbursable employers
« Print a payment voucher to submit with a paper check payment
o Calculate voluntary contributions
e Request a refund of overpaid contributions.
‘Payments View Only’ role provides the following payment related functions:
o View payment details

‘Submit Employment and Wage Detail Update and Submit’ role provides the following
Employment and Wage Detail-related functions:

o Submit Employer Employment and Wage Details (original reports)
e Submit Employer Employment and Wage Detail Adjustments

‘Submit Employment and Wage Detail View Only’ role provides the following
employment and wage detail related functions:

e View Employer Employment and Wage Submission Details
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