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Associate an Employer Account (PEOs and Fls)

il Mili

WOTC purposes.

S\ Note: You must be a Professional Employer Organization (PEO) or Fiscal
Intermediary (FI) to complete this action as a third-party administrator (TPA).
This job aid will only review a PEO or Fl associating with employers for non-

1. From the left navigation on the Third-Party Administrator Homepage, select Account
Maintenance. From the Account Maintenance drop-down, select Assign TPA Profile to

Employer.
| Home Knowles and Friends TPA ID: 50000085
Employer Services s
Account Maintenance ~
View TPA Account Profile Wage chorting

Sunmit quarterly wage reparts and paymeant,

A AMmeant previous sunmission anc pay

outstanding balances.
ile To Employer

Maintaln Users ar Roles

Flle Bulk Report View Wage Histary

TPA Rate File Download

User Logs
Wage Detail Reparting w
Payment Information R

Matification Center @

Notice: You do not have outstanding balance tor
wour clients.

Rasclvs

Past due: ¥ou do not have any outstanding wage

reports for your clients

Resolve

2. On the Assign Profile to Employer Account screen, enter the Employer Account Number in
the EAN field and employer's name in the Employer Name field.

Assign Profile to Employer Account

Fields marked with * are required

name in the field below and select next.

EAN*

Employer Name*

In order to authorize yourself as a Third Party Administrator (TPA) for an employer account you must have their EAN
(contact your client to obtain this information). To begin the TPA authorization process, enter the EAN and exact employer
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3. Select Next.

Assign Profile to Employer Account

Fields marked with * are required

In order to authorize yourself as a Third Party Administrator (TPA) for an employer account you must have their EAN
(contact your client to obtain this information). To begin the TPA authorization process, enter the EAN and exact employer
name in the field below and select next.

EAN*

Employer Name*

Last Updated 1/30/2026 Page 3|9



il Mili

4. On the Employer Information screen, enter the date you will begin representing the
employer in the TPA Services Begin Date field. You may also enter the date you will cease
representing the employer in the TPA Services End Date field if desired.

Employer Information

Fields marked with * are required

EAN 2398363 Employer Name Robert October Smith Sports

TPA Details

Enter the date you will begin representing this employer per the Service Agreement or Power of Attorney.

Enter the date you will cease representing this employer per the Service Agreement or Power of Attorney.

If you choose not to enter an end date, you will be authorized to perform services on the employer account indefinitely or until a service end date is entered,
As a PEO or Fiscal Intermediary TPA type, you will automatically be assigned to all TPA roles.

The TPA Services Begin Date must be the start of a calendar quarter. Such as January Ist, April 1st, July 1st or October 1st.

The TPA Services End Date must be the end of a calendar quarter. Such as March 31st, June 30th, September 30th, December 31st.

TPA Services Begin Date*
| MM/DDYYYY m]

TPA Services End Date

| MM/DDAYYYY (]

| Previous | Next o

M Note: TPA services must begin at the start of a calendar quarter and end at
the end of a calendar quarter.

Tip: Start dates and end dates for TPA services can be set for a past date.
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5. Select Next.

Employer Information

Fields marked with * are required

EAN 2398363 Ernployer Name Robert October Smith Sports
TPA Details

Enter the date you will begin representing this employer per the Service Agreement or Power of Attorney.

Enter the date you will cease representing this employer per the Service Agreement or Power of Attorney.

If you choose not to enter an end date, you will be authorized to perform services on the employer account indefinitely or until a service end date is entered,
As a PEO or Fiscal Intermediary TPA type, you will automatically be assigned to all TPA roles.

The TPA Services Begin Date must be the start of a calendar quarter. Such as January Ist, April 1st, July 1st or October 1st.

The TPA Services End Date must be the end of a calendar quarter. Such as March 31st, June 30th, September 30th, December 31st.

TPA Services Begin Date*

| MM/DD/YYYY [m]

TPA Services End Date

| MM/DDIYYYY [m]

| Previous || Next ()]

6. On the Upload screen, select Choose File, and upload either a Service Agreement or
Power of Attorney.

Upload Service Agreement

To be approved as an authorized TPA on your client's employer account, you must upload a copy of your service agreement.

Service Agreement
m

Files cannot be larger than 20 MB. The following formats are acceptable: .bmp, gif, .png, jpg. jpeg. tif, tiff, pdf

Rrevieus m

W\ Note: Professional Employer Organizations will be asked to upload a Service
Agreement, while Fiscal Intermediaries will be asked to upload a Power of
Attorney.
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7. Select Submit.

Upload Service Agreement

To be approved as an authorized TPA on your client's employer account, you must upload a copy of your service agreement.

Service Agreement

[{L-CEENCINN ( Service Agreementpdf X ) [ 16469 Bytes

Files cannot be larger than 20 MB. The following formats are acceptable: bmp, .gif, png, jpg, jpeg, tif, tiff, pdf

=

Tip: Select X to remove the selected file.

QW Note: MiUl will generate correspondence 1163 Acknowledgement of
Authorization - Employer Representative - Approval to confirm that you have
initiated a relationship with the employer account.
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View Associated Employers

1. From the left navigation on the Third-Party Administrator (TPA) Homepage, select Searches.
From the Searches drop-down, select TPA Authorized Employer Search.

Knowles and Friends TPA ID:

Wage Reporting Notification Center o

Motice: You have an outstanding balance for one of your clients.

Resalve

2. Onthe Employer Search screen, enter the search criteria for the associated employer(s) if
desired.

Employer search
Fields marked with * are required

You can search for employers who assigned TPAs access via Employer Mame, EAN, or FEIN.

Employer Name:

Employer Account Number:

FEIN:

R MR XX,

Role

All v

Search Results

Employer Name FEIN EAN a Role » Service begin date & Service end date

No records found

Role Definitions

M\ Note: You can search by Employer Name, Employer Account Number, FEIN, or
Role. Search criteria is optional. Selecting Search without entering criteria
will display a list of all associated employers.
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3. Select Search to display the results.

Role

All v ‘

Search Results

4. The table of search results includes columns for the Employer Name, FEIN, EAN, Role, Service
Begin Date, and Service End Date (if applicable) for each associated employer.

Search Results

| Employer Name = FEIN = EAN Role « Service begin date « Service end date «

Edit Account Maintenance
Edit Benefit Charges
Robert October Smith Sports 991234567 2398363 Edit Claims Forms Mailing 10/01/2025
Submit Employment and Wage Detail
Edit Tax Payments Update and Submit

Role Definitions

Note:
e You can sort by a specific heading by selecting the title of the heading.

e Selecting Role Definitions will display a pop-up window with details on
the permissions associated with a role.

W Note: By default, you will be assigned all Edit/Submit roles after successfully
associating with an employer.

5. Select the Employer Name to navigate to the Employer Homepage of the selected
employer.

Search Results

Employer Name & FEIN & EAN = Role & Service begin date « Service end date »

Edit Account Maintenance

Edit Benefit Charges

Edit Claims Forms Mailing

Submit Employment and Wage Detail

Edit Tax Payments Update and Submit

Edit Rate Notice and Voluntary Contribution

Robert October Smith Sports 991234567 2398363 10/01/2025
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6. From the Employer Homepage, you are able to take actions on the selected employer’s
account on their behalf.

I Employer Home Leave Employer  Change Employer

Account Maintenance

Wage Detsil Reporting . Robert October Smith Sports

EAMN: 2398363 DBA:

Payment Information

Contact Us w

Notification Center @

Past Due: No outstanding wage reports.
Last Quarter Reported
Q4 - 2025 Resolve

(L]

Wage Reporting

Submit quarterly wage reports and payment. Access or amend

Tip: To exit from the employer, click Leave Employer to return to the Third-
Party Administrator Homepage or Change Employer to return to the Employer
Search screen.
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