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Copying And Modifying Previous Quarter Data 

 

Notes:  

• The following steps are listed from the perspective of an employer. 
• The employer must be registered, liable, and have submitted at least 

one previous employment and wage report. 
• A TPA must be assigned the Submit Employment and Wage Detail role 

to file a quarterly wage report on behalf of the employer. 
• Any previously submitted wage detail report greater than 1,000 

records cannot be copied and modified. 
• MiUI will not copy and modify a previous quarter data from an 

original wage report if 25% or more of the records in the wage 
submission had errors (fatal and/or non-fatal).  

1. From the left navigation on the Employer Homepage, select Wage Detail Reporting. From 
the Wage Detail Reporting drop-down, select Wage Submission.  

 

 

Tip: Another way to submit the quarterly wage report is to select File a 
Report from the Wage Reporting section on the Employer Homepage. 
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2. On the Reporting Period screen, select the desired Quarter of the wage report being 
submitted from the Employment and Wages Paid for the Quarter drop-down. 

 

 

Tip: The chevrons displayed at the top of each screen help you track 
your progress through the process. A green chevron shows your 
current step, while grey chevrons indicate upcoming steps.  

3. Select the desired Year of the wage report being submitted from the Year drop-down in 
the Reporting Period section. 

 

 

Notes:  

• MiUI will display the current quarter and all prior quarters in which 
employment and wage information is required within six years of 
the statute of limitations for existing employers. 

• MiUI will display the current quarter and all prior quarters for the 
past three years for all new employers 
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4. Select the Copy from Previous Quarter – Modify previous quarter data radio button in 
the Filing Methods section. 

 
5. Select Next to navigate to the Wage Information section. 
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6. On the Reporting Information screen, select the desired Quarter to copy from the 
Employment and Wages Paid for the Quarter drop-down. 
 

 
7. Select the desired Year of the quarter to copy from the Year drop-down. 

 
8. Select Search to generate submitted or unprocessed reports from the selected year and 

quarter. 
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9. Under the Submitted Reports section, select the radio button of the desired year and 
quarter to be copied. 
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10. Select Next to navigate to the Employment Wage Detail Records section. 
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11. On the Employment and Wage Detail Records section, employers and TPAs can modify and 
delete existing records, as well as manually add additional employer records. 
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Add New Employees to Wage Record 

1. Enter the SSN of the new employee in the SSN field. 
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2. Enter the Last Name of the new employee in the Last Name field. 

 
3. Enter the First Name of the new employee in the First Name field. 
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4. Enter the Middle Initial of the new employee in the MI field. 

 

 

Note: Employers will be able to enter a Unit Number in the Unit Number 
field only when the employer has multiple reporting units. 
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5. Enter the UI Gross Wages amount in the UI Gross Wages field. 

 

 

Note: When the obligation rate is active, MiUI will display a Visa Wages 
indicator that requires you to select Yes or No.  

• If Visa Wages is set to Yes, enter the wages in the additional Obligation 
Tax Gross Wages field. MiUI will auto-populate the UI Gross Wages to 
$0.  

• If Visa Wages is set to No, MiUI will auto-populate the Obligation Tax 
Gross Wages field with the amount entered in the UI Gross Wages field. 
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6. Select Yes or No from the Owner/Officer drop-down. 

 

 

Note: If the employer is a seasonal employer, a Seasonal Status drop-
down will be visible.  

• Select Yes from the Seasonal drop-down if the employee is a seasonal 
employee. 

• Select No from the Seasonal drop-down if the employee is not a 
seasonal employee 
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7. Select Yes or No in the Employment Month 1 field to indicate if the employee was 
employed in month one of the involved quarter. 

 
8. Select Yes or No in the Employment Month 2 field to indicate if the employee was 

employed in month two of the involved quarter. 
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9. Select Yes or No in the Employment Month 3 field to indicate if the employee was 
employed in month three of the involved quarter. 
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10. Select Add to add the new employee wage record. 

 

 

Note: During the manual entry of a new employee: 

• If MiUI detects a fatal error, MiUI will display a specific error 
message to correct before the employer can be added to the 
report. 

• If MiUI detects a non-fatal error, MiUI will add the record and 
display a specific error message of the information that is missing. 
MiUI will also display the error message: Record will be 
processed but missing wage information will add penalties for 
error wage reporting. Select the checkbox on the next screen 
for waiver request. 

 

 

Tip: Upon selecting Add, the new employer record will be added to the 
last row of the wage records. 
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Modify Existing Employee Wage Records 

1. To select the Edit icon to update an existing employee’s information 
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2. MiUI will populate that employee’s information in the fields to be modified. Update any 
displayed information. 
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3. Select Update to save the edits. 

 

 

Note: The edited employee record line will be repopulated with updated 
wage detail information. 
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4. Update UI Gross Wages, Month 1, Month 2, Month 3, and Owner Officer information for any 
employee record. 
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Delete Existing Employee Wage Records 

5. Select the Delete checkbox of the desired record to permanently delete an employee 
record. 

 

 

Tip: In many instances, employee wage records will exist across multiple 
pages of records. When moving between different employee record 
pages, all changes to employee records will remain updated. 
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6. Select Next after all modifications have been completed to navigate to the Summary 
screen. 
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7. Review the displayed Employment and Quarterly Wage Detail Report Summary, then select 
Next to navigate to the Certification screen. 
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8. Review the calculations on the Certification screen, then select the I certify under penalties 
of perjury, that all the provided information in this filing is complete and true to the best of my 
knowledge and belief checkbox. 
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9. Select Submit to submit the wage report and display the Wage Summary pop-up window. 

 
10. Select I do not have to edit prior wage reports to navigate to the Employment and Wage 

Detail Report Submission Confirmation screen. 

 

 

Note: Select Out of State Wages Report for Current Quarter if there are 
Out of State wages to report for this quarter. 
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11. Select Home to return to the Employer Home screen. 

 

 

Note: Select Make Payment to navigate to the Make Payment screen. 

 

 

Tip: Entering Out of State wage credits, editing previous wage 
submissions, and making payments can be accessed directly from the left 
navigation menu of the Employer Home Page screen. 
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