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Submit a Wage Report – Manual Entry 
1. From the Wage Reporting section of the Employer Homepage, select File a Report.

 

Note: 

• MiUI will display the quarter of the last wage report submitted on the Employer 
Homepage.

• A TPA must be assigned the Submit Employment and Wage Detail role to 
complete this on behalf of the employer.

• TPAs can only perform this action by navigating to the employer account.

Tip: Another way to start the wage submission process is to select Wage Detail 
Reporting from the left navigation and select Wage Submission from the Wage Detail 
Reporting drop-down. 
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2. On the Reporting Period screen, select a quarter from the Employment and Wages Paid for
the Quarter drop-down.

3. Select a reporting year from the Year drop-down.
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4. Select Manual Entry under Select from the following Filing Methods.

5. Select Next.
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6. On the Reporting Information screen, enter the employment and wage detail record
information.

7. Select Add.

Note: 

• Fields exist to capture the Social Security Number, last name, first name, middle
initial, unit number (reporting unit), UI gross wages, and owner/officer status for the
employee.

• Radio buttons exist to indicate whether the employee was employed with the
business for months 1, 2, and 3 of the quarter.

Note:  Repeat for any additional employees. 
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8. To modify the record, select the Edit Pencil icon next to the corresponding record.

9. To delete the record, select the checkbox under the Delete column for the corresponding
record.

10. Select Next.

11. Review the information in the Reporting Information, Employment and Wage Detail, and
Summary of Units Reported sections.
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12. Select Next.

13. Review the information in the Reporting Information and Quarterly Calculations sections.

14. Select the I certify that, under penalties of perjury, that all the information provided in this
filing is complete and true to the best of my knowledge and belief checkbox.
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15. Select Submit.

16. On the Wage Summary Report pop-up screen, select I do not have to edit prior wage
reports.

17. On the Employment and Wage Detail Report Submission Confirmation screen, select Home.

Tip: Select the Out of State Wages Report for Current Quarter hyperlink to report any 
out of state wages for the current quarter. 

Tip: 

• Select Make Payment to make a payment now or set up a date for amounts due.
• Refer to the Inactivate Employer Account Page if this is your last quarter for wage

submission.
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