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Address Changes

Physical Address

To change your physical address, click on the “Names and Addresses” tab.

Click the “Change this address” link.

Enter your new physical address. You will need to verify the address before continuing. The system will process 
the address change overnight and you will see your updated physical address the following business day.
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To change the Mailing address that appears at the top of your “Welcome” page, click on the “UI Tax” link 
beneath the “Accounts” tab. 

To change or add your mailing address, click on “Add” next to “Mailing Address.”

Enter your new mailing address and click “Verify Address.”
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Click “Select this address” and click “Save.”

Once the address has been verified, click on “Next Step,” then “Submit.” The new address will appear the 
next business day.
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I Want To

Chat With an Agent

The Chat feature allows you to communicate with an agent in real time. Click on the “Chat with an 
Agent” link for assistance with your tax or benefits questions.

When you click on the link, you will be asked for your first name and last name. These are optional fields. 
However, you must enter your FEIN or unemployment account number, along with the gross wages of 
your most recent quarterly report.

Send Unemployment a Message

You may also send unemployment a message through your MiWAM account. Click on the “Send 
Unemployment a Message.”
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Once you click the link, you will have the opportunity to choose “Message Type” that include a rating, 
benefits, and protests dropdown menu. Choosing a message type helps the agency assign your 
questions to the department that will be able to assist you best.

View Employer Handbook

If you need detailed information regarding unemployment insurance, click on the “View Employer 
Handbook” link to access the most recent handbook. You may download the handbook for your 
convenience. If you have Adobe Acrobat Reader, you may also search the document to pinpoint the 
sections of the handbook that you need for your particular issues. 

Set Up Email Reminders

Click the “Set Up Email Reminders” to select your quarterly report reminders.
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The “Set Up Email Reminders” feature allows you to select a 10- or 25-day email, reminding you when 
your quarterly report is due. You can also opt out of any emails by clicking the box next to, “To stop 
the automated email reminder, please check this box and resubmit your request.”

Add or Update Power of Attorney

You have the ability to add a service provider, modify or delete a current service provider’s access to your 
account. Click on the “Add or Update Power of Attorney” to begin the process.

Click on the “Add Power of Attorney” link to add a service provider to your account. Click on the link 
under the “POA Name” to modify or remove a current service providers access.



77MiWAM TOOLKIT FOR EMPLOYERS - PART 3  

In the example below, the POA has “Limited Authorization” to assist you with your unemployment 
taxes. You can change any authorization by selecting “Yes” or “No.” Any changes will take effect the 
following business day.

In this example, you can give the service provider “General Authorization” to your account by selecting 
the “General Authorization” box. The changes will take effect the following business day.
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To remove a current POA, select an “Ending Authorization Date.” You may use a past date. The POA 
will be removed the following business day. 

Apply for WOTC

The Work Opportunity Tax Credit allows qualified employers to apply for tax credits for their businesses. 
Click “Apply for WOTC” to begin the process.

Each step has specific questions regarding the individuals that you wish to hire. Complete all six steps, 
and click “Add” if you have any attachments.
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Request Benefit Charges File

Click the “Request Benefit Charges File” link to apply for the electronic benefits file.

Click the box next to the “Check this box if you would like to receive UIA Benefit Charges and Credits via 
an electronic file.” Please understand that if there are not charges or credits, you will not receive a file. 
You can view your file in the “Notices” tab within your MiWAM account. Select the “Recent Items” tab, 
the click the “Notices” tab to the right.

Sign Up for SIDES e-Response

To sign up for State Information Data Exchange System (SIDES), click on the “Sign Up for SIDES e-Response.”
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Create a four-digit PIN for your SIDES account. Click “Next Step,” then “Submit” to apply for your SIDES 
account. Note that you will receive an email notifying you of any “Fact Finding” in your SIDES account.

When you log in to your MiWAM account, you will see an “Account Alert” notifying you of any  
Fact Finding forms in your SIDES account.

Go directly to the site UIsides.org/. You will need your FEIN, EAN and PIN. Click Separation 
Information.

Settings

The “Settings” link in the upper right hand corner of your “Welcome” page has a number of features to 
assist you with your account needs.

https://uisides.org/
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Edit Your Profile

After you click on “Settings,” you can change the information in your account profile. Click the 
“Profile” tab, then click the “Edit” button.

You may change the Username, Name and Email address in your “Edit User” tab. You can also add or update your 
“Secret Question” and “Answer.” It is important to have a secret question and answer, since this feature allows you 
to unlock your account if necessary. To the right of the screen, you can add or modify phone numbers.

Payment Sources

For instructions on how to create a payment profile, see page 29 of the MiWAM Toolkit for Employers - Part 1.

Activity

When you click on the “Activity” tab, you will see any activity on your account. You can “Filter” your search using 
keywords, or you can use the date dropdown menu feature to view particular dates of activities within your account.

https://www.michigan.gov/documents/uia/MiWAM_Toolkit_for_Employers_-Part_1_03062018_617858_7.pdf
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Additional Logons

As the Master account holder, you may add other users to your account. You determine the type of 
access and employer permissions the users may have in order to assist you and your clients. Click on 
the “My Profile” button to begin the process.

On the “Additional Logons” tab, click the “Add” button to the right of the screen to add another user.

Enter the first and last name of the user, including the user’s email address. Click on the “Yes” radio button 
if the user is an employee of your company. Click “Yes” if you would like the user to have the ability to add 
other users to your company’s account. If you are a service provider, users will only have the ability to 
delegate access to other users only if you have an unemployment number. The added users cannot delegate 
access to other accounts. That function is only available to Master account holders. Click on the “Add 
Permissions” button to select which functions your added user will need.
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Click on the “UIA Account #” link of any unemployment account you wish the added user to have access to.

Choose the features you wish the added user to have. Click “OK.”

Once you submit your request, the added user will receive an email giving them details on 
creating an “Employee” MiWAM account.
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Logon Access

After you click “OK,” you will be taken back to your “Manage Logons” page. Once your added user 
creates a MiWAM account, you will see the user’s name on the “Additional Logons” tab and you will 
also see the user’s name under the “Access to My Accounts” tab along with the user’s designated 
employers and permissions.

You may click the Username of your added user to view or modify the settings for the user.

On the “Activity” tab, you can “Change” the delegation tab from “No Delegation” to “Can Delegate.” You may 
also “Deactivate Access” within this tab for the user.
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The Activity tab allows you see the activities of the added user. You can “Filter” the activity according 
to the subject or date, or you can use the dropdown menu to search more specifically by dates.

Third Party Access

Click on the “Third party access” link to view any service providers that have access to your account.

Click on the “Username” link of the third party that appears under the “Third Party Logons” tab.

On the “Third Party Access” tab, you can view the “Access Level” that was given to any service provider. 
Click on the “Multiple Permissions” tab.
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In this example, the service provider can file quarterly reports, submit payments and protest 
various tax issues and assessments. Notice in the right hand corner that you can remove the service 
provider’s access to your account by deselecting the check in the “Active” box.

If you deselected the “Active” box, you will receive an email stating that the third party is no longer 
authorized to access your account.

You may view the activities of any service provider by click on the Username of the provider under the 
“Third Party Logons” tab.
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You can verify any activity that the third party has completed for you. 

Change Password

You can change your password while in your account by clicking on the “Change password” link. 

The system will prompt you for your current password and your new password. Please follow the 
guidelines under “Password Help” to assist you with creating your new password. 

View My Accounts

For more features contained within the “I Want To” header, click on the “UI Tax” link under the “Accounts” tab.
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To view all of your accounts, click on the “View My Accounts” link.

Click on “View Accounts” to see all of your accounts contained within your MiWAM account. 

If you are a service provider, you will see all of the employers within your account.

No more tiles, appears as a list now:
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If you are an employer with chargeable or non-chargeable accounts, you can view them here.

Manage Reports and Payments

For Manage Reports and Payments instructions, see page 43 of the MiWAM Toolkit for Employers - Part 2.  

Set Go Green Preference 

For Go Green Preference instructions, see page 39 of the MiWAM Toolkit for Employers - Part 1.

https://www.michigan.gov/documents/uia/MiWAM_Toolkit_for_Employers_-_Part_2_061518_661816_7.pdf
https://www.michigan.gov/documents/uia/MiWAM_Toolkit_for_Employers_-Part_1_03062018_617858_7.pdf
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Register Location Account

If your company has other locations, you can add them to your MiWAM account. Click on the 
“Register Location Account” link. 

Click on the “Add a Location” link under the “New Locations” tab.

Enter the name of your location and your address. Within the “Attributes” section, enter the start date 
and whether your location will be a “Chargeable” or “Non-Chargeable” location. Select the busines 
category, type and activity from the dropdown menus.
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Once you click “Next Step,” you will see the message below. You must have at least two locations to 
continue the process. If you do not have two locations, you will not be able to add any locations.

Add the second location by clicking on “Add a Location.”

Complete all the necessary information for your second location and click “Next Step.”
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After you have added the locations, make sure that all of the information is correct.  
Click “Submit” button.

Once your locations have been added to your account, you will see the locations displayed under 
the “Accounts” tab.

Use Voluntary Payment Worksheet

For instructions on Voluntary Payments, see page 46 of the MiWAM Toolkit for Employers - Part 2.

https://www.michigan.gov/documents/uia/MiWAM_Toolkit_for_Employers_-_Part_2_061518_661816_7.pdf
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Payment Voucher

If you would like to pay your taxes by check, you can click on the “Payment Voucher” link 
and complete the form. Be sure to include the quarter you are paying for along with your 
unemployment number. The address for mailing the voucher is on the form.

Register for Work Share

If you have not registered for Work Share, you will see this link. Click on “Register for Work Share” to begin.
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Select “Yes” or “No” for each question, then click “Next Step,” then “Submit.” 

You will receive this email if you are found eligible for the Work Share program.

Manage Work Share Plans

If your company was found eligible for Work Share, you will see the “Manage Work Share Plans” within the 
“I Want To” header. Since you have applied for Work Share, you can submit your plans by clicking on the 
“Manage Work Share Plans” link.



95MiWAM TOOLKIT FOR EMPLOYERS - PART 3  

To begin, click on the “Work Share Plan Application” button in the upper right hand corner. You may 
also use an Excel or text file to apply for Work Share. View the links “Download Excel Template” and 
“View File Format” for more information regarding uploading your application.

Answer each question from the dropdown menus. (For specific information regarding Work Share, 
you may visit the Work Share website at Michigan.gov/WorkShare)

Please answer all the questions, then click “Next Step.”

https://www.michigan.gov/leo/0,5863,7-336-94422_97241_89981_90231_90233_99653---,00.html
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Enter all of the information for the employees.

Once the employees are added, submit the information.
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Once you have submitted your plan, you can then certify for your employees, either weekly or  
bi-weekly. You can manually add the employees or use the “Import” feature. Click the “Download 
Excel Template” and/or the text file information, “View File Format.” 

Once you have submitted your plans and certifications, you can view them within your “Manage 
Work Share Plans” link. You can also modify or terminate the plans here.
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For additional information, refer to  
the following MiWAM Toolkits: 

MiWAM TOOLKIT FOR EMPLOYERS - PART 1  MiWAM TOOLKIT FOR EMPLOYERS - PART 2  

STATE OF MICHIGAN 
DEPARTMENT OF LABOR AND ECONOMIC OPPORTUNITY 

UNEMPLOYMENT INSURANCE AGENCY

Michigan.gov/UIA
UIA is an equal opportunity employer/program. Auxiliary aids, services and other  

reasonable accommodations are available upon request toindividuals with disabilities. 
TTY services are available at 1-866-366-0004.

REVISED 9/2021

https://www.michigan.gov/documents/uia/MiWAM_Toolkit_for_Employers_-Part_1_03062018_617858_7.pdf
https://www.michigan.gov/documents/uia/MiWAM_Toolkit_for_Employers_-_Part_2_061518_661816_7.pdf
https://www.michigan.gov/leo/0,5863,7-336-94422_97241---,00.html

	Table of Contents
	Address Changes
	Physical Address
	I Want To
	Chat With an Agent
	Send Unemployment a Message
	View Employer Handbook
	Setup Email Reminders
	Add or Update Power of Attorney
	Apply for WOTC
	Request Benefit Charges File
	Sign Up for SIDES e-Response

	Settings
	Edit Your Profile
	Payment Sources
	Activity

	Additional Logons
	Logon Access
	Third Party Access
	Change Password
	View My Accounts
	Manage Reports and Payments
	Set Go Green Preference 
	Register Location Account
	Use Voluntary Payment Worksheet
	Payment Voucher
	Register for Work Share
	Manage Work Share Plans


	Back to TOC 69: 
	Back to TOC 70: 
	Back to TOC 71: 
	Back to TOC 72: 
	Back to TOC 73: 
	Back to TOC 74: 
	Back to TOC 75: 
	Back to TOC 76: 
	Back to TOC 77: 
	Back to TOC 78: 
	Back to TOC 79: 
	Back to TOC 80: 
	Back to TOC 81: 
	Back to TOC 82: 
	Back to TOC 83: 
	Back to TOC 84: 
	Back to TOC 85: 
	Back to TOC 86: 
	Back to TOC 87: 
	Back to TOC 88: 
	Back to TOC 89: 
	Back to TOC 90: 
	Back to TOC 91: 
	Back to TOC 92: 
	Back to TOC 93: 
	Back to TOC 94: 
	Back to TOC 95: 


