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SEPARATION INFORMATION
E-RESPONSE WEB SITE

N
THE BENEFITS

* As of September 30, 2013, 46 states will be using SIDES and
SIDES E-Response. Both systems offer an impressive array of
benefits and have the potential to significantly improve the UI
information exchange process. SIDES and SIDES E-Response
give employers and TPAs an electronic way to simplify and .
streamline responses to Ul information requests, saving time and Beneﬂts Of SIDES and S’DES E-RESPO”SG

money by:

* climinating delays related to paper mail delivery, and allowing + Available for FREE
more time to gather information and respond; + Saves time and money

« ensuring more complete information is provided through standard +  Reduces staff time
edits, validations and business rules, reducing time-consuming
+ Reduces paperwork

follow up phone calls;
+ Helps keep Ul tax rates as low as possible

. L + Helps reduce overpayments
¢ keeping Ul tax rates lower by reducing improper payments. In . k ) )
addition to the significant administrative cost savings offered by + Provides an electronic, nationally standardized data format
SIDES and SIDES E-Response, both options address two of the 1y dag data checks to ensure the exchange of complete and valid information
largest causes of UI overpayments: incorrect initial eligibility
decisions (job separation issues) and working while receiving UI + Reduces follow-up requests and phone calls
benefits.

« reducing paper handling, staff time and postage costs; and

¢ Many UI overpayments, which could be prevented by receiving
timely and accurate information, negatively impact employers'
bottom lines. With this in mind, using SIDES or SIDES E-
Response will help employers keep Ul rates as low as possible by
providing accurate, quality and timely information to state UI
agencies.
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Welcoma to the E-Responss Websie
for the
State ion Data Cxchange System

A e
* On the WELCOME screen,

—
LOGGING IN

* To log-in to SIDES E-
Response:

v Launch an Internet
Browser (Internet
Explorer, version 7.0 or
higher required)

select Separation
Information, and click the
[Select] button.

Separation Infermation Application
Response Entry

—
SEPARATION INFORMATION
APPLICATION

J UL SIDES The screen shown below will appear.

- On the LOGIN screen, do the following:
* Select the appropriate State from the
drop-down list;

* Enter your Federal Employer
Identification Number (FEIN) without
dashes or other punctuation;

* Enter your State Employer Identification
Number (SEIN) without dashes or other
punctuation;

Note: If a State Ul agency does not use a
State Employer Identification Number, the
SEIN is not required and no SEIN box
will be displayed on the Login screen;
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—
SEPARATION INFORMATION
APPLICATION

» Enter the PIN provided to you by the
requesting State Ul agency, and

SIDES,

Separation Information Application
Response Entry

- - — Note: PINs are case SenSitived
* Click the [Login] button.

If the login is unsuccessful, first try again, being
very careful with your key strokes. If you
continue to have a problem, either your
credentials are incorrect or there are no
separation information requests pending at this
time. Contact the requesting State Ul agency if
you received a notice that a separation request is
pending and you cannot log into the system to
enter your response.

SEPARATION INFORMATION

REQUESTS SCREEN

After logging in to E-Response you will see the pending separation information request or requests that
are associated with the PIN that you entered. A sample screen is shown below.
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SEPARATION INFORMATION
REQUESTS SCREEN

e At the top left is a “Search by SSN” box. If the list of

pending requests is lengthy, you can locate a specific
request by entering the SSN to which it relates in this box
and clicking [Search].

MENT AND WORKFORCE

A Seten B Sl nismTrist

The list shows each claimant’s name, SSN, and the date
and time that the separation information response is due to
the requesting state. It is important that each response be
submitted by its due date to ensure that the information
can be used to determine whether the individual is eligible
for unemployment benefits.

‘N
CREATING A RESPONSE

To begin work on a response, click [Create Response].
You will then see the CLAIMANT AND EMPLOYERE
IDENTIFICATION page.

This page includes a series of pre-populated fields
including “Requesting State” information and “Claimant
Information.” This information cannot be changed. 9

“Employer Information” is also pre-filled; however, I & o ioesa e °
should this information be incorrect, you may provide o
corrected information. If you enter information into the

“Corrected Employer Information” fields, the changed §
data will be routed to the appropriate State UI agency for e
review and handling. a

[ =]




Immediately below this section, there is an opportunity to
check a box indicating that the request has been sent to
you in error either because the individual did not work for
your business or, if you are a TPA, that you do not
represent the employer for whom the individual worked.
If you check one of these boxes, click [Next] which will

give you the opportunity to provide comments and submit

the response.

In the “Preparer Information” section you will enter
information about the entity and person preparing the

response.

[ S—

TN
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After completing the required information
on the Claimant and Employer
Identification page, click [Next]. This will
take you to the ADDITIONAL
CLAIMANT INFORMATION
REQUEST page. A sample is shown below.

On this page you are asked to provide any
other SSN or name used by the claimant
and to download any documents that the
requesting state agency has attached to the
request. Please download any attachments,
review, and complete any that must be
returned with your response.

* indeates @ Required Figd

Enlr sny scctional or conecled
niomaion

Rocumsnis way be altschat 1o bis
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‘N
CREATING A RESPONSE

After reviewing/completing this page, click porse G ST oo mouence
[Next] which takes you to the
EMPLOYMENT INFORMATION page.

Resaorse for: S5 DI0-38.344  Cioim Numbes- 35070 Norae: WHEFLOCK, PHILIPAE 1

Enter all spaicavie 1farmaton Leng Emplayment Information
. . . the-2pace provided.
You will enter information about the om0 e )
. ] 3 Was s ywent? [ vea ] Mo g
9 1 d h Flease selsct SAVE to visw ary newly s s seasonal employwenl!
claimant’s employment and earnings wit e sy B o
busi thi 1 £ sackinslast A, Last day o work: b0t (2]
your business on this page, a sample o .
Picts: Selectng fhe SACK, NEXT or GO i data s carant wes asperatad from ompioyment i diffarant Ban fhe actual aet (-]
1 7 sutions will SAVE the 453 entarad day of wark what was ihe dale of separiion?
which is shown below. e | st o
| Wt v s o o s o e o ks e
tho cata enterod on this acreen, press | Whet were the total wegse semed by the clsimant sfter 10/27/2044: (2]
e CHREEL by ifor before seeim What were the otal hotrs worked by the elaimant siter 1002712011 o
BACK. NEXT or GO,
— =T [ uionen | s
Go to Pege Employment infomadien L= Ca

After entering this information, click [Next] which will take you
to the REASON FOR SEPARATION page.

‘N
CREATING A RESPONSE

clow are the separation reasons available to you from the
“Employer’s Reason for Claimant’s Separation” drop-down list. If
you know the specific number associated with your reason, you
may simply type the number of your choice to jump to that reason
in the list. PR ————
1 = Temporary Layoff

2 =Laid Off/Lack of Work

3 = Fired/Discharged & 94 e G S0 g
4 = Vacation/Holiday Shutdown s 1 emTang o wancr 7]
5 = Asked to Resign e . g
6 = Voluntary Quit/Separation

7 = School Employee Between Semesters or Terms, Likely to Return 2]
8 = School Employee Between Semesters or Terms, Not Likely to Return

9 = Still Employed, Full Time s

10 = Still Employed, Part Time

11 = Still Employed, Hours Reduced by Employer

12 = On Call or Temporary Status . — ‘-E:'!- T m' — T

13 = Leave of Absence

14 = Retirement

15 = Disciplinary Suspension
16 = Labor Dispute

17 = Professional Athlete Between Sports Seasons After selecting one of the reasons from the list above, you will be
18 = Disaster Related Suspension directed to additional pages and asked a series of questions related to
19 = Other

that particular reason.

99 = Not Provided




CREATING A RESPONSE

If after you begin answering the questions, you decide that another reason may be more accurate, you may
go back and change the reason selected. If you do so, you will see a screen asking you to confirm the
change and warning that your answers to the questions related to the prior reason will be deleted.

SOUTH CAROLINA

FEN: 539991000
EPARTMENT OF EMPLOYMENT AND WORKFORCE SEM. 123456789
Change Reason For Separation

Vou havs ehosen to change he Feason for Separatin 3siectes. Ths Rzeson Tor Sparation cetemuinzs the Tolbw-on quastons ssked
Fleapanaes ts cusationa pertaningtn the Reazen for Separation bsing changed wil bs deisted.

D you wank o cantinue?
i ha precee e
HEaR07 10T SERATENOD SCTeRN ENA
rsman.

Sgis Guide

.

TN

After completing all the questions related to the reason for separation, click [Next] which will take you to
the ATTACHMENTS page. =
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a SOUTH CAROLINA
“E-Response JJeW DEPARTMENT OF EMPLOYMENT ANDWORKFORCE

our Separston Respanse Far: S3K: 007-73-8253 Cizim Numbar: | Name: RONQUILLD, OSNN

espanse. I comer, clok

Submission

Urerploymert Insaran:

TEviewmrint

willreecive o confimat

sucoess il submisson
| tanvers W SumittoSiete |

to 2mend.

ercies. A1 Rights

The [Submit to State] button will be grayed out until the system has determined that the Separation Response is fully
compliant with the data input validation and business rules.

N
CREATING A RESPONSE

If there are errors with the business or validation rules, you will see links on this screen displaying the
screen and field name in question. See SUBMISSION screen with errors below.
Simply click on the link in order to be directed to the screen and error.

SOUTH CAROLINA

(hﬁr DEPARTMENT OF EMPLOYMENT AND WORKFORCE

Respoose for S5H: 001283253 Camhurker 1 Hame: BRUNTE, SUANDA

Submissien

Ty
vl receivea c et
suczEssTul s
Please correct the following
Briors:

ration Information - Empioyer Separation Resson Comments is requiresd

Aiitiona) S

BT e
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SIDES,, 7| SOUTH CAROLINA FEN SO0

. 99 .
When the Separation Response has been "B Response I DEPARTVENT OF EMPLOYMENT AND WORKFEORCE sell e

successfully validated, you can submit it to
the State UI agency.

Plesise view your Separation Responge for, SSH. 001-29:3253 Cimunber | Mame: BRUNTZ, AMSHIA

Submission

-
et

You may print the Separation Response at
any time by clicking the View/Print link. It
will display in Adobe PDF format and can
be printed from an Adobe Acrobat reader.
You will be able to see all information you vtz
entered up to the time of printing as well as
the information on the Separation Request.

Please cormect ihe following
BrforE:

Austitiona) S parafion Information - Empioyer Sepwration Reason Comments is required]

BT T

As with other important steps in the editing
of a Separation Response, a warning screen
will appear to make sure you are fully
prepared to submit to the State.

—
CREATING A RESPONSE

2 3 SOUTH CAROLINA L

After you CliCk [Submlt] you WIH see a wij—Respanse !hﬂl DEPARTMENT OF EMPLOYMENT AND WORKFORCE SEN: 23465720
CONFIRMATION page, sample
below, which  provides  your
confirmation number. Keep this
confirmation number in your files. The

Responiss for. 334 D00-86-848¢ Chaim Number €507) Name: YWHEELGOK, FHLIPRE 1

Lgere Guide Confirmation

Your responsa has been accepted, four confimmation number is:
EF2CE02A CCEG 3541 ETDE QAT 247C 6097

confirmation number will also appear
at the top of the PDF under the
View/Print  link. We  strongly
recommend you print a copy of your
submission for your records. You may
also save an electronic copy of the
PDF document; however the PDF
document is deleted from the web site
after 30 days.

Plgagn gt the odf and kiep with veut rscorde.

T iewPrint




After you submit a response, it remains on the
SIDES E-Response website for 30 days from
the date of the request; during that period you
can correct the response or add additional
information. However, any changes made to
the response after the due date for
submission to the requesting state agency
may or may not be used in determining the
individual’s eligibility for unemployment
benefits depending on state policy.
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AMENDING A SUBMITTED
RESPONSE

SOUTH CAROLINA £H: 99980 Sign out

“E-Response W DEPARTMENT OF EMPLOYMENT AND WORKFORCE

# indicales o Requiced Pk Fieapanas for: SON: 000-66-0484 Claim Nurber: E5070. Hame: WHEELOCK. FHILFFE

Entr all sppieable nforTeten Uzing Amended Response
the space provites
A Responss llmber 1

* by is the response being amended and what shanged?
Kot Selsctng the BACK, NEXT or GO 7]
E the daio oot

he CAMCEL buten befors seecting
BACK, NEXT 01 GO,

—mm

Goto Paga [Anend

To amend a response, log-in to E-Response
using the appropriate PIN (either a permanent
PIN issued by the state to which the response
was submitted or a one-time PIN linked to the
request for which the response was
submitted.) Identify the case on the
SEPARATION INFORMATION
REQUESTS page and click [Create
Amendment]. You will then see the same
series of screens that were presented when
you created your submitted response. Make
whatever changes are needed on those
screens. Before submitting the Amended
Response, you will be asked to explain why
you are amending your previous submission
and what has changed. See sample
AMENDED RESPONSE page below.

—
AMENDING A SUBMITTED
RESPONSE

:OU'I H CAROLINA FEK: 9930000 Sign ovt

E£-Response (hN DEPARTMENT OF EMPLOYMENT AND WORKFORCE SEN. 125466780

# incates o Reired Feld Response for: 580 DU0-806484. Clim uber £5070 ae: WHEELDCK, PHLFFE U
ENtar 31 ppIcavE NIarMALER LUEing Amended Response
the spice provided

AnEned Responss Ikl 1

¥ Vihy i the response being amended snd what changsd?
ot Sels2ing he BACK, NEXT or GO 7}
Butione wil SAVE the data entered

. T m i

Go to Page [Amendad Reeporee
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