EMPLOYER SELF SERVICE (ESS)
LOGIN & REGISTRATION GUIDE

Employers have two options to login the Employer Self Service (ESS) Portal in SCUBI.
Employer can click the Authentication Mode radio button which states EAN/PIN/FEIN.

Employer will be required to provide all three credentials below and click login:
e Employer Account Number (EAN)
e Employer PIN (which was generated in SUITS)
e Federal Employer Identification Number (FEIN)
If the employer already created a username and password in SUITS, they can
click the Authentication Mode radio button which states User/Password. The
employer will be required to provide:
. Employer Username
e Employer Password
If the employer has forgotten or lost the PIN, the employer will need to click on

the “Here” hyperlink which will navigate the employer to SUITS to authenticate
their account and set up as a new user.

After the employer has set up a new Username and Password established in
SUITS, the employer will be able to navigate back to the Bridge for Benefits screen
and use the same Username and Password created in SUITS to login to SCUBI.

Once logged in, employers may register as a SIDES Participant by clicking the
SIDES Participation Entry smart from the SIDES Participation Drop Down list on
the Dashboard Menu or from the Quick Links section.

The system will navigate to the SIDES Participation screen. Add the required
information and the click the Save button.
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The system should display a successful validation message with the details
previously added.

The system will send a verification email. The email must be acknowledged
within 48 hours. Once acknowledged, the Status will go from “Pending”
to “Active” and the system will send a second email pertaining the SIDES E
Response credentials. SIDES E Response employers will no longer have access
to “Respond to Request for Separation Information” under the Smart Links
section. All separation information will go through the SIDES E Response Portal
and will not be available through ESS Portal. However, the employers will still
have access to other Smart Links:

e View Recent Correspondence
e Respond to Additional Information for Claims Issues
e Respond to Wage Audits
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