1.

Employer New Hire Reporting

If you have an existing myAlaska account, you can either go to
https://cssdapps.state.ak.us:8443/newhirereporting, sign into myAlaska and then skip to step 4 or go

to the myAlaska link mentioned in the next sentence and select “Sign into myAlaska”. If you don’t
have an existing myAlaska account, go to the myAlaska website at https://my.alaska.gov and create
one by clicking on the “Register for a myAlaska Account” link on the same website and follow the
instructions.

myAlaska

HOME SERVICES MYPROFILE MYDOCUMENTS HELP Reqistered User : Sign In

myAlaska is a system for Secure Single Sign-on and Signature for Citizens, or, an authentication and electronic signature system allowing
citizens to interact with multiple State of Alaska services through a single username and password.

ﬂ"' Acconn

Sign into myAlaska

Register for a myAlaska Account

Most Popular Services

Permanent Fund Dividend

@ Services for Individuals
& ACPE - Student Aid Portal
APQC - L obbyist/Employer of L obbyist Reporting

APQC - Public Official/l egislative Financial Disclosure

Child support statements



2. Once logged into myAlaska, click on “View Your Services” link and then “Submit employee hirings
to CSSD” link under the “Services for Businesses” heading.

myAlaska

HOME SERVICES MYPROFILE MYDOCUMENTS HELP Signed in as CSSDtst1: Sign Out

Welcome CSS8Dtst1. The myAlaska Registered User Portal is your dashboard for viewing information specific to your myAlaska account,
managing your information and gaining access to a wide array of services designed for registered users of myAlaska. Select an option to begin.

Services

Use myAIaska to do business with the State of Alaska. There is a wide selection of services available for both individuals and
qple. Permanent Fund Dividend services for individuals and Employment Security Tax services for businesses.

View Your Sewices

ﬂ" MyProfile

Manage. update, or change your myAlaska account and user information.
Manage Your Profile

=
m m Help
|
Get help using myAlaska or one of the myAlaska applications.
Get Help
Help Privacy Policy UserAgreement Browser Compatibility Department of Administration

Enterprise Technology Services (ETS)

Email: mvalaska.help@alaska.gov

Monday - Friday, 10:00 AM to 4:30 PM Alaska Time

Anchorage: 907-269-6311 || Fairbanks: 907-451-5911 || Juneau: 907-465-5211

uﬁ' Services for Businesses

DBP — EGrAMS Grant Management

DEC - Pay Invoices Online

DEC Online Services

DEC Water Online Application System (OASys|

DHSS - eGrants

DMV Partners

DHNR Division of Oil and Gas - Submit Royalty and NPSL Filings

DOL Employer Surveys

DOR-Tax Division Services

Employment Security Tax

LSS — Online Filing Services

Measurement Standards and Commercial Vehicle Enforcement

Submit employee hirings to C55D

Help Privacy Policy User Aqreement Browser Compatibility Department of Administration

Crtarnricn Trrhnalnme @anirne (ICTOY




3. Click in the “I Accept the Privacy Agreement” if you would like to continue.

i
“ Privacy Agreement: CSSD
%ﬁ#%iﬂgﬂg By checking the 'I Accept the Privacy Agreement' hox

below, you are authorizing myllaska to share your
profile information with the Alaska Division of Child
Support Services.

Ch Accept the Privacy Agreement

Continue ->
Contact us Help Privacy Policy User Agreement

4. Enter your nine digit Federal Employer Identification Number (FEIN) on the following screen. The ten digit State
Employer Identification Number (SEIN) is optional. Your employee’s myAlaska account will be able to enter new hires
for your FEIN until you request that we disallow it. Please contact our Employer Assistance Hotline at 269-6089 (toll
free 877-269-6685) or email our New Hire Reporting customer service representative at dor.css.newhire@alaska.gov to
have an employee’s myAlaska account disassociated from your FEIN. Please provide your FEIN and the employees
email address.

Child Support Services Division

CSSDHOME CONTACTS APPLICATIONS FORMS FEDERAL CHILD SUPPORT

State of Alaska > Deparment of Revense » Chwid Support Services > Employer New Hire Fleparting

JOME TO THE NEW HIRE REP

Please enter your Federal Employer ldentification Number and optionally your Alaska Employer Identification
us verify your account. If you didn't reach this page thru MyAlaska you will need to login thru the myAlaska Portal

FEIN: |
SEIN:[
Subma

C25D Customar Sarvice Ravanus Home Chid) Support Seraces Drision



Once you have entered the FEIN you will be asked to verify your Company information, including the address of your
Payroll Department. If you need to make corrections, you may do so. Please note the information you enter will not
update the Department of Labor (DOL) database. The updated information will only be used for New Hire Reporting.
Select Update/Save if you made updates, or Continue without Updating if you made no changes.

Welcome to the New Hire Reporting System.
Please enteryour Federal Employer Identification Mumber and optionally your Alaska Employer Identification Number ta
help us werify your account. Ifyou didn't reach this page thru byAlaska you will need to login thru the myAlaska Portal

FEIN: | 223000022
SEIN

Employer Information

Please view or editthe information helow, as it perains to your company. The information is gueried fram the
Cepartment of Labor Database. If you updated this infarmation during a previous New Hire Reporting submittal, the
updated infarmation will be included below. Updated infarmation for Mew Hire Reporting submittals does not update the
Department of Labor Database. Should vou have any questions please contact our Emplover Assistance Hotline at
907-269-60849 or visit our Ermployer Infarmation Page.

Company Name and Address (Payroli Dept) Foreiqn Address Information
campany Name THE ABC ANCHORAGE GO Country Code

Federal Emplayer l— Country Narme

Identification Murnber | 222224222 "

Country ZIP ¥

State Employer T Pastal Code

Identification Nurber

Address Line 1 PO BOX Payroll
Address Line 2

Address Line 3

City ANCHORAGE

State Ak v

Zip 9501

Optional Address Information Optional Foreiqn Address information
Opt. Address Line 1 Opt. Country l—
Code

Opt Address Line 2 Opt. Country l—
Opt. Address Line 3 l— Harne

Opt. Country l—
Opt. City ZIPiPostal Code
opt. State Choose One v
opt Zip

l Update/Save Iar[ Caontinue without Updating

CS50 Home CSS0 Customer Service  Revenue Home  KIDS Online  Webmaster

Once you have confirmed your employer information, you are taken to your Home page. At this point you may click on
the “Add Employees” tab or “Add” link under Add Employees to begin entering new hire information. Both links are
highlighted by green rectangles below. You may also return to update your employer information by clicking on the
“Update Employer Information” or the “Update Info” link under Employer Info. Both links are highlighted by red ovals
below. If you have a file of new hires to upload, you may do so by clicking on the “Upload” link, highlighted by a red
plaque below under “Upload Employees”. The upload function is also available on the Add Employees page. If you
handle new employees for multiple employers (EINs), you can change to a different employer by selecting the “Change
Employer” tab or selecting “Change” link under Change Employer. Both links are highlighted by blue hexagons below.
To Logout at any time, you can select the “Logout” tab, highlighted by the purple circle below.

AN
Update Employer Info | Add Employees | { Change Employsr =T
T S . S A, S
Co.

WELCOME The ABC Anch

We at the Child Support Services Division are very interested in working with employers. By submitting the New Hire
Reporting infermation employers make a valuable contribution in helping the children of Alaska and other States. If you
do not have new hires to report, you need not submit the form. For more information regarding New Hire Repaorting,
please visit our Emplover Information Page. Thank you for your contribution,

Sincerely,
CS8sD

EMPLOYER INFO ADD EMPLOYEES CHANGE EMPLOYER

View and edit your Allows you to enter new Change Currently
business contact employee records Add multiple new Selected Employer and
information that we have ——indaid 4 employees at once by View unsubmitted
on flle e uploading their information ~_EMPloyees for known
Update info from a file, Please refer to mploye!

New Hire Reporting Change

gic File Formal for
the requl'ed file format.
Upload
CHED Cutomer Sarvics Revenue Home Chils Support Sarvices Divis

550W 7" Ave Sulte <horge AX 99501-56!
Phone: 907-265-6500 | Fax SO7-TE7-3220 | TTY: 807-263-681



To add employees, enter the appropriate information in the required fields on the “Add Employee” tab. You can use the
tab key to move from one field to the next. Click the “Add/Update” button when you have completed entering the
employee information. A list of employees entered will be shown at the bottom of the screen. To edit or delete an
employee in the list, click on their SSN and the information will be populated in the “Add Employee” tab. At that point
you may change the data and click on the “Add/Update” button to update the information or click on the “Delete” button
to delete the employee from the list. The list shows approximately the first twenty characters of the Last Name and
Address Line 1 with .. to indicate the field contains more information and the first three characters for city. To view all
fields for an employee in the list, mouse over the SSN. NOTE: The list of employees will NOT be submitted to CSSD
until you select the “Submit List” tab and click on the “Submit List” button.

Employee Add for The ABC Anchorage Company
Directly b d form is a paged list
an empl gir Social Security Numb
informati

d but not yet submitted. To ed
below and fill in the req

ad

Cadd Employeg Upload File Submit List Download A Copy Remove All

. n
. :
:Add Employee :
+ Al dates should i ollowing format: MMDDYYYY. Please hat the “Date of Hire" fizld should refl & :
M it hire date Sh have any questions plea: our Employer Assistance Hotline at 3
+ orvisit our Employer Information Page. M
+ SSN and Name New Hire information :
. N
! Emplojee s | . | H
s ii.e. 123456789) Dats of Birth
M MMDDYYYY :
E First Name | Date of ‘ E
: wigderame | HIE/ReNIE  MMDDYYYY H
. Stats of Hire AK :
¢ LastName | H
. :
+ Address information Foreign Address Information :
. N
+ Address Line 1 | Country Code ‘ H
. N
+ Address Line 2 | Country Name ‘ M
% Address Line 3 | Country ZIP/ ‘ N
M Postal Code M
. Ciy [ H
. :
. State :
© Zip Code |

TSI Upload File | SubmitList | Download A Copy | Hemove All

:Add Employee

s Hirs b

Bt
i 01/01/1978|
Hire : 04/01/2009(
Mire: Fs




8. To upload new hire employees from a file in the required format (please refer to New Hire Reporting Electronic File
Format for format and record length and please make sure the file has ANSI encoding), click on the “Upload File” tab.
Browse to the file location and click on the “Upload” button. The file can only contain new hires for the EIN logged in.
Files with multiple EINs or a single EIN that does not match the logged in EIN will be rejected. The information
uploaded will be added to the list of new hire employees.

Employee Add for THE ABC ANCHORAGE CO

Directly helow the Add Emplovee form is a paged list of the current Kew Hire employees that you have entered but not vet submitted

nnnnnnnnnnnnnnnnnn

Add Employee Upload File Submit List Download A Copy Remove All

: Upload List

* Please refer to Mew Hire Reporting Electronic File Format for the required file farmat. Files in any other format will not be

: accepted. Once you have created a file in the reguired format, click on the Browse buttan to selectthe location of the file with your
: Mew Hire Reporing information. Onca the file is selected, click on the Upload button. You will receive a confirmation window once
: the ile is uploaded :

Select ermployee file for upload

| " Browse
Upload
SSN First Name Last Name Address Line 1 City St Zip
123456789 Jokm Dae 123 West 7th Ave Anc AK 38501
987654321 .. .. ANC AK 93501

CE30 Home CEED Customer Service Revenue Home  KIDS Online Webmaster

9. If you need to delete all employees you entered or uploaded, click on the “Remove All” tab and select the “Delete All”
button.

Add Employee Upload File Submit List Download A Copy

Remove All

‘Remove All Employees
Confirm Removal of 2 employeeis)

SSN Eirst Name Last Name Address Line 1 City St Zip
123456789 Tohn Doe 123 Uest 7th Awe Anc AK 99501
987654321 . .. ANC AR 99501

C35D Horme  CSSD Custorner Sendce  Revenue Home  KIDS Online  Webmaster




10. Once you have completed entering employees or uploading a file and BEFORE submitting the employee information,
you can create a backup of the file in the New Hire Reporting electronic format by selecting the “Download A Copy”
tab. Click on the “Download New Hire Entries” link and “Save” the file to your local directory.

Add Employee Upload File | Submit List I Download A Copy l Reinove All

DOWNLOAD A COPY

Click the "Download Mew Hire Entries’ link below to download a copy of the records you have entered but not submitted. The file
' contains employee records in the New Hire Reporting Electronic File Format.

i1 employee new hires available for download copy.

Download New Hire Entries

1 EMPLOYEES ARE PENDING.

First Name Last Name Address Line 1 City St Zip Foreign Country Code
Joseph Juneau 550 W Tth Ave, Anc AK 99501
3 Customer Service Revenue Home 3 Child Support Services Divish
File Download §

Do you want to open or save this file?

Mame: new_hire_entries.txt

Type: Text Docurnent, 63 bytes

From: cssdapps.state. ak.us

Open ] [ Save ] [ Cancel

harm your computer. |F you do not bzt the zource, do not open o

|@| While filez from the Intermet can be useful, some files can potentially
b
= zave thiz file, What's the risk?

11. Once you have completed entering employees or uploading a file, you can select the “Submit List” tab to submit the
employees to the Alaska CSSD. If you forget to submit the list, you will be prompted on Logout to submit the list. The
list of new hire employees will continue to show for the FEIN until it is submitted. You can log out without submitting
and the list of employees will still be there the next time you log in. If your internet browser session times out due to
inactivity before you submit your new hires, they will still be available the next time you log in.

Buhmil List Download A Copy

Add Employee Upload File Remove All

SUBMIT EMPLOYEE LIST

To submit your new hires shown in the list below please press the button below labeled "Submit List'. The CSSD will notify you at
1 your address on file if any action needs to be taken. Thank you for using the New Hire Reporting System.

Additionally if you want a list of new hires you entered for your records, create a report by clicking the ‘New Hire Reporting List' link
i before submitting the file. :

1 employee new hires available for report and submittal.

MNew Hire Reporting List

Submit List :
1 EMPLOYEES ARE PENDING.

First Name Last Name Address Line 1 City St Zip Foreign Country Code

Joseph Juneau 550 W Tth Ave, Anc  AK 98501



12.

13.

Confirmation of the submitted items will be shown and there will be no pending employees.

Add Employee Upload File Submit List | eLEEL R T Remove All

SUBMIT EMPLOYEE LIST

Tao submit your new hires shown in the list below please press the button below labeled 'Submit List', The CSSD will notify you at
: your address on file if any action needs to be taken, Thank you for using the New Hire Reporting System,

Additionally if you want a list of new hires you entered for your records, create a report by clicking the 'New Hire Reporting List’ link
:; before submitting the file. :

0 employee new hires available for report an

= 1 records submitted!

New Hire Reporting List

Submit List
0 EMPLOYEES ARE PENDING.

SSN First Name Last Name Address Line 1 City St Zip Foreign Country Code

Clicking on the “New Hire Reporting List” link, will show the new hires you have entered or uploaded from a file. If the
Submitted column shows a “Y”, then those employees were submitted to CSSD. If the employees have been submitted
to CSSD, they will only show on the report until they have been sent to the Federal New Hire Reporting program. Once
they are sent to the federal program, submitted employees no longer show on the report. Unsubmitted employees will
continue to show.
Add Employee Upload File Submit List | eLEEL R T Remove All
SUBMIT EMPLOYEE LIST
Tao submit your new hires shown in the list below please press the button below labeled 'Submit List', The CSSD will notify you at
‘ your address on file if any action needs to be taken, Thank you for using the New Hire Reporting System,
Additionally if you want a list of new hires you entered for your records, create a report by clicking the 'New Hire Reporting List’ link
i before submitting the file. :
n employee new hires available for report and submittal.
: + 1 records submitted!
New Hire Reporting List
0 EMPLOYEES ARE PENDING.
SSN First Name Last Name Address Line 1 City St Zip Foreign Country Code
04/12/2013 New Hire Reporting PAGE: 1

Report of New Hires to Alaska CS5D
FEIN: 222222222 company Name:The ABC Anchorage Co.

S5N Hame

Hire Date Birthdate Date Submitted
Submitted/
Entered
*sv.#*.6879 John A Bwoden 04/01/2013 10/23/1970 04/12/2013 Y
wse.+2.5789 Joseph A Juneau 04/01/2013 11/01/1960 04/12/2013 Y

Total:2 Submitted new hire employees are only available for this report until they have

been sent to the Federal New Hire program.



14. To logout, select the logout tab. If you have new hires that have not been submitted, you will be asked if you want to
submit them. If you do not submit them, they will remain with your FEIN until you either delete them or submit them.

Home Update Employer Info Add Employees Change Employer Exit

UNSUBMITTED EMPLOYEE NEW HIRE RECORDS!

Unsubmitted employee new hire records will be available next time you return. However, if they are ready to submit
please click the button below labeled 'Submit and Exit’. Or, to exit with out submitting press the button labeled 'Exit
Without Submitting'’. Additionally you may download a report of the employee new hires by clicking the "New Hire
Reporting List’ link. Thank you for using the New Hire Reporting System.

New Hire Reporting List

Submit and Exit Exit Without Submitting

15. Select the appropriate link to enter New Hires for another FEIN, return to myAlaska to conduct further state business or
to logout of myAlaska.

You HAVE EXITED THE NEw HIRE REPORTING SYSTEM.

Thank you for using the New Hire Reporting System. To start a new session choose the link labeled 'Enter New
Hires for another Fein'. To return to myAlaska with or without logging out of myAlaska choose one of the other links.

Enter New Hires for another FEIN
Return to myAlaska

Logout of myAlaska



