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How to Submit Tax ID Numbers into the Idaho Workforce

Development Portal

Worksites / employers must submit Tax ID numbers (social security numbers) into the
Idaho Workforce Development Council (WDC) Portal to receive reimbursement from ION.

WDC tracks these submissions to gauge the impact of their innovation grant on Idaho’s
workforce.

Please follow these steps to submit Tax ID numbers:

1. Download the Training Info Worksheet and fill it out.
2. Upload the Worksheet into the WDC - Ul Employer Secure Portal (instructions
in following pages)

3. Notify ION of Tax ID submission, either in the Invoice Form or in a separate
email to ndigiosia@jannus.org

We understand this process is complicated, and we are here to assist you in making this
step as streamlined as possible. Please contact Natalia, ndigiosia@jannus.org, if you need
help submitting Tax IDs.


https://jannus.sharepoint.com/:x:/s/ION/ERhcrRMwU2pEtLeWUAZusn4B3IHOxFhuIqEtkF892neZng?e=qeImR4
https://www.labor.idaho.gov/
mailto:ndigiosia@jannus.org

WORKFORCE DEVELOPMENT COUNCIL
REQUIRED REPORTING INSTRUCTIONS

Logging on to the WDC — Ul Employer Secured Portal Instructions:

Please login to https://labor.idaho.gov/dnn

Click on the box titled: Login

@ laboridaho.gov/dnn \
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IdahoWorks IdahoWorks
» Search for jobs. > Post your job openings.
» Create a searchable profile. > Save searches and resumes.
» Create aresume. > Receive email updates on new resumes.

Click Login to Employer Portal

Claimant Portal E-Services
» File a new claim / Reopen an existing > Report wages and pay taxes.
claim. > Report new hires.
' > File a weekly continued claim. > Respond to claim information requests.

» Check benefit eligibility.

Login to the Claimant Portal Login to Employer Portal




WORKFORCE DEVELOPMENT COUNCIL
REQUIRED REPORTING INSTRUCTIONS

Please follow the step by step instructions on how to

If you have not set up an account, please read the User
create a new account in User Guide. (Pages 6 —7).

Guide, the Frequently Asked Questions (FAQ), and
create new account.

Login for existing users: page 8.

If you do have an account,
p-mom login as an existing user

r
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Ul Tax Rates ‘ User Guide } l FAQ ‘ Resources ‘ Other Agencies ‘ Forms | Contact Us

Employer Portal Login

With Employer Portal you can report wages and employee separations, pay Ul taxes, manage your Ul acgéunt and
communicate wjth the department in a secure environment. If you have not registered your businessfor Unemployment
Insurance coverpge, go to business.idaho.gov.

Create New Employer Portal User Login Existing Use;

Email *

| |

New User Registration

Password *
| ‘ Forgot Password?
Important
If you are using a computer in a public setting, must log out and close the browser before stepping away from the computer. This prevents

unauthorized individuals from accessing secure information. Log out by selecting the Log outlink at the top of the screen.

Employer Portal was designed for Internet Explorer 9 and newer releases. To open links with Internet Explorer 8 you will need to right click on the links
and choose either “Open in New Tab” or “Open in New Window."” Not all features may be fully functional with other browsers such as FireFox, Chrome,
Safari, etc. If you have problems entering or viewing information using a different browser or Internet Explorer version, use Internet Explorer with the

correct version. If the problem still exists, call the Idaho Department of Labor at (208) 332-3576,8.

Build: 1.5.0.22969

Idaho Department of Labor | C.L. "Butch” Otter, Governor | Kenneth D. Edmunds, Director
Labor.idaho.gov | Idaho.gov | Accessibility | Privacy | Cyber Security | An Equal Opportunity Employer and Service Provider




WORKFORCE DEVELOPMENT COUNCIL
REQUIRED REPORTING INSTRUCTIONS

Once logged in, choose “Message Center” from the portal options.

% / a8

Name: amanda ames
Logged in User: amanda.ames@wdc.idaho.gov

Update User Information
Phfne #: (208) 488-7563

» Home

Add or Select
Employer

Message Center

Wage information and other confidential Unemployment Insurance information may be requested and utilized for other governmental purposes,
including, but not limited to, verification of an individual's eligibility for other government programs.

Sending Secure Email Messages to WDC Secured Portal: Page 13 Click New Message button and select
the hyperlink for “Workforce Development Training Fund”

N

» Home| m\gecure Messaging

Secure Massaging
Secure Messaging

E MNew Massage

relect where you want to send your message:

Department

Appeals
Benefits

Employer Portal Support

Worlkforce Development Training Fund




WORKFORCE DEVELOPMENT COUNCIL

REQUIRED REPORTING INSTRUCTIONS

Upload the Training Info Worksheet into the secure message.

Optional: Title the message: Tax ID Submission for ION - TMC Works

12552y us® Employer Por’can'
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Previous Login: 5/15/2024
B cose
Name: David Bottom
Logged In User: dbottom@jannus.org To From
Workforce Development Training Fund David Bottom <dbottom@jannus.org>
» Home » Secure Messaging
Phone Number Phone Extension
[ (208) 230-3872 [ 1] |
Secure Messaging lﬁ!’
| Employer
Secure Messaging None -
E New Message lSUbjeC[ ”
Message *
No messages
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Notify ION of the number of Tax ID numbers submitted via the Invoice Form or email to
ndigiosia@jannus.org.
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