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Topics

• Registration vs. Enrollment

• Registration Process and My Account for Business portal

• Adding contacts to your account

• Contributions: Filing and Remittance

• Amended Returns

• Employer Claim Access

• Common issues

• Resources

• Contact Us
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Registration vs. Enrollment

•Why do you still need to register?

• To provide CT Paid Leave with up-to-date account and contact information 

• To allow CT Paid Leave to speak with you regarding any questions regarding this account

• To enable you to submit and filings and contributions required

• To enable you to access information about the reporting and/or contributions that have been remitted 
on the business' behalf  

• To address any penalties for non-compliance that may have been imposed, 

• To sign up for access to data about your employees' claims

•If you use a TPA:

•They submit an enrollment file or a batch return to us, which creates only the shell of an account with 
minimal information
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Registration
• Before you being your registration with CT Paid Leave, you will need to create a CT.gov account

• If you have an existing CT.gov account, you will need this username and password before starting the 
registration process

• If you do not, you will need to create a CT.gov identity. Information for this process is in the drop down 
of the Resources and Guides 

• Once the CT.gov account has been established, start at ctpaidleave.org and click on “Register 
Your Business” on the homepage.
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Registration (continued)
• You will now be on the “How to Register as an Employer with CT Paid Leave“ page. From here you will want to 

scroll down to “Prepare For Registration”. To open the registration form please click on REGISTER YOUR 
BUSINESS
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You will be prompted to fill out information 
about yourself and the organization.

• Primary Business Contact Email 
Address & Contact Number

• NAICS Code
• Business FEIN
• Business Type
• Date you first had CT workers
• Number of CT employees
• Total annual payroll for CT 

employees
• Payroll frequency
• How will the organization remit 

contributions on behalf of 
employees

Please be sure that when you get to “The business I am registering is a” section, you choose “Employer with 
Connecticut-based employees” from the drop down.



Registration – Continued
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• If during the registration process you receive a message stating that your business was already registered 
with the CT Paid Leave Authority, this means that an employer contact has already registered for the FEIN 
you provided. You will need the existing contact on the account to add you as a new contact.

• If the person who is listed as the existing contact is no longer with the organization, you should submit a 
customer inquiry form on the Contact Us page at ctpaidleave.org informing us that you need to gain access to 
an account. We will need to provide an employer contact change form for completion.

• The person requesting access to the account cannot be the person who completes this form. It will need 
to be completed by another individual within the organization.

• Add additional users: you should add at least one additional user on your account

• New users are not automatically granted access – they will receive an email with instructions on how to 
complete their registration once you add them

• This will send them an email invitation link which they must complete to have access to the account. This link 
is valid for two weeks.



How to Access your My Account for Business 
Portal
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My Account for Business Portal
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• Any registered businesses for which you are a contact will appear here

• Click on the business name to open details



My Account for Business Portal (continued)

• Business details (i.e. account info)  and filing history (contributions reported/paid) can be found here

• Fields with a pencil icon can be edited
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My Account for Business Portal (continued)
• Contacts can be added from the portal. Click 

Add User to invite a new contact

• You can also use the tabs to navigate to 
Inquiries (submitted through the Contact Us 
page at ctpaidleave.org, or  you can send a 
question directly through the portal)

• If you have applied for a private plan or have 
been approved for one, the corresponding 
info will show under the Private Plan tab

• Saved payment methods can be added or 
edited with Payment Methods

• Outstanding Items will show any overdue 
quarters

• Claims will show limited employee claim data 
if you have applied for this and been granted 
access

9/16/2026 10



Contributions
• Contributions are 0.5% of total wages up to the Social Security Contribution limit

• Total wages means salary or hourly wages, vacation pay, holiday pay, tips, commissions, severance pay, and 
cash value of any “in kind” payments and exclude any benefits that are excluded for purposes of calculating 
FICA taxable wages

• Employers may not deduct more than the 0.5% statutory contribution amount 

• Quarterly filings and contributions if applicable are due on the last day of the calendar month of each quarter; 
however, if contributions are paid by the last day of the grace period, they will be considered timely

• First Quarter (Jan.- Mar.): grace period ends April 30
• Second Quarter (Apr.-Jun.): grace period ends July 31
• Third Quarter (Jul.-Sept.): grace period ends October 31
• Fourth Quarter (Oct.- Dec.): grace period ends January 31

• Contributions may be remitted through the My Account for Business portal (online payment process) or via 
batch process
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Filing and Remittance

• There are two pieces to compliance: filing and remittance

• Return Filing: 

• You must report total subject earnings for the pay period or income/revenue period and number of 
workers whose wages are being reported

• If you have no subject earnings to report, you must submit a $0 wage statement to avoid penalties

• Contribution remittance:

• Contribution amount will be calculated based on the information supplied for subject earnings

• If filing and/or remitting past the end of the grace period, penalty and interest will be calculated as 
well

• If a TPA files and remits on your behalf, it is still ultimately the employer’s responsibility to ensure it 
was done correctly. Interest or penalties for late payments will be assessed against the employer.
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Filing and Remittance (continued)
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Confirm that your filing has been 
received by logging into My 
Account for Business and 
verifying that your filing history 
includes both an invoice in the 
COMPLETED status and payment 
in the COMPLETED status for the 
relevant quarter. 

If the status of the filing is not 
complete your you do not see it:
• If your account is service by a 

TPA you will want to reach out to 
the TPA

• If you had previously submitted 
the reporting yourself, submit a 
customer inquiry form on our 
website.



Amended Returns
• If you need to make changes to a previously submitted return file, you can do so through the My Account for 

Business portal

• Changes you can make with amended returns: reported wages, contribution amount, employee counts
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Employer Access to Claim View
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What Information is Offered With Claim View 
Access?

What is offered with Claim View?

 Employee name

 Claim number

 Date of approval or denial

 Weekly benefit amount

 Claim decisions  within the past 12 months 
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What is not offered with Claim View?

 The ability to complete and/or submit an 
Employment Verification Form (ERV)

 The ability to see any pending claims
 The reason for the claim
 Medical documents or certifications 
 Approval or Denial letters
 The ability to track for FMLA purposes



Employer Claim Information Access Appliation
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The wages an 
employer reports to 
the Unemployment 
Insurance program 

are typically not the 
same as the wages 
they report to CT 

Paid Leave



Employer Claim Access Request Process
• You can only request access to claim information if you have completed both steps of your account registration 

• The case must be in the applicant’s name only, multiple individuals cannot submit an application under one case

• We are providing access to confidential information, so we need to have safeguards in place to ensure that only those 
authorized to see the information have access to it. Our verification process is meant to balance accessibility and 
confidentiality and mirrors what other states require to access this type of data

• Submit your request by completing a form through the Contact Us page of our website by selecting “Employer Request for 
Access to Employee Claim Data” as the contact reason

• We will provide 2 forms for you to complete, the second form is needed only if you need to make registration corrections:

• Claim Access Employer Attestation form. This form is used to request access to your employees' claim information 
and requires you to provide wage data that you have already provided to the CT Department of Labor (DOL).

• Employer Request Contact Change form (only if needed). This form should be completed if the organization does not 
have a contact on the account, or if the existing contact no longer works for the organization. If you are already an 
authorized contact on the account, you do not need to complete this form.

• Complete the form(s) and return them to us by replying to the original email and attaching them. We will reach out once we 
review to see if additional info is needed.
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Location of Claim Information 
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 The gray box with instructions on how to get access 
to claims will always be visible. Scroll past the 
instructions to view the benefit claim information.

 It may take up to 30 minutes for the access rights to 
propagate our system after you receive your 
approval confirmation.  

 You will see claims for which a claim decision of 
approved, denied or exhausted has been made within 
the last 12 months.  You will not see new/pending 
claims.



Common Issues

REGISTRATION

• The person listed as the contact on your account 
has left the organization.

• The wrong account type was selected during the 
registration process.

• You may have received a letter from us requesting 
that you register your business, but you no longer 
have CT employees.

CONTRIBUTIONS

• There has been a change in your previously 
reported contributions remitted to CT Paid Leave 
(paid too much or paid too little).

• You received a notice of penalty/interest due.

CLAIM VIEW ACCESS

• You don't know where to find, or do not have 
access to, the wage data required on the CT Paid 
Leave Claim Access Employer Attestation form.

• You are unsure how to complete the second step of 
the CT Paid Leave registration process.

• Why can't I see an employee's claim when I know 
it’s been submitted?

• We submitted several applications together but 
only one of us was approved?

• My business is registered accurately but my 
application was rejected due to lack of registration.
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Resources
• On the “Resources and Guides” page of our 

site, click on the “Employers” tab

• If you are unable to find what you're 
looking for, please submit a Contact Us 
case
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CT Paid Leave “Contact Us” Feature
• Answers to many common questions can be found on this page through our self-help feature

• If you can't find the guidance you need, complete the Contact Us form

• Our team of contact specialists is monitoring incoming messages and are available Mon-Fri 8am-5pm

• You can request a phone call – simply select "Phone" under "Best way to reach you"

• Provide as much detail as possible in the "How can we help you" field

• Our CT Paid Leave Aflac staff is available 8AM -8PM 

• Can provide a verified employer information such as the leave dates that have been requested, the claim 
determination, if a pending claim exists, send a determination letter and assist with ERV questions

•  If an employer would like to assist their employee with their claim they may call in together at which time assistance 
can be provided following a verification process.
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Thank You
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