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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

« |f 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
You will be prompted to fill out information
about yourself and the organization.
Prepare For Hegistratmn * Primary Business Contact Email
Before registering vour business, create a CT.gov account. IF you already have a CT.gov account, SICGN IN. [ Add ress & ContaCt N umber
' ' ) I * NAICS Code

* Business FEIN
* Business Type
Open the registration form Required to complete your registration ° Date yOU first had CT WO rke rs

When you click the "Register Your Business" button below, the Form will open * Federal Employer Identification Number (FEIN) [ ¢ Number Of CT employees

in a new browser t s B LEDTTETT video or follow + North American Industry Classification System (NAICS) [ code For your ° Total annual payrou for CT
the writtege®tructions while completing the registration proc

REGISTER YOUR BUSINESS [

business employees
* Date you first had Connecticut Employees ° Payroll frequency
*  How will the organization remit
contributions on behalf of
employees

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

« |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.

« |fthe 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.
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How to Access your My Account for Business
Portal
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My Account for Business Portal

Accounts Inquiries Contact Info

My Accounts

FEIN NUMBER START DATE END DATE
Joe's Sandwiches 2023-09-01
Enid's Taxes 12-5632598 2023-0%9-06
Tax Services 25-6396325 2023-09-06

« Any registered businesses for which you are a contact will appear here

* Click on the business name to open details
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My Account for Business Portal (continued

Joe's Sandwiches

Registration Number:
000251746

Return to My Account

Account Infe  Contacks

~ Account Information

Account Name
Joe's Sandwiches

DBA
Federal EIN

CTPL Registration ID
000251748

Type
Saole Proprietorship

Other Business Type

v Business Information

OptIn Employer
4

NAICS Code
12365

TIN

Inquiries

FEIN Number:

DBA:

Private Plan Payment Methods  OQutstanding Items

Phone

Business Email

Primary Business Activity
deli

Employee Size Range

o

Payroll Frequency

Weekly

Payment Remitker

Myself and/or my company admin
Last 4 55N

5555

Claims

. . °
Filing History
If you do not see your most recent invoice, please refresh this page.

View status definitions. € Refresh

IF you would like to amend your return, please view the Cuide to Amended Returns in the Online Portal.

FILING PERIOD  FILING PERIOD  REPORTING REPORTING PROCESSED
NAME STATUS AMOUNT START DATE END DATE QUARTER YEAR DATE
INV-00515625 Complete 475.00 Apr1,2023 Jun 30,2023 2 2023 Sep 1,2023

Return Filing & Payment Summary

This will provide a summary of your return filings and payments by quarter. For detziled information on your return filings and
payments, please review your filing history above. This summary does not indicate periods of liability For your account, but rather just
reflects all reporting periods since the inception of CT Paid Leave. This filing history/invoice status will continue to populate even iFyour
account has been closed with CTPL, and prior to your liability if you became liable after Q1 2021.

You may confirm your account status with CTPL by reviewing the business status field under the CT Business Information section under
the Account Info. IFyou have any questions regarding the amount reported or amount paid for each quarter, or regarding your liability
periods, please visit our Contact Us page to submit an inquiry by selecting the contact reason of Help with Contribution
Payments/Reporting. When submitting your inquiry, provide the reporting quarter and year so that we can expedite your request.

C' Refresh

REPORTING REPORTING TOTAL AMOUNT TOTAL AMOUNT TOTAL PENDING TOTAL REPORTED BALANCE ©
YEAR QUARTER REPORTED PAID PAYMENTS DUE
2026 3 Mo Return 50.00 £0.00 Mo Return

« 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)

Joe's Sandwiches

Registration Number:
000291748

FEIN Number:

Return to My Account

Account Info Cluiries Private Plan Payment Methods  Outstanding Ikems Claims

Account Contacts®

ACCOUNT NAME ROLE OTHER ROLE ACTIVE INVITEE

 |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

sarah Smith Cther HR/benefits manager Mo Yes -
Josie Smith Partner Mo Yes -

Enid Bartela Owner Yes No 4

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

W25/
9/16/2026 10 " a9




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.

W\s25*
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Filing and Remittance (continued)

Confirm that your filing has been
received by logging into My

Account for Business and e . :
oy e B Filing History®
verifying that your filing history
inClUdeS bOth an inVOice in the If you do not see your mosk recent invoice, please refresh this page.
COMPLETED status and payment y o _
. iew status definitions. (* Pefresh
in the COMPLETED status for the
relevant quarter. IF you would like to amend your return, please view the Guide to Amended Returns in the Online Portal.
IUNGPENOD FLNGPENOD MFONING  BEPORTNG  PROCEssed
”: the StatUS OF the Flllng IS nOt IMV-D0534923 Complete 50.00 Jan1, 2024 Mar 51, 2024 1 2024 Aug 11, 2025
C0le6te yOUF yOU dO nOt see |t IMV-D0526451 Failled 5625.00 Apr1,2023 Jun 30, 2023 z 2023 Ot 18, 2024
* Ifyouraccountis service by a ——— Complers 5100000 [V vy 25,2083
TPA you will want to reach out to
the TPA

* Ifyou had previously submitted
the reporting yourself, submit a
customer inquiry form on our
website.
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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

Account Info  Contacts  Inquiries  Private Plan More

Employee Claims information is accessible only to individuals who have been previously
authorized by their organization/company and provided the appropriate credentials by the CT
Paid Leave Authority. If you believe have been authorized by your organization/company to
have access to this information but are not able to view it, please submit a request via our
contact us form, with Employee Claim Access as the Contact Reason.
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What Information is Offered With Claim View
Access?

What is offered with Claim View? What is not offered with Claim View?
@ The ability to complete and/or submit an
v Employee name Employment Verification Form (ERV)
v Claim number [ The ability to see any pending claims
L, . A The reason for the claim
Date of approval or denial Q Medical documents or certifications
v Weekly benefit amount @ Approval or Denial letters
v’ Claim decisions within the past 12 months J The ability to track for FMLA purposes
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Employer Claim Information Access Appliation

Connecticut
Paid Leave

Claim Information Access Application

i i i i ¥ i i i i i s
+  Approved or denied claim case number o Racantly filed claims that are still pending
+  Employea’s nama o Tha reason for tha claim
v Dates of claim approval or denial o Medical documents or certification
¥ Waakly benefit amount o Approval or denial lattars
Instructions

] h e Wages an Completa the infarmation balow to abtain claim information accass. Only applicants who are authorized as a contact AND

hawve complatad thair CTPL registration (a two-stap procass) can be approvad. |f you nead to change the contact far an
axisting account, a saparate Employer Contact Change Request farm has baan providad.

e l lo.yer rel Orts to All araas shaded in grey balow, and a dated signature at tha bottom of tha page, ara required for approval. Wa reguire anea form

for each contact and for each amployer.

the Unemployment o

Granted Claim Information Access

Employer

Insurance program s
are typically not the _
same as the wages T ol abla et s g wers st o bt T et o Lo (001

Confirm | have completed ry registration by logging inta my CTPL account and adding my business phone & address: [ (check box)

At skl o t racantly completed guarters. Plaasa anter tha CT DOL total wages rapg Or tha purposas ol
Unamploymant Insurance gram in the middla column. Thesa wages ara commonly found on §ha DOLs Form UC-2, Line
they repo,-t to ( ’ =] reportad rormPLinlheWcalumn do not tmigally match.
R Quarter Reported CT DOL Wages Reported e CTPL Wages Reported
Paid Leave : ]
$ ]
If you are uncertain of the amount to ba repor or eithar saction above, plea; onsult with your Payroll Department or your
Fayroll Third-Party Administrator. The amounts pr ust match t rds axactly before approval. Rounded figures

cannot ba accapted.

Flaasa sign and data below acknowledging your attastation to the ternms balow:

The Connecticut Paid Leave Act requires amployeas fo notify theair ermployer of thair intent to take paid lagve (Conn. Gen. Stat.
H3T-A8%g(c)(T)) and raguires employars to coordinate employaer-provided banafits with the banafits provided by CT Paid Leave
(Conn. Gen. Stat. 5371-48g(f)). In considaration of those reguiramants, the registered usar of tha CT Paid Leave Employer Partal
will have access to personal ideantifiable information. By parsanally identifiable information ("PHY), we maan any infarmation
that could reasonably be wsed to identify an employes or former employee, including employea’s name, date of birth, gender,
CT Paid Laave banafit amounts, approval dates of leava, or any caombination af information that couwld be used to identify
armplayed,

I haraby axpressiy attast that | friave permission on bahalf of the registered account to goccess the information on the Emplayar
Fortal. I'shall not saccass information aon the Employer Portal without & proper businass purposa. [ shall only use the
information obtained from the Employer Portal for lagitimate business purposas and shall rafrain from using, publishing, or
disclosing such information in & mannar that is contrary to such purposes or which would compromize the security or
confidentiality of the employeas” Pl

Signaturaddttastation: Data:

9/16/2026 17




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 fForm 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

Account Info  Contacts  Inquiries  Private Plan Clalms More
v' The gray box with instructions on how to get access
Employee Claims information is accessible only to individuals who have been previously FO clalm.s will alV\{ayS be V|S|ble: SCI'(?“ past the .
authorized by their organization/company and provided the appropriate credentials by the CT instructions to view the benefit claim information.
Paid Leave Authority. IF you believe have been authorized by your organization/company to
have access to this information but are not able to view it, please submit a request via our v

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

contact us form, with Employee Claim Access as the Contact Reason.

v" You will see claims for which a claim decision of
. approved, denied or exhausted has been made within
- AD . L]
a tmployee Claims (Case Number) Do | l the last 12 months. You will not see new/pending
claims.

RUMBER NAME NAME BECISION T e
Test Contact 83 Approved lar 29, 2024 May 17, 2024

B4rE123] Tesl Conbacl #1 Lahausled Jan &, 2024 Jul 11, 2024
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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 | see an employee's claim when | 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.

\\7714}
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Resources

« On the “Resources and Guides” page of our
site, click on the "Employers” tab

 Ifyou are unable to find what you're
looking for, please submit a Contact Us
case

9/16/2026
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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

* |Ifyou 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.

What do you need help with today?

Which of the Following most accurately describes you?

aaaaaaaaaaaaaaa

What do you need help with?

>“ 74
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