
RESPONDING TO A SEPARATION INFORMATION 
REQUEST THROUGH THE ESS PORTAL

TUTORIAL

STEP 1: Log in to the ESS portal with your SUITS credentials.

This guide describes how to Respond to Request for Separation Information via the ESS (Employer Self-Service) portal.

NOTE: This guide only applies to employers who are NOT registered in SIDES. SIDES employers must respond to the Request 
for Separation Information on the SIDES UI portal at uisides.org.

https://uisides.org/sew/#/
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STEP 2: On the Dashboard, in the Actions Required box, click on Respond to Request for Separation Information.

NOTE: There are three alternative options for this step.

1.	Click on Respond to Additional Information for Claims Issues under Actions Required.

2.	Click on the Employment tab and select Employer Separation.

3.	Click on Employer Separation under the Quick Links section.
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STEP 4: In the Search Results box, click the radio button next to the claimant record, and answer the required questions.  
Click on Additional Info to provide more information.

STEP 5: Click Save.

STEP 3: From the Employer Separation screen, search for a claimant or select a claimant record from the Search Results box.
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STEP 6: From the Respond to Additional Information screen, click on the radio button to select the claimant record under 
Group Records.

STEP 7: Click Submit. 

STEP 8: You will be asked a series of questions. After answering, click Next to continue to the next question. 

8a. If you do not have the required information, click Save & Exit. If you navigate to the next screen, you are 
required to proceed.

8b. Return to the ESS Portal once you have the information needed. 
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STEP 9: Read, acknowledge, and confirm information in the Data Review section.

Then, click Submit.



RESPONDING TO A SEPARATION INFORMATION 
REQUEST THROUGH THE ESS PORTAL

TUTORIAL

STEP 10: Additional separation questions will appear. Click Next to continue to the next screen with the next set of questions.

(Below are examples of the types of questions that may appear.)
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STEP 12: Upload any documents needed to support the separation information, then click Finish.

STEP 11: In the Data Review section, make any changes by clicking on the link displayed over each question.

If the information is correct, click Submit.
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STEP 13: The system will return to the Dashboard screen. 


