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Information Needed To Create a Representative Account 

 
You will need to know the following information about your business to successfully create a UI 

Online Services account. We suggest that you print this checklist for your information.   

 Your business’s New York State Department of Taxation and Finance’s taxpayer identification 

number (9-11 characters):_______________________ 

Do not enter the letter "B" before your taxpayer ID or any spaces or special characters. 

 

Or 

 

Your business’s Federal Employer Identification Number associated to your Internal Revenue Service’s 

records (9-11 characters):________________ 

  

 Your business’s ERO EFIN number associated to your Internal Revenue Service’s records (6 

characters):_______________________ 

 Choose a username: Usernames are not case sensitive and must be 8-60 characters.  Use only letters, 
numbers and these special characters (. @ _ ‘).______________________ 

Be sure to save your username in a secure place. We cannot reset usernames. 

Choose a password: Passwords are case sensitive and must be 8-20 characters. You must include at 
least one number and at least three letters.  Do not use the same character more than two times in a 
row.  Special characters are allowed:  ______________________ 

This is a temporary password only. Be sure to write it down. We cannot retrieve the temporary 
password for you. You’ll be required to change your temporary password the first time you login. 
 

 Choose a username: Usernames are not case sensitive and must be 8-60 characters.  Use only letters, 
numbers and these special characters (. @ _ ‘).______________________ 

Be sure to save your username in a secure place. We cannot reset usernames. 

Choose a password: Passwords are case sensitive and must be 8-20 characters. You must include at 
least one number and at least three letters.  Do not use the same character more than two times in a 
row.  Special characters are allowed:  ______________________ 

This is a temporary password only. Be sure to write it down. We cannot retrieve the temporary 
password for you. You’ll be required to change your temporary password the first time you login. 
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