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Sending Your Annual State Compliance Forms

Purpose

Annual State Compliance is a self-service solution, so familiarizing yourself with the processes involved
is important in order to maximize its benefits. Before you send out your Annual State Compliance
(ASC) notices to your employees, it's recommended that you first send out a test packet from the
Equifax® Compliance Center Test Environment and verify everything is correct. Once confirmed, you
can officially send your ASC notices to your employees in the live Production Environment. This
document walks you through the steps to send a test packet and a production packet.

Platform
Equifax user-driven Compliance Center

Before you Begin

If you haven't already, make sure you are ready to send your test and production files with our ASC
Readiness Checklist. You may also want to have our ASC Interactive Support Guide nearby to assist
with any questions.

The Process

Step 1: Send Test Notices: We recommend webManagers (admin users) send test notices from the
test environment to preview what employees will experience when actual notices are sent from the
live production environment. Sending test notices allows you to make any necessary adjustments.
Step 2: Send Production Notices: Once you're ready, send the live notices to your employees via the
live production environment for them to acknowledge and sign.
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Step 1: Send Test Notices
1. Log in to the Equifax Compliance Center Test Environment, and enter your Employer Code,
User ID, and Password.
2. Select the File Management Tab: Once you enter the website, you see the dashboard. Click
the File Management tab on the left side of the screen. The File Management tab allows you
to import the file needed to create the ASC employee packets and send notification emails.
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3. Download a File Template: In the File Management tab, select the specific ASC template you
would like to test from the drop down menu. You may have more than one template
available. Verify you are selecting the template you plan to test. Then, enter your email

address and click send email. Note: If you need to send multiple Annual State Compliances
for several states (e.g., NJ, DC, etc.), test each template, one at a time.

File Management

File Import

Template * File =
Annual State Compliance (NJ) v + Choose File

No file chosen

Upload

Email File Template

Email *

Enter your Email address here

Settings

Alerts Displayed *
O True

Save Settings
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4. Verify Template Sent: A pop up verifies the email has been sent. While it may take several
minutes for the email to arrive; you should receive an email from HRXHelp, which contains an
attachment, called CNHTemplate_Mapping.csv.

Create New Hire Template sent to the email address successfull.

5. Check Email and Download Template: Check your email and make sure you have received
the email that contains the CNHTemplate_Mapping.csv attachment. Download this
attachment and save it on your computer.

Create New Hire Template nboxx

hrxhelp@talx.com

tome =
Create New Hire Template file is attached as per Admin configuration.
Below are the fields that can be left out and will be populated with default values configured in Admin.

« Divisionld
* LocationCode
* PositionCode

One attachment -

B CNHTemplate_M... '
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( % Reply )( ~ Forward )
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6. Enter Requested Information: For this step, it is recommended that you use your
information to test the functionality and accuracy of the process. Through the next several
steps you are going to send the ASC form to yourself or anyone you want to receive the
packet as a test, which is why your information is needed. Do NOT enter your employees’
information for the test.

Enter the following required information on the downloaded CNHTemplate_Mapping.csv:
e (Your) First Name

(Your) Last Name

(Your) Email Address

(Your) UserDefinedID - Avoid using leading zeros

(Your) Password - Avoid using leading zeros

Leave the DivisionID, PositionCode, and LocationCode blank. These will be auto-populated.
Avoid using leading zeros in user names and passwords.

CNHTemplate_ Mapping.csv - Excel
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7. Log back in to your Compliance Center Test Environment and return to the File
Management tab.

8. Upload your saved Comma Delimited File: As before, select the ASC template you are
testing from the drop down menu. Make sure you are selecting the same template as you did
previously. Next, click Choose File and select your saved CNHTemplate_Mapping.csv file. Once
you select it, it should appear directly under the Choose File button. Skip the email section for
this step. In the Settings section, leave the Alerts Displayed? checkbox labeled True
unchecked. Then click Upload.

File Management

File Import

Template ~ File *
Annual Notice - NJ v + Choose File

CNHTemplate_Mapping.csv

Upload

Email File Template

Email *

Send Email

Settings

Alerts Displayed *
O True

Save Settings
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9. Validate the File Data: Ensure the correct ASC template you are testing is selected from the
drop down menu and your file is displayed next to File. Then, click Validate.

File Management

File Import

Template * File * CNHTemplate_Mapping.csv

Annual Notice - NJ v

vaiate

Email File Template

Email *

Send Email

Settings

Alerts Displayed *
O True

Save Settings

10. Data is Valid: You will see a pop up verifying the data is valid. Click OK.

The data is valid. Click Load when ready.
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11. Load the Data: Now that the data is validated, click Load. Note: The load process could take
up to 60 minutes, depending on the loader queue. If you receive an error or are unable to
load your file, reach out to ASCoperations@equifax.com.

File Management

File Import
Template * File * CNHTemplate_Mapping.csv
Annual Notice - NJ ~

Email File Template

Email *

Send Email

Settings

Alerts Displayed *
O True

Save Settings

12. Load File Created: Once the file has been created, you will see a pop up notification. A packet
is created, and an email is sent to your email address. It may take several minutes for this
email to appear and before your packet appears in the next steps.

Load file created.
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13. Look for the Packet in Workflow Summary: To check on the packets you have just created,
select Workflow Summary from the webManager menu on the left side of the screen. Then
select to Filter By: Creation Date. Check the dates for accuracy and, then, click View. You
should see the packets you created under Annual State Compliance Packet Created. Note: It
may take several minutes for your packet to appear in your Workflow Summary.

i

WebManager Menu

Search Employees

Workflow Summary

File Management

User Management

[#] COMPLIANCE CENTER & v -
I \\orkflow Summary Test Company
Fiter 8y:
Creation Date .
Segin Date £nd Date:
1 [ v 22 s i v 20 View

Packet Status.

Packel Created

Filing Out Personal Information

Filling Out Employment Forms.
Documents Complete - Waiting on Section 2 of 19
Tasks

Hirea

Packet Cancelled

19 Management

Packet Expired

State Compiiance Annual Stale Compliance Packet Created
Annual State Compliance Personal Information
BEED Annual State Compliance In Process

[ Annual State Compiiance Complete

Import/Export Logs.
Annual State Compliance Packet Expired

Annual State Compliance Cancelled

Prvacy Pocy | Terms and Condtons Powerng the Werid i Knowcgs™

14. Expand Workflow Summary Stage: To look at the packets within a particular stage, click the
green plus sign to expand the stage. Since this was a test, there should only be the packet
that you sent to yourself and/or anyone you sent the test packet to. After expanding the stage
with the green plus, select your name/anyone you sent the test packet to.

Packet Status Count

[ Packet Created

Fillng Out Personal Information

] Filling Out Employment Forms 25
EJ Documents Complete - Waiting on Section 2 of 19 a2
B3 Hired 88

Packet Cancelled 9
[ Packet Expired 45
Annual State Compliance Packet Created 1
Annual State Compliance Personal Information 0
Annual State Compliance In Process g
B annua state Compliance Complete 4
Name Location & Position In State Since/Creation Method
AprilTest, DC Washington DC 04/27/2022 09:05 AM
DC Paid Family Leave Batch
AprilTest, DC Washington DC 04/26/2022 04:44 PM
DC Paid Family Leave Batch
AprilTest, NJ New Jersey 04/26/2022 05:31 PM
New Jersey Gender Equality Batch
AprilTest, NJ New Jersey 04/26/2022 04:40 PM
New Jersey Gender Equality Batch
g
Annual State Compliance Packet Expired o
0

Annual State Compliance Cancelled
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1 World with Knowledge™
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15. Verify under Documents: You see your employee information. Select the Documents tab.
You should see the ASC forms you sent. Click View to view the notification and/or click Print
Checked to print the selected document. Once the employee completes the packet, there will
be a checkmark under EC, which stands for Employee Complete. This step verifies the packet
has been sent.
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16. Verify Receipt of Annual State Compliance Packet: The email verbiage for your forms may
vary from what is shown below. To verify you have received the test packet, login to your
email address and ensure that you have received the email inviting you to complete your
Annual State Compliance forms. You should also receive a second email containing your
password. These are test emails to demonstrate what your employee will receive when you
later send these forms from the production environment. Verify the information is correct. If
incorrect, email ASCoperations@equifax.com.

Dear

This is areminder email to view and acknowledge state notifications. Due to various State laws, employers may be required to provide notifications to employees in mandated states. Your employment is in a state
that has a state-required notice

This reminder email provides the steps that you will ned to follow in order to view and acknowledge your notification. You must electronicallyagknowledge this notification.

Please complete the following steps ]
B = %

Bite the fallowing url into Wk Drowser's address bar:

rnatificgtion. Ki8gse configure your web browser to allow Pop-ups for his site.

1. Click on the following link Employment Center If you experience trouble with the hyperlink, you may cog
‘This will take you directly to the log-in page 1

‘Youmay need to turn your Pop-up Blocker off.
2. Log into the system for authentication using the following Login ID:

3 be provided in a separate email

4. After your successful login, v 0 upsite
5. Follow the steps on each s - 3 ; > g
-

#0Mal records

eiflire access to these nofifications

6. Review the decument and §ehpowlgte recel ign

7. You are encouraged to print a

crmea:knn

If you have any dificuity accessing the site o

8. Log out of the system
P3bout the documents, please contact Human Resources
Thank you in advance for your Brompt attention to this matter. We take compliance with state and federal laws very seriously and we value our employees’ contribution to our maintained compliance.

Sincerely,
Human Resource Compliance

&« Reply ~ Forward

Now that you have successfully sent a test notice to yourself, you are ready to send your live
notices, in production, to your employees. If you have any issues sending your test notices,
email ASCoperations@equifax.com for assistance before sending your production notices.
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Step 2: Send Production Notices

1.

Log in to the Equifax Compliance Center Production Environment, and enter your Employer
Code, User ID, and Password.

Select the File Management Tab: Once you enter the website, you see the dashboard. Click
the File Management tab on the left side of the screen. File Management allows you to import
the file needed to create the ASC employee packets and to send notification emails.

Download a File Template: In the File Management tab, select the specific ASC template
from the drop down menu. You may have more than one template available. Verify you are
selecting the template you plan to send. Then, enter your email address and click send email.
Note: If you need to send multiple Annual State Compliances for several states (e.g., NJ, DC,
etc.) send each template, one at a time.

File Management

File Import

Template * File *
Annual State Compliance (NJ) v + Choose File

No file chosen

Upload

Email File Template

Email *

Enter your Email address here

Send Email

Alerts Displayed *
O True

Save Settings
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4. Verify Template Sent: A pop up verifies the email has been sent. While it may take several
minutes for the email to arrive; you should receive an email from HRXHelp, which contains an
attachment, called CNHTemplate_Mapping.csv.

Create New Hire Template sent to the email address successfully.

5. Check Email and Download Template: Check your email and make sure you have received
the email that contains the CNHTemplate_Mapping.csv attachment. Download this
attachment and save it on your computer.

Create New Hire Template nbox x

hrxhelp@talx.com
tome =

Create New Hire Template file is attached as per Admin configuration
Below are the fields that can be left out and will be populated with default values configured in Admin.

+ Divisionld
» LocationCode
« PositionCode

One attachment -

B CNHTemplate_M... '
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. AN A

Images are examples and for information purposes only. They may vary across platforms and are subject to change.
10



6. Enter Requested Information: Enter the employee information of the employees to which
notification emails will be sent. Enter the following required information on the downloaded

CNHTemplate_Mapping.csv:
e (employee) First Name
(employee) Last Name
(employee) Email Address
(employee) UserDefinedID - Avoid using leading zeros
(employee) Password - Avoid using leading zeros

Leave the DivisionID, PositionCode, and LocationCode blank. These will be auto-populated.
Avoid using leading zeros in user names and passwords.

CNHTemplate Mapping.csv - Excel
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7. Log back in to your Compliance Center Production Environment and return to the File
Management tab.
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8. Upload your saved Comma Delimited File: As before, select the ASC template you are
sending from the drop down menu. Make sure you are selecting the same template as you
did previously. Next, click Choose File and select your saved comma delimited file. Once you
select it, it should appear directly under the Choose File button. Skip the email section for this
step. In the Settings section, leave the Alerts Displayed? checkbox labeled True unchecked.
Then click Upload.

File Management

File Import

Template * File *

Annual Notice - NJ v ||| #cnooserie |

Upload

Email File Template

CNHTemplate_Mapping.csv

Email *

Send Email

Settings

Alerts Displayed *
O True

Save Settings

9. Validate the File Data: Ensure the correct ASC template you are sending is selected from the
drop down menu and your file is displayed next to File. Then, click Validate.

File Management

File Import
Template * File * CNHTemplate_Mapping.csv
Annual Netice - NJ v

Email File Template

Send Email
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| E
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Settings
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Save Seftings
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10. Data is Valid: You will see a pop up verifying the data is valid. Click OK.

The data is valid. Click Load when ready.

11. Load the Data: Now that the data is validated, click Load. Note: The load process could take
up to 60 minutes depending on the loader queue. If you receive an error or are unable to
load your file, reach out to ASCoperations@equifax.com.

File Management

File Import
Template * File * CNHTemplate_Mapping.csv
Annual Notice - NJ v

Email File Template

Email *

Send Email

Settings

Alerts Displayed *
O True

Save Settings
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12. Load File Created: Once the file has been created, you will see a pop up notification. A packet
is created, and an email is sent to your employees. It may take several minutes for this email
to reach your employees.

Load file created.

13. Look for the Packet in Workflow Summary: To check on the packets you have just created,
select Workflow Summary from the webManager menu on the left side of the screen. Then
select to Filter By: Creation Date. Check the dates for accuracy and, then, click View. You
should see the packets you created under Annual State Compliance Packet Created. Note: It
may take several minutes for packets to appear in the Workflow Summary.

[#) COMPLIANCE CENTER & Testvser -
Teste
B \\/orkflow Summary rest Company
Fiter By:
egin Date: End Date:
1 Y[ v 6 (i v 202

Packet Created 30
Filing Out Personal Information q
Filing Out Employment Forms. 2
Documents Complete - Waiting on Section 2 of 19 a2
Hired 8
Packet Cancelled 9

Packet Expired a5
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Annual State Compliance Packe! Created
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Annual State Compliance In Process

Annual State Complian
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0
3 AnmualState Compiance Compiete s
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Images are examples and for information purposes only. They may vary across platforms and are subject to change.
14



14. Expand Workflow Summary Stage: To look at the packets within a particular stage, click the
green plus sign to expand the stage. Select the employee name to view their packet.

Packet Status Count

Packet Created 30
Filling Out Personal Information 1
Filling Out Employment Forms 25
Documents Complete - Waiting on Section 2 of 19 42
Hired 88
Packet Cancelled 9
Packet Expired 45
Annual State Compliance Packet Created 1
Annual State Compliance Personal Information 0
Annual State Compliance In Process 0
B Annuaistate Compliance Complete 4
Name Location & Position In State Since/Creation Method
AprilTest, DC Washington DC 04/27/2022 09:05 AM
DC Paid Family Leave Batch
AprilTest, DC Washington DC 04/26/2022 04:44 PM
DC Paid Family Leave Baich
ApriTest, NJ New Jersey 0412612022 05:31 PM
New Jersey Gender Equality Batch
AprilTest, NJ New Jersey 04/26/2022 04:40 PM
New Jersey Gender Equality Baich
1
Annual State Compliance Packet Expired 0
Annual State Compliance Cancelled 0

Privacy Policy | Terms and Conditions. Powering the World with Knowledge™

15. Verify under Documents: You see the employee’s information. Select the Documents tab.
You should see their ASC forms. Click View to view the notification and/or click Print Checked
to print the selected document. Once the employee completes the packet, there will be a
checkmark under EC, which stands for Employee Complete. This step verifies the packet has
been sent.

EQUIFAX [#] COMPLIANCE CENTER (& rostvser -
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16. Verify Receipt of Annual State Compliance Packet: This is an example of the email that
your employees will receive when you send out notifications. The email verbiage for your
forms may vary from what is shown below. The employee should first receive an email
inviting them to complete their Annual State Compliance forms. Then, they should receive a
second email containing their password. From here, employees use the link to go to the
Employment Center to read, acknowledge, and sign their forms.

Dear

This is a reminder email to view and acknowledge state notifications. Due o various State laws, employers may be required to provide natifications to employees in mandated states. Your employment is in a state
that has a state-required notice.

‘This reminder email provides the steps that you will need to follow in order to view and your notification. You knowledge thi:

Please complete the following steps:

1. Cliek on the following link Employment Center. If you experience trouble with the hyperlink, you may cog
This will take you directy to the log-in page i

You may need to turn your Pop-up Blocker off.
2. Log into the system for authentication using tne following Login 1D

3. Password: Will be provided in a separate email

4. After your successful login, vnu wil be puattEh
5. Follow the steps on each sg :- z

! nw\en’ge recel ! z

i,
7. You are encouraged to print 2 iormez:knn enﬂgw a2 OMa! recorcs

6. Review the document and

8. Log out of the system, \ L

If you have any difficuty accessing the site o 50Ut the documents, please contact Human Resources

Thank you in advance for your prompt attention to this matter. We take compliance with state and federal laws very seriously and we value our employees’ contribution to our maintained compliance.

sincerely,
Human Resource Compliance

« Reply ~ Forward

You have now sent the notices to your employees. If you need to send out multiple notices, complete
these steps to send out subsequent notices.

Additional ASC Resources:
View the Annual State Compliance Support Guide and on demand video by visiting Connections.

More Training Available!
Check out additional training resources available on our site, Connections.
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