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This is the first screen you will 
see when you visit our website at 

dol.georgia.gov 
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Click on the Employers tab
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Select Employer Portal
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Do not bookmark the link to this page. 
You should access the portal directly 
through our website.

View the Administrator Guide for 
complete instructions on how to register 
an account with the Employer Portal.
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 Establish Administrator – First time accessing 
the Employer Portal

 Reset Password – To retrieve password on 
account already set up

 Forgot Username – To retrieve username on 
account already set up

Enter information here if you have 
already created a 

Username and Password

testingxxx
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A.Williams@ThisisTest.com

(404) 233-1234

Test



Confidentiality Notice: This presentation is for the sole use of the intended recipient(s) and may contain confidential and privileged 
information.  Any unauthorized review, use, disclosure or distribution is prohibited.6/25/2019 7

 Select the Upload a properly formatted Excel spreadsheet (provided) 
of Employer Filed Claims for a week ending date radio button.

 Click Continue

 Select the Upload a properly formatted Excel spreadsheet (provided) 
of Employer Filed Claims for a week ending date radio button.

 Click Continue

Test
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It is recommended that you download the provided 
Employer Filed Claims Upload Excel template and 
save it in your documents. Also print the Record 
Layout Specifications to assist in completing the 
template.

It is recommended that you download the provided 
Employer Filed Claims Upload Excel template and 
save it in your documents. Also print the Record 
Layout Specifications to assist in completing the 
template.

You should read and attest to the Employer 
Affidavit and acknowledge by checking the box .



Confidentiality Notice: This presentation is for the sole use of the intended recipient(s) and may contain confidential and privileged 
information.  Any unauthorized review, use, disclosure or distribution is prohibited.6/25/2019 9

Let’s take a look at the Record Layout Specifications 
and the Employer Filed Claims Upload Excel template…

**The letter(s) next to each field corresponds with the letter(s) on the spreadsheet**
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 Column Q = Y
if employee earned more than $7,300 during the entire time
employed with the company. 

 Column Q = Y
if employee earned more than $7,300 during the entire time
employed with the company. 

 If column Q = Y, leave Column R blank

 If column Q = N, 
the total amount earned (less than $7,300) during the entire
time employed with the company should be entered in column R,  
per the specifications layout description.      

 If column Q = Y, leave Column R blank

 If column Q = N, 
the total amount earned (less than $7,300) during the entire
time employed with the company should be entered in column R,  
per the specifications layout description.      
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AC

AD

AE

AF
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 If column AA = N 
no information should be entered in column AB.

 If column AA = N 
no information should be entered in column AB.

 If column AC = Y 
no information should be entered in columns AD - AF.

 If column AC = N, 
columns AD - AF must be completed per the specifications layout description.

 If column AC = Y 
no information should be entered in columns AD - AF.

 If column AC = N, 
columns AD - AF must be completed per the specifications layout description.
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 If column AG = N
no information should be entered in columns AH - AL.

*COVID-19 separations are not considered a Disaster*
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You can also download the 
Employer Filed Claims Upload Excel 

template from the bottom of the Records 
Layout Specifications page
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Repeat steps to upload the template. 

Click the Close button. 


