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ECORE is an application which enables employers to perform a number of tasks such as 
correspond directly with the Department (including instant messaging), view account 
activity that takes place on ECORE, view their Statement of Benefit Charges and charges 
to their account for the current quarter, update their address, provide separation 
information, determine the address for mailing separation statements, manage third party 
accounts, and access links to other important websites. 
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Log-on to ECORE Home 
 

 
To log onto ECORE click https://labor.idaho.gov/applications/ecore  
Enter the username you established when you opened your ECORE account, click the 
‘Verify Username’ button,  

 
 
Enter the e-mail address you used when you set up your account.  Click ‘Verify Email’. 
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Enter the password that you created when you established your account (notice that your 
confidence word appears below the password block.)  Click ‘Verify Password’.  You will 
be taken to your Home Page (see next page.) 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Confidence 
word in red 
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ECORE Home Page Home 

 
The ECORE Home Page features numerous quick links for frequently used items.  
Across the top of the page are menu items for Correspondence, Search features, Reports, 
Address, Settings, Links, Help and Logout.  Each of the menu items will be discussed in 
the pages that follow.  The Home Page also features frequently used items useful for 
staff.  On the left side (top to bottom) are sections for Maintain My Employer 
Information.  In this section are links to manage third party accounts, manage addresses, 
manage separation statements, and manage physical location addresses.  Below that is a 
section with useful Quick Links (how to file an appeal, pay UI taxes online, New Hire 
Directory, etc.)  On the top right is a section with links related to communicating with the 
Department of Labor.  This includes reporting a separation, beginning an electronic 
conversation with the Department, report a problem with the ECORE system, a list of the 
most recent communications with the Department, and links to current and previous 
Statements of Benefit Charges.  The “Communications from Idaho Dep’t. of Labor” 
section shows the five most recent electronic communications from the Department.  
Across the bottom is a list of any third party employers to whom you have granted access 
to your account. 
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Correspondence Home 
 

The Correspondence section is used to initiate communication with one or more sections 
within the Department of Labor.  You will also be able to view correspondence that you 
have initiated, received a reply regarding, or responded to.  To initiate or view 
correspondence under one of the links shown, just click on that link.  Instructions on 
initiating correspondence are shown on the next page.  (It is likely that most employer 
correspondence will be with the Local Office.) 
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Initiate correspondence to the Department of Labor 
 
Click on the link of the bureau with which you want to communicate (i.e.-Local Office, 
Tax Bureau, etc.)  This will open the dialog box shown below.  Click on ‘New Topic. 
 

 
This will open the dialog box below.  Select the Local Office or Bureau: 
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Enter the Subject and message in the spaces indicated.  You can also attach a document 
by clicking on the ‘Attach a File’ button (see arrow below.)  After entering the subject, 
message and attaching any documents, click on the ‘Save Message’ button.  You will 
receive notification that your message was sent successfully.  If you wish to send 
additional correspondence, click on the ‘Correspondence’ link and you will be taken back 
to the Correspondence screen.  Otherwise, click on the ‘Home’ link and you will be taken 
back to your Home page. 
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Search Home 

 
 The ECORE Search feature allows employers to search within ECORE for terms 
in messages/correspondence, search their account activity and search for their account 
viewing activity.  Examples of each search activity are on the following pages. 
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To search for file viewing activity, click on ‘My File Viewing Activity’ (see previous 
screen.)  Select the date parameters and then click the search button.  You will be shown 
a list of items related to your account between the dates you chose. 
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By selecting the ‘’My Account Activity’ search feature you will be able to search for 
correspondence or other activity regarding your account.  To utilize the ‘Correspondence 
Activity Report’ feature (first arrow) select the beginning and end dates for your search 
then click ‘Search’.  Correspondence for your account will be listed on the next screen.  
To use the ‘Activity Report’ feature (second arrow) to find history of activities such as 
deleting a third party account or changing addresses enter the dates for your search in the 
blocks indicated and click ‘Search’.  You will be shown a report listing those activities. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 12 

Reports Home 
 
You can use the ‘Reports’ menu to report an employee separation (also available on your 
Home Page under the ‘Communicate with the Idaho Department of Labor’ heading.) 
 

 
 

To report an employee separation, click on ‘Employee Separation’ link.  On the next 
screen enter the required information (SSN, Employee’s Name, etc.)  Click ‘Next’. 
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In the text block enter information regarding the employee’s separation.  Click ‘Next’. 
 

 
 
On the last screen you will be advised that the information you provided will be held in 
our system for 18 months.  If the claimant files a claim for unemployment insurance and 
he does not have sufficient earnings to purge this separation or if you are the chargeable 
employer you will be notified. 
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When you select the ‘Benefit Charges’ link, you will be taken to a screen with links to 
view your current or previous statements of benefit charges. 
 

 
 

Click on the link to view the statement you desire. 
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Address Home 
 
When you click on the ‘Address’ link (arrow) you will be taken to the screen at the 
bottom of this page. 

 
 

On this screen you will be able to manage your physical locations (for each business 
location covered under your Employer Account Number (EAN), manage the official 
business mailing address for tax purposes and other official correspondence, and manage 
separation statement addresses.  Each item is discussed separately on the following pages. 

 

 
 



 16 

Manage My Physical Locations:  When you click on the ‘Manage My Physical 
Locations’ link on the previous screen you will be taken to the screen below.  Click on 
the edit button to edit an address.  You can also add a new physical location for your 
business by clicking the ‘Add New Physical Location’ link. 

 

 
 

Manage My Mailing Address:  To update the primary business address for your business, 
click on the ‘Manage My Mailing Addresses’ on the Address Management page, then 
click on the ‘Edit’ button.  (NOTE:  this address is the address to which correspondence 
such as tax notices and most official documents will normally be sent.) 
 

 
 

 
 
 
 
 

Add a new physical 
location. 
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Manage My Separation Statement Addresses:  This page shows all the physical locations 
you entered at the Manage My Physical Locations screen (previous page.)  This page 
allows you to define which address separation statements will be mailed to for each 
location.  To manage these addresses, click on the ‘Manage My Separation Statement 
Addresses’ on the Address Management page, then click on the link.  You will be taken 
to the page below.  You can choose to send all separation statements to a single address 
by clicking the first link (first arrow) or choose to send all separation statements to the 
individual physical location by clicking on the second link (first arrow.)  Also, you can 
choose to send a separation statement to a different location for each business location.  
When you click on the pencil (second arrow) you will be given a list of each address the 
Department has on file.  Select the address you want the separation statement mailed to 
for each location shown. 
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Settings Home 
 
The ‘Settings’ menu includes options for system settings and account maintenance.  
These include: Preferences, Manage My Account, and Manage 3rd Party Accounts.   

 
 

‘My Preferences’ enables you to determine the appearance of certain items on you Home 
Page (see list below.)  Check the appropriate box(es) and click ‘Save Preferences’. 
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‘My Account’ enables you to change your account information (including change your 
password.)  Notice also on the right side (top arrow) are listed the employers (third 
parties) that you have given access to manage your account.  Below that are listed 
employers that have given you access to manage their accounts (second arrow.)  Adding 
and managing the access you give to employers (third party administrators) is shown on 
the next page. 
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The ‘Manage 3rd Party Account’ option allows you to grant third party access to a third 
party to administer/manage your account.  When you click on the link for Manage 3rd 
Party Accounts you will be taken to the below screen.  You can give another employer 
(third party administrator, accountant, tax advisor, lawyer, etc.) access to your account.  
The employer must have an account in ECORE and you will need their username.  You 
enter the employer’s username in the box (arrow) and click on ‘Grant Access’.  Any 
employers have access to your account show up on this page.  Click on ‘View Access’ 
for a particular employer and you will be taken to a screen which details the capabilities 
you have given to that employer (next page.) 
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This screen details the capabilities you have given a third party employer.  By checking 
the box in the “Access” column you grant access to that employer to view that item.  You 
will receive a notice that the item has been successfully updated.  Close this screen by 
clicking on another link at the top of the screen.  An e-mail notification will be sent to the 
your third party employer advising them of the access you have granted them. 
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Links Home 
 
 
The Links page contains useful links to websites that would be useful to employers.  
Click on one of these links and you will be taken to that site.  You will automatically be 
logged out of ECORE after 10 minutes. 
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Help Home 
 
The ‘Help’ menu includes links for a site map, toggle inline help on or off, report a 
problem with ECORE, Frequently Asked Questions, and system information about 
ECORE.  Each item is discussed on the following pages. 
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If you click on the ‘Help’ link, you will be taken to the below screen with help topics.  
Click on the link for the topic you want help with and a Word document will open to give 
you a step-by-step explanation. 
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Site Map:  When you click on the site map link you will be taken to the below screen.  
This screen is in outline format and contains ‘clickable’ links to various sections of 
ECORE.   
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When you click on the ‘Toggle Inline Help On/Off’ feature a dialog box opens when you 
hover over an item (see example below for “Correspondence”.)  To turn this feature off, 
click on ‘Toggle Inline Help On/Off’ again. 
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When you click on ‘Report a Bug’ you will be taken to a screen where you can report a 
problem or suggest an improvement for the ECORE system.  Select the type of problem 
from the drop-down box, fill in a subject, and type in information regarding the problem.  
It would be ideal if you can relate what you were doing before the problem occurred and 
what happened. 
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The ‘About ECORE’ link takes you to a screen with system information. 
 

 
 
The ‘Logout’ link takes you out of the ECORE system 
 

 


